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Introduction

Congratulations! You've taken an important first step to make your homeschool record-keeping easier!
Homeschool Tracker Plus is planning and organizing software designed to adapt to your particular
homeschooling style in a simple yet sophisticated way. You can use Homeschool Tracker Plus to assist
in meeting the mandatory report requirements of your local authorities. Use of the program is restricted
to a single family homeschool.

Homeschool Tracker Plus can simplify your homeschooling with reusable Lesson Plans, customized
Grading Scales and copy functions which make it easy to assign work to your students and to create
permanent records of that work.

Flexibility is the key! Use Homeschool Tracker Plus in the way that works best for you. There are many
powerful features available to you. However, you only need to use the features that are an asset to your
planning and schooling style.

For additional assistance, you can:

e Email us at support@homeschooltracker.com

e View the companion training videos on the Support page of our website:
www.homeschooltracker.com

e Post questions on our moderated Customer Discussion Group:
http://forum.homeschooltracker.com

e Chat online with a member of our support team using the link on our website
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Getting Started

The best place to start is to decide what it is you want from your planning and record-keeping efforts.
Here are some questions to ask:

e Are you required to maintain attendance records?

e Are you required to homeschool for a specific number of hours per day and/or per year?

e Are there specific Subjects you are required to teach?

e How many students are you schooling and what grade levels are you teaching?

e Do you like to have things planned out at the beginning of the year? Or are you more “go with the
flow"? Or somewhere in between?

e What level of detail do you require for your own comfort level?

e Do you intend to grade some or all of your student’s work? And if so, are you interested in
weighted grading?

Once you have an idea of your goals it will be easier to choose which features of Homeschool Tracker
Plus will best meet your needs. You can always add other features as your needs change over the years.

If you like, you can jump right in creating your records. Go to the Maintenance area and set up your
School Info, enter Students, and create a School Year and you can be on your way, referring to this User
Manual or the included Help File (F1) as you move through the program.

Navigating the Program

To move to any area in Homeschool Tracker Plus, use the tabs located across the top of the program
window. There are five major tabs: Main Menu, Student, Teacher, Maintenance and Reports. The
Student, Teacher and Maintenance tabs each have a number of sub-tabs.

Homeschool Tracker Plus will remember your sub-tab selections as you move between major tabs. For
instance, if you are viewing the Lesson Plans area under Teacher and then move to the Assignments
area under Student, when you click on the Teacher tab again, you'll be taken directly to Lesson Plans.

In the Options window (F3) you can select which screen Tracker opens to each time you start the
program. The default start-up screen is Main Menu. (See Program Options (F3))

Main Menu Tab

M Homeschool Tracker Plus (2011-2012) [E=NEEC

File MNew Tools Database Help
Main Menu Student | Teacher | Maintenance | Reports |

Figure 1 - Main Menu Tab
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This is the default stating page for Homeschool Tracker Plus. Your school name and contact
information will be displayed here as well as information about the number of days available, used, and
left in the Active School year and current Term.

File New Tools Database Help

Main Menu Student | Teacher | Maintenance | Reports |

The Gentile Homeschool
234 Elm Street
Orlando, FL 32808
407-555-5555

support@tghomesoft.com
Year Term
Days Available 261 66
Days Spent 4 4
Days Left 257 62

Give thanks to the LORD, call on his name; male Imown among the nations what he has done. - I Chronicles 16:8

Student | Days Present | Days Absent | Time Spent | Avg Hrs/Day

| Katie 0.0 0 0:00

=
LIS
=
=53
o

=1
=
=

_ 0:00
|| Thomas 0.0 0 0:00

Figure 2 - Main Menu View

The Days Available value comes from calculating the school days that exist between and including the
start and end dates of your Active School Year. School Days do not include any days you've marked as
Holiday, Vacation or Other days. (See Holiday, Vacation and Other Days)

Days Spent indicates the number of possible school days that have already occurred before today. It is
not an indication of attendance — only of the potential school days you could have had from the beginning
of the school year to today.

Days Left are the number of potential school days between today and the last day of your Active School
Year.

These same values are listed for the current Term. When you are within the final Term of the School Year
the days left of the Year and Term will be the same.

If today’s date (your computer system date) is outside of the Active School Year start and end dates, the
days available, spent and left will display as N/A.

In the lower part of the screen you will see a list of your active students along with their number of Days
Present, Days Absent, Hours, Time Spent or Sessions for the school year, and Average hours or
sessions of school per day for the Active Year.

The Days Present and Days Absent values for each student comes directly from the number of days
marked as Present or Absent in the Attendance Calendar. (See
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Attendance)

Hours, Time Spent or Sessions information will be displayed based on the type of time you choose to
display in the Attendance calendar. If you choose not to show hours in Attendance, this column will be
hidden in the Main Menu. (See Time Entry Method)

The Average Hours or Sessions per Day value is calculated by dividing the total hours or sessions for the
student by the number of days present.

Student Tabs

U7 Homeschool Tracker Plus (2008-2009)

File Mew Tools Database Help

Main Menu | Student | Teacher | Maintenance I Reports |

Agenda | Assignments | Attendance I Field Trips I Goals Progress | Journal I Memorization Uverviewl Reading Log | |

Figure 3 - Student Tabs

You can disable Student tabs for program features you will not be using. The Assignments tab is the only
one which cannot be disabled as Assignments are the core of your student records.

Agenda

The Agenda provides view of your student’s obligations much like a Google Calendar. This view is most
useful when you have specific start/end times for your assignments. The Agenda allows you to display all
of your student’s items in one place: assignments, chores, appointments, field trips, etc. You can view the
Agenda for on student, or for multiple students in a side-by-side view. (See Agenda)

Assignments

The Assignment is the central point of record-keeping in Homeschool Tracker Plus. All of your hours,
grading and goals reports will be generated from the information you enter in the assignment grid.
Assignments can be created individually or in groups using the Copy, lesson Plan or Weekly Planner
features. You can copy multiple assignments to other students. There are a number of customizable
options for viewing items in this area. (See Assignments)

Attendance

In this area you can view the attendance details for each individual student, as well as the holiday and
vacation notations. The ‘All Students’ view will display the initials for any student marked present or
absent on that date. (See
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Attendance)

Field Trips

All field trips are displayed on this page. Individual field trips can be assigned to one or more students.
Field Trips are displayed in date order with the most recent items showing first. Field Trips also appear on
the Student: Assignments page. (See Field Trips)

Goals Progress

If you are using the Goals feature (Teacher: Goals) this area will display the goals being worked on by
each individual student when those goals are attached to an assignment, field trip, memorization or
reading log item that falls in the Active School Year. The Goals feature and this tab may be disabled in
the Tools: Options: Assignments area. (See The Student: Goals Progress Grid)

Journal

You or your student can use this feature to make any entries you like. Each journal entry will have a date,
student, category and title. Journal entries can be viewed by student, date, and/or category. (See
Journal)

Memorization

You may use the Memorization grid to track anything your student is to memorize such as Bible verses,
spelling or vocabulary lists, poems, etc. (See
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Memorization Items)

Overview

The Overview screen gives you a snapshot of how your student is progressing in each subject/course for
any given term. This information is automatically generated based on assignments that have been
marked as completed within the term. (See Overview)

Reading Log

The Reading Log is the area where you can list those books or other materials your child reads outside of
the assigned curriculum — generally library books and such. You can view the log for one student or for all

students. (See Reading LoQ)

Teacher Tabs

"7 Homeschool Tracker Plus (2008-200)

File MNew Tools Database Help
Main Menu | Student | Teacher | Maintenance | Repaorts |
Goals |Journa| | Lesson Flans | LP Schedules I‘.’-ﬁeekly Flanner | |

Figure 4 - Teacher Tabs

You can disable Teacher tabs for program features you will not be using.

Goals

Creating Goals allows you to outline what you hope to accomplish in the coming year. You can create as
many different goals as you like. The Goals feature and this tab may be disabled in the Tools: Options:
Assignments area. (See Goals)

Journal

The Journal is a tool for documenting information throughout the school day. There is no requirement to
use this feature daily, or even at all. You can enter anything you like in this space. Your notes may be
printed in report format. Journal entries can be viewed by date or by category. (See Journal)
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Lesson Plans

The Lesson Plans area of Homeschool Tracker Plus provides a place for you to plan out work you
intend to assign to your students, without committing to specific dates. Lesson Plans are reusable from
year to year with one or more students. (See Lesson Plans)

LP Schedules

The LP Schedule allows you to set up day/.time patterns for Homeschool Tracker Plus to follow when
submitting items from a Lesson Plan to the Assignment grid. You can create as many different schedules
as you like. (See The LP Schedule)

Weekly Planner

The Weekly Planner feature provides an alternative planning method to the Lesson Plan area. Weekly
Planner items are templates of the work you intend to assign to your student(s). (See Weekly Planner)

Maintenance Tabs

"1 Homeschool Tracker Plus (2008-2008)

File Mew Tools Database Help

Main Menu | Student | Teacher | Maintenance | Reports |
Library | Resources | Schoal Info | Students | Subjects/Courses | ‘Years/Terms | Other | ‘

Figure 5 - Maintenance Tabs
Library

The Library is the repository of all books, texts, videos, etc. that are used within Homeschool Tracker
Plus. It can include items you own, items you hope to own one day, items you need to borrow at some
point, etc. ltems from the Library will be used in the Resource and/or Reading Log areas. (See Library)

Resources

A Resource is any item used as part of your curriculum. Resources can be tied to specific
subjects/courses for organizational purposes. (See Resources)

School Info

This is where you will name your homeschool and enter contact information that will appear on Report
cards and Transcripts. It is also here that you will designate which days of the week are school days for
your homeschool. (See Setting up Your School)

Students

You cannot have a school without students. You can choose to list your students in this area by
alphabetical order or in date of birth order from oldest to youngest in the Options window. (See Students)
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Subjects/Courses

Here you can view the subjects and courses you have set up for your students. Subjects appear in
alphabetical order with their related courses in alphabetical order under them. When you install
Homeschool Tracker Plus there are a number of Subjects listed. You can add, edit or delete items in
this list to meet your needs. (See Subjects and Courses)

Years/Terms

This grid shows your School Years and their related Terms. A checkmark designates which school year is
currently active. (See Adding a School Year using the School Year Calculator)

Other

The ‘Other’ tab under Maintenance gives you access to additional maintenance lists: Activities,
Assignment Locations, Chores, Grading Scales, Journal Categories, Lesson Plan Names, LP Schedule
Names, resource Locations, Resource Types. Please refer to those sections of this resource for
additional information. (See Maintenance Lists)

Reports

"% Homeschool Tracker Plus (2008-2009)

File MNew Tools Database Help

Main Menu | Student | Teacher Maintenance | Reparts |

Figure 6 - Reports Tab

Homeschool Tracker Plus provides you over 30 different reporting options. Each report has its own set
of options to select what data will be included. (See Reports)

Setting up Your School

Naming Your Homeschool

Your homeschool needs a name. The name can be anything you like as long as it is 50 characters or
less. The name you choose will appear on the Main Menu page, on Report Cards and Transcripts, and in
the footer of your reports. Here are some ideas for naming your school:

e Use your own last name (The Smith School)

e Proclaim your philosophy or religion (In His Steps Homeschool)
e Your street name (Main Street Academy)

e Something in your environment (Little Creek Learning Center)
¢ Include your town name (the Springfield School)

——
| —



Click on the Maintenance tab

Click on the School Info tab

Enter the information in each field as desired.
Click SAVE to retain your entries.

pODdDPE

YT Homeschool Tracker Plus (2008-2008]

File MNew Tools Database Help

Main Menu | Student | Teacher | Maintenance | Reparts |
Resources | School Info | Students | Subjects/Courses | Years/Terms | Other |

‘ Save

School Name: Gertile Academy

Address: 234 Bm Strest
City: Orando
State/Province  FL

Zip/Postal Code: 32208

Phone: 407-555-6555
Email: support @ghomesoft.com
Motto.Verse: Give thanks to the LORD, call on his name; make knowr
Principal: Jean-Laurent Gertile
‘ Teacher: Katie Gertile

Figure 7 - Maintenance: School Info
Designating School Days

At the bottom of the School Info screen, you will designate your school days. This will assist you when
marking attendance, copying assignments and submitting Lesson Plan or Weekly Planner items. You can
always choose to book an assignment on a non-school day if you

wish. The default settings have Monday through Friday set as school >l Dass: #"UD;::*’
days. & ‘."a'edn::day
Thursday
1. Put a checkmark next to the days on which you generally hold %g‘;fj‘r"day
school during the week. Non-school days can then be [C] Sunday

automatically skipped when creating Assignments or entering
Attendance records.

. . . Figure 8 - School days
2. Click the SAVE button to retain your entries.

Create a School Year and Terms

When you install Homeschool Tracker Plus there will be a default school year entered. You can create
a custom year to meet your needs.

You must define a start and end date for each school year. These dates will set the basic parameters for
the data you can view in the program grids, as well as the limits for your reports. Your school year can be
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as short as 1 day or as long as a decade or more. Most users will create a school year that covers 9-12
months.

You will create a new school year for every year that you homeschool. Your School Years may overlap if
you like. However, if there are graded assignments in the overlap period, they will be credit to the Report
Card and Transcript for both years.

Adding a School Year using the School Year Calculator

Supplemental video available on this topic

The School Year Calculator will walk you through the process of creating a school year, selecting your
school days, setting terms and setting up holidays.

1. Click on Tools in the menu bar and then click on School Year Calculator; or click on the Maintenance
tab and then the Years/Terms tab and click Add Year to open the School Year Calculator.

"8 Homeschaol Tracker Plus (2009-2010]
File New Datsbase Help

Export Lesson Plan

Import Lesson Plan " Homeschool Tracker Plus (2009-2010]

Reschedule... File MNew Tools Database Help

Pt B3 Main Menu | Student I Teacher | Maintenance | Reports |

Security Resources | School Info | Students I Subjects/Courses ! YearsiTerms |Other |
School Year Calculator - | ﬁ g ’ FE ] I Add Tem ]

Borrowed Items Due

Recalculate Present.. Figure 9 - Maintenance: Years/Terms Add Year

Recalculate Time Spent...

Reset All Grids

Switch School Year 3
Timer F4

Figure 10 - Tools: School Year Calculator

2. Enter a name/description for your school year. It can be anything you like up to 100 characters such
as 2012-2013 or Jennie’s Senior Year. The name you choose will appear on Report Cards and
Transcripts.

3. Enter the start date for your school year

4. Enter the minimum number of days you are required to or wish to hold school. You can set this to
zero if you have no minimum requirement.

5. Enter the last date that you want to be in school for the year.

6. Check the days of the week when you intend to hold school. If you've already selected days in
Maintenance: School Info, those choices will be reflected here. School day choices are a universal
setting that affect all school years.

7. The gray bar at the bottom of the window will display how many days over the minimum are included
in the date range and days you've selected. This is the number of days for which you can book
holidays or vacations time and still meet the minimum number of days you've entered in step 4,
above. If you have not included enough days to meet the minimum, a negative value will be
displayed.

10
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10.
11.
12.

"7 School Year Calculator,

Holidays Terms Review

Set up your new school year

Enter a description for the new school year

On what date would you like to begin your school year?
Thursday , October 09, 2008 [Ehg

What is the minimum number of school days required?

0

What is the latest date that school can be completed for this year?
Thursday , October 09, 2008 [Ehg

0 available school days above minimum

School Days

[¥] Monday
[¥] Tuesday
[¥] Wednesday

I Cancel H

Next

Figure 11 - School Year Calculator: Year

W8T School Year Calculator

Holidays Terms Review

Set up your new school year

Enter a description for the new school year

2009-2010

On what date would you like to begin your school year?

Wednesday, July 01, 2009 B~

What is the minimum number of school days

Wednesday, June 30, 2010

School Days

[¥] Monday

[¥] Tuesday

[¥] Wednesday
[¥] Thursday
[¥] Friday

[7] Saturday
[7] Sunday

81 available school days above minimum

Figure 12 - School Year Calculator: Calculation

Click the Next button, or click the Holidays tab to move to the next section of the calculator. Here you
can enter whatever Holidays or vacation days you've planned for the year. Supplemental video

available on this topic

Click the ‘Set Holiday’ button to open the ‘All Day Event’ window.
Click on the arrow buttons to display the month in which you want to schedule your day(s).

Click on a date, or click and drag over a range of dates

Choose Holiday, Vacation or Other in the Type drop down list. To Tracker, these designations are al
treated in the same way. We offer the different types to help you differentiate between the days off
you are scheduling. Holiday, Vacation and Other days are referred to as HVO from this point on.

11
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13. If desired, enter a description of up to 50 characters

14. Click the Set button

15. Repeat steps 10-14 as many times as necessary to set your days.

16. When you have entered all the HVO days you want for now, click the Close button. All your days will
be displayed. The gray bar will show how many available school days above your minimum are still
available.

Year Holidays | Terms Review ,
. | Set/Clear All Day Event
Enter holidays, vacations

Bolded dates represent days which have
Date / | Type an all-day evert set

July 2009
S M TWTF
l : :
5 6 7 8 9 10
2 13 14 15 16 17
1920 21 2 3 M
% 27 28 29 30 31

Today: 10792008

e

Description:

Set Holiday

W8T School Year Calculator

Year |Holidaysi Terms Review

Enter holidays, vacations and other days off

Date / | Type | Description

Monday, Sep7, 2009
Thursday, Mov 26, 2008 Holiday Thanksgiving

Friday, Mov 27,2009 Holiday Thanksgiving

Friday, Dec 25, 2009 Holiday Christmas

Friday, Jan 1, 2010 Holiday Mew Year's Day

Monday, May 31, 2010 Holiday Memorial Day

Set Holiday

75 available school days above minimum

[

Figure 14 - School Year Calculator: HVO

17. Click the Next button or click the Terms tab to move to the next section of the calculator. Here you
can set your terms for the year. Homeschool Tracker Plus requires that you create a minimum of
one term per school year.

12
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18. Use the spinner to choose the number of terms you want, from 1 to 6. Homeschool Tracker Plus will
automatically set start/end dates and display the number of school days in each term, creating terms
with roughly the same number of days throughout your school year. You can edit the Term, dates,
and code fields. If you make a change, be sure to click the Update button. The program will
automatically assign each term to Semester 1 (S1) or Semester 2 (S2) for the Transcript.

Y87 School Year Calculator

Year Holidays |Terms| Review

Create Terms

How many terms would you like to create for this school year?

4 7

-

Term | Start / |End |Code |Sem | School Days
T12008-2010 ‘Wednesday, Jul 1, 2009 Tuesday, Sep 29, 2009 11 51 G4
T2 2008-2010 ‘Wednesday, Sep 30, 2009  Tuesday, Dec 29, 2009 T2 51 62
T3 2008-2010 ‘Wednesday, Dec 30, 2009  Tuesday, Mar 30, 2010 T3 52 G4
T4 2008-2010 ‘Wednesday, Mar 31, 2010  ‘Wednesday, Jun 30, 2010 T4 52 65

Figure 15 - School Year Calculator: Terms

19. Itis best to have the Start date of one Term immediately follow the End date of the previous Term
even if those dates fall on non-school days. This will prevent you from marking an item as completed
on a date outside of the Term, which would cause them to be excluded from grade calculations for
the Report Card or Transcript.

20. Click the Next button or click the Review tab to see a snapshot of the year you have created.

21. Check the box to make this the Active School Year. The date range of the Active School Year
determines which items will be viewable in the Assignments, Field Trips, Journal, Memorization,
Overview and Reading Log areas.

22. Click SAVE to add the year, terms and holidays to the database. You can view the Year and Terms
you've created under the Maintenance: Years/Terms tab.

23. You can edit or delete these items at any time. Deleting the school year or term does not delete
assignments or other items within the date range. Deleting the school year or term does not remove
any HVO days you have created.

13
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[ School Year Cal =

Year Holidays Terms

Review details for 2009-2010

Start Date: Wednesday, July 01, 2009
End Date: Wednesday, June 30, 2010
Number of Terms: 4

Total Holiday/Vacation/Other days: 6

Total possible school days: 255

Make this the ACTIVE school vear

Note: All the information entered can be changed later in the Maintenance section

) |

Cancel Save

Figure 16 - School Year Calculator: Review

1" Homeschaol Tracker Plus (2009-2010)

File Mew Tools Database Help

Main Menu | Student | Teacher | Maintenance | Reports |

Resources | School Info | Students | Subjects/Courses | Years/Terms | Other |

gs [ AddYear || AddTem |

Year | Start End [ Active [ -
1|2009-2010 (Active)  [7/1/2009 |6/30/2010 | v |
; Term Start End Code |Sem
T1 2003-2010 7/1/2009 5/25/2003 T1 B
Tz 2003-2010 5/30/2009 12/25/2009 T2 51
T3 2003-2010 12/30/2009 3/30/2010 T3 sz
T4 2009-2010 3/31/2010 6/30/2010 T4 sz
Figure 17 - Maintenance: Years/Terms

Editing a School Year using the School
Year Calculator

1. Click on the Maintenance tab and then the
Years/Terms tab.

2. Right-click over a School Year and click on ‘Edit
using School year Calculator’.

3. Change any details of your School year as needed,
using the tabs or Next button to move to the different
areas of the calculator tool.

4. Click SAVE to keep your changes.

Editing a School Year Manually

U Homeschool Tracker Plus (2008-2009) . | 4 4 .'

File MNew Tools Database Help

Main Menu I Student | Teacher | Maintenance | Reports |
Resources | School Info | Students | SubjectsiCourses | Years/Terms | Other |

A Y [ AddYesr || AddTem |

Year | Start |End [ Active [
||=-[2008-2010 [7f190na ER/AN2011N i [
Add New

Term ; em

T1 2009-2010 Edit 1

T2 2009-2010 Edit using School Year Calculator 1
[ T3 2009-2010 Delete 2
_| T4 2009-2010 I ; I 2

Figure 18 - Years/Terms: Edit with School Year Calculator

1. Click on the Maintenance tab and then on the Years/Terms tab

2. Right-click over a School year and click Edit

3. You can change the school year name/description, start/end dates, and/or check or uncheck the box
to make this year the Active School Year.

4. Click SAVE to keep your changes.
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Adding a Term Manually

You can create Terms using the School year Calculator. If you want to create more than 6 Terms you will
need to add the extra terms manually. The Report Card can display only six terms at a time.

Click on the Maintenance tab and then the Years/Terms tab.
Click the Add Term button

Enter a name for your term. This can be anything you like up to 50 alphanumeric characters.
Enter a code (abbreviation) for the Term from 1-4 characters. The Term Code will appear on the
Report Card.

5. Choose a start date. This date must be on or after the Start Date for the Active School Year.

6. Choose an end date. This date must be on or before the End
date for the Active School Year.

pobdE

File Mew Tools Database Help October 9, 2008

Main Menu | Student | Teacher | Maintenance | Reports | October 9, 2008 E~

Resources | School Info | Students | Subjects/Courses | ‘Years/Terms |Other |

Year (20092010 -
‘ﬁ ¥ I Add Year H fid ey ] Semester:

Figure 19 - Years/Terms: Add Term [_sae

7. Choose the School Year for this term.
8. Designate the Term as falling Semester 1 (S1) or Semester 2
(S2) for Transcript purposes.
9. Click Save to add the Term to your School Year. Click Cancel to exit this window without saving.

Figure 20 - Add Term Input Window

Editing a Term Manually

1. Click on the Maintenance tab and then the Years/Terms tab.

2. Right-click over a Term and click Edit

3. Make any changes needed to the name, code, start and end dates, year affiliation or semester
affiliation.

4. Click Save to keep your changes; click Cancel to exit without saving.

Deleting a School Year

Click on the Maintenance tab and then the Years/Terms tab.

Right-click over the Year you wish to remove and click Delete

Click YES in the ‘Are you sure?’ window.

The year and its related terms will be removed. Deleting a School Year does not remove any data
from the database. It simply removes this particular set of date parameters.

PoObdE

Deleting a Term

1. Click on the Maintenance tab and then the Years/Terms tab.
2. Right-click over the Term you wish to remove and click Delete
3. Click YES in the ‘Are you sure?’ window.
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4. The term will be removed. Deleting a Term does not remove any data from the database. It will affect
your ability to report grades for that date range. Terms are required for Overview, Report Card, and
Transcripts.

Designating the Active School Year
There are two ways to designate which School Year is active.
Using the Tools Menu

1. Click on Tools in the menu bar.

2. Click on Switch School year. All your school year names will be displayed. A checkmark will
designate the year which is currently active.

3. Click on any school year name to make that the active year.

4. The name of the Active School Year will appear in the Homeschool Tracker Plus title bar.

Using the Maintenance Area

Click on the Maintenance tab and then the Years/Terms tab

Right-click over any School year name and choose Edit

In the Add/Edit window, check the box to ‘Make this the Active School Year'.

Click Save to keep your change. Click Cancel to exit without saving.

The name of the Active School Year will appear in the Homeschool Tracker Plus title bar.

aprw0dPE

Students

Supplemental video available on this topic

You need to create a record for each child in your family who is being homeschooled. Some users like to
add themselves as a student as well to track appointments or chores.

There is a placeholder student, called Default, already loaded. You may edit the Default student to
change it to one of your children; you may delete the Default student after you have entered at least one
other student; or you may choose to keep the Default student and use it to test features of Homeschool
Tracker Plus.

The filter at the top of the Maintenance: Student grid has three settings: Active, Archive Only, and Both.
The default setting shows the Active students.

Adding a Student

1. Click on the Maintenance tab and then on the Students tab

2. Click the Add button

3. Enter a first name for your student. You may use a nickname if you like. This name will appear on all
reports for that student.

4. All other fields are optional. Enter them or not as you choose.
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5. The Initials field can hold any 1-3 alphanumeric characters. It will be used to display attendance on
the ‘All Students’ view of the Attendance Calendar.

6. The Address field will be auto-completed with the information you entered in the Maintenance: School
Info tab.

" Homeschaol Tracker Plus (Default Year]

File Mew Tools Database Help

Main Menu I Student | Teacher | Maintenance | Reports |
Resources | Schaal Info | Students | SubjectsiCourses | YearsiTerms I Other |

| Filter: ’Acti\re v] ’ Add ]
Description | Archive
Default ] I
Figure 21 - Maintenance: Students
Add/Edit Student |
Grade Levels  Schools Attended  Activities and Achievements  Standardized Tests
First Name:
Last Name:
Initials
Address: 234 Elm Street -
Orfando FL 32808 =
Parent/Guardian
Email
Bith Date: February 17. 2009 E~

SENASIN:

School Entrance Date:
Expected Graduation:

Set Col Sample
- o Enter the basic information for the Student you are adding, then

click the Save button below. After this is done you will be able to
access the other tabs.

| ™ Archive (hide from lists) [ Save ] [ Cancel ] I

Figure 22 - Add Student Window

7. You can click the ‘Set Color’ link to choose a specific color for this student. By choosing a color for
each student you may find it easier to more quickly identify what you're viewing in the grids. This color
will be used to highlight entries for the student in the Assignments, Field Trips, Memorization,
Reading Log, Weekly Planner, Main Menu and Maintenance: Students grids. To utilize these color
selections in the grids you must turn on the Student Colors feature in Tools: Options: General. (See
Colors)

8. When you have entered all the information you want for now, click SAVE to add the student to your
database.

Editing a Student

1. Click on the Maintenance tab and then the Students tab

Right-click over a student name and click Edit

3. Make any changes you wish or add information to one of the additional tab areas of Grade Levels,
Schools Attended, Activities and Achievements or Standardized Tests.

4. Click Save to keep the changes. Click Cancel to exit without saving.

N
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Entering Grade Levels

You may enter a grade level for each student to correspond to each School Year you've created. This
information can be included in the Report Card and Transcript. In addition, you can add Notes to any
Grade Level which can then be included in the Report card. If you are already editing a Student record to
add other information you can move to this area simply by clicking on the tab in the Student Edit window.

Click on the Maintenance tab and then the Students tab

Right-click over a Student and choose Edit.

Choose the Grade Level tab.

Type your grade designation direction into the Grade Level field for the corresponding School Year.

If you'd like to enter notes, double-click on the Notes field. These notes can be included on the Report
Card.

arMwDdE

Add/Edit Student
|

Student Info | Grade Levels | Schools Attended  Activities and Achievements  Standardized Tests

Save Changes

School Year | Grade Level
High School Years

2002-2003

2003-2004

2004-2005

2005-2006 9

2006-2007 10
2007-2008

11
2008-2009 Use this space to log information about your. ..

Figure 23 - Students: Grade Levels

Use this space to log information about your student's progress
throughout the school year. you might comment on:

+ specific areas of study

+ specific areas of improvement

+ specific areas of difficulty

* or you can ignore this altogether

Notes entered here can be included on the Report Card.

J ’ Cancel

Figure 24 - Grade Levels: Notes

18

——
| —



6. Enter your text in the Notes window

7. Click Save to keep your changes. Click Cancel to exit without saving.

Entering Schools Attended

In this area you can enter information about schools your student attended prior to or in conjunction with

your homeschool. If you are already editing a Student record to add other information you can move to

this area simply by clicking on the tab in the Student Edit window.

Click on the Maintenance tab and then click the Students tab.
Right-click over a Student name and choose Edit.

Choose the Schools Attended tab.

Click Add

Enter a school name

The date fields are optional. If you do

not want to include dates for either or

both of these fields, click the down
arrow next to the date field and
choose the ‘None’ label at the
bottom of the calendar.

7. The Address field is optional. Enter
as little or as much information as
you'd like.

8. Choose whether to have this item
appear on the Transcript. You can
change this option at any time.

9. Inthe Notes field, use the standard

Windows keyboard shortcuts to copy

(ctrl-c), paste (ctrl-v), or cut (ctrl-x)

text. Right-clicking in this area will

enable the spell-check feature.

ouA~wNPE

Add/Edit School Attended

School Name:

From: Tuesday, February 17, 2009 -
Ta: Tuesday, February 17, 2009 -
Address:

[¥] Include this item on printed transcripts

B Bold 7 haic U Underine A Color 4 Font

[ Save ] { Cancel

)

Figure 25 - Students: Schools Attended Input Window

10. You can use the icons above the Notes area to adjust the font as desired.
11. Click Save to add the entry. Click Cancel to exit without saving.

Entering Activities and Achievements

Enter information about your student’s special activities and achievements. This can include any type of
items you like: volunteer work, awards, part-time jobs, etc. If you are already editing a Student record to
add other information you can move to this area simply by clicking on the tab in the Student Edit window.

Click on the Maintenance tab and then the Students tab
Right-click over a student name and choose Edit.
Choose the Activities and Achievements tab

Click Add.

PoObdE
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Activity Mame:  Schuylkill Valley Area Orchestra
From: Tuesday, November 05, 1574

To: Tuesday, November 12, 1574 11/9/1974
11/11/1974
11/12/1974

[¥] Include this item on printed transcripts

B Bold 7 Htaic U Underine A Color £H Fort

Played 2nd Violin. Recommended by orchestra director. The Schuylkill Valley Area Orchestra is a youth
orchestra made up of musicians from middle schools throughout the area.

Figure 26 - Students: Activities & Achievements Input Window

5. Enter a name for the Activity/Achievement.

6. The date fields are optional. If you do not want to include dates for either or both of these fields, click
the down arrow next to the date field and choose the ‘None’ label at the bottom of the calendar.

7. Choose whether to have this item appear on the Transcript.

8. Inthe Notes field, use the standard Windows keyboard shortcuts to copy (ctrl-c), paste (ctrl-v), or cut
(ctrl-x) text. Right-clicking in this area will enable the spell-check feature.

9. You can use the icons above the Notes area to adjust the font as desired.

10. Click Save to add the entry. Click Cancel to exit without saving.

Adding Time to Activities and Achievements T )

If desired, you can use the Add Time button to track the number of hours Date: December 92008 (@~

spent on each activity. You can create one entry to show total time or T 0l - oo

you can create individual entries for specific dates. The total number of

hours will be displayed in the Transcript or Student [ sawve [ Cancal |

Activities/Achievements reports. Time entered in Activities and ! J

Achievements is not included in the Time Spent report. Figure 27 - Activities & Achievements:
Add Time

To add Activity Hours you must first create and save the item. Then you
can edit the item and click Add Time to enter the information you want to track.

Entering Standardized Tests

Use this area to enter optional information for standardized tests your student has taken. While you may
enter anything you like, the primary intent of this area is to provide an area to record results of college
entrance exams such as SAT, ACT and CLEP. If you are already editing a Student record to add other
information you can move to this area simply by clicking on the tab in the Student Edit window.

Click on the Maintenance tab and then the Students tab.

Right-click over a Student name and choose Edit.

Click the Standardized Tests tab.

Click Add.

Enter a name for the test of 1-10 alphanumeric characters.

The date fields are optional. If you do not want to include dates for either or both of these fields, click
the down arrow next to the date field and choose the ‘None’ label at the bottom of the calendar.

S

20

——
| —



7. Enter an overall score and/or percentile for the test.
8. Choose whether to have this item

appear on the Transcript or not. TN FEE. Y Y .

You can change this option at any || TestName: AT

time. Date: Saturday. November 11,1978~
9. Inthe Notes field, use the Score: 1190

standard Windows keyboard Percentie:

shortcuts to copy (ctrl-c), paste f| Locaton: Lower Meron Senir tigh

[¥] Include this item on printed transcripts

(ctrl-v), or cut (ctrl-x) text. Right-
clicking in this area will enable the
spell-check feature. | I
10. You can use the icons above the
Notes area to adjust the font as desired.
11. Click Save to add the entry. Click Cancel to
exit without saving.

| B Bold J kalic U Underdine A Color 24 Fort

Figure 28 - Students: Standardized Tests Input Window

Deleting the Default Student

1. Click the Maintenance tab and then the Students tab.

2. Enter at least one other student using the directions above.

3. Right-click over the Default student and choose Delete.

4. Click YES in the ‘Are you sure?’ window to remove the Default entry from your database.
Archiving a Student

If a student has completed his homeschooling and you are continuing to use the program for other
children in your household, you may wish to archive the graduated student. Archiving allows you to retain
all records associated with that student, while removing the student name from the Student drop down
lists. You can reactivate the student at any time if he returns to your homeschool or to run reports
associated with that student.

1. Click on the Maintenance tab and then the Students tab.

2. Right-click over the student you wish to move to the inactive list and choose Archive

3. When you return to the student list or change the filter from ‘Active’ to ‘Archive Only’ the record will be
removed from view.

You can archive two or more items at the same time. Use shift-click or ctrl-click to select the items you
wish to archive. Right-click over the selection and choose Archive from the context menu.

Un-Archiving a Student

At any time, you can choose to move a student from the Archive list and back to the Active list.

Click on the Maintenance tab and then the Students tab.

Change the Filter drop down from ‘Active’ to ‘Archive Only’ or ‘Both’.

Right-click over the student you wish to move to the active list and click on Unarchive.

When you return to the Student list or change the filter from ‘Active’ to ‘Archive Only’ the record will
be removed from view.

PR
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You can Un-archive two or more items at the same time. Use shift-click or ctrl-click to select the items you
wish to reactivate. Right-click over the selection and choose Unarchive from the context menu.

Holiday, Vacation and Other Days

Supplemental video available on this topic

Everyone needs a day off sometime. Homeschool Tracker Plus allows you to designate a would-be
school day as a ‘Holiday’, ‘Vacation’ day, or ‘Other’ day — something that is neither a holiday nor vacation
but you want to mark as a day off. These days off will be referred to as HVO days.

An HVO day is a school-wide day off. In order to use this feature, you must have the Attendance feature
enabled. (See
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Attendance) All HVO days will appear on each student’s attendance calendar, on the ‘All Students’ view
of the Attendance calendar, and on the Agenda. HVO days appear as bolded dates on the Assignment
grid calendar.

In addition to declaring the day as Holiday, Vacation or Other day, you can add a description of the day
such as thanksgiving, Spring Break, Mom'’s birthday, etc. You can choose to skip over HVO days when
submitting, copying and rescheduling assignments. A day can be marked as HVO and Present if you
wish.

Creating HVO entries after assignments have been created will not automatically move those
assignments to different dates. If you wish to add a holiday to days which already have assignments
booked, you can use the Reschedule tool to move those items forward or backward in time. (See

Rescheduling)
Adding a Holiday, Vacation or Other Day
Earlier in this manual we explained how to create HVO days using the School Year Calculator (See

Adding a School Year using the School Year Calculator). Below we demonstrate how to add HVO
days from the Student: Attendance area of the program.

1. Click on the Student tab and then the Attendance tab
" Homeschool Tracker Plus (2008-2008)

File MNew Tools Database Help

Main Menu | Student | Teacher | Maintenance | Reports ‘
Agenda | Assignments | Attendance ‘ Field Trips | Journal | Memerization | Overview | Reading Log

‘ 3 ¥ |_| ) Studert: [Samantha v] [ Add ]

November 2008 Total Present Days: 12.0 '
[ Sun ][ Mon “ Tue ][ Wed ” Thu ][ Fri ][ Sat ]
[ Ir I " I r —————————1

Figure 29 - Set Holiday from Attendance

2. Click the Set Holiday button to open the Set/Clear All Day Event window.

3. Click on the left/right arrow buttons to display the month in which you want to schedule your HVO
day(s). You can click on the Month name to see a list of all months in the Active School Year and
click on the month you want to work with.

4. Click on a date or click and drag over a range of dates. O F =)

5. Choose Holiday, Vacation or Other in the Type drop down list. ;
Tracker makes no distinction between these types they are simply e e
offered to help you keep track of what kind of day you are
designating. November 2008

6. You may enter a description of up to 50 characters. e ?

7. Click the Set button. ; 13 1*14 1; 13 14 1?

8. Repeat steps 3-7 as many times as necessary to set your days. 16 17 18 19 20 21 2

9. When you have entered all the HVO days you want click the ELEEE L |
CLOSE button. Today: 11722008

Removing a Holiday, Vacation or Other Day )y =

Description:
1. Click on the Student tab and then the Attendance tab. |
2. Click the Set Holiday button |
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Navigate to the month you want to work with

Click on the date or click and drag over a range of dates
Click the CLEAR button

Repeat steps 3-5 as needed

When you have removed all the HVO dates you want, click the CLOSE button.

Figure 30 - Set Holiday Input Window

No gakow

The Homeschool Tracker Plus Database

Where is My Data Stored?

You do not need to be a computer whiz-kid to make the most of Homeschool Tracker Plus but there are
a few things you should understand about how the program works. Your data — the information you enter
into the program — is maintained in a file that is separate from the Homeschool Tracker Plus program
files. The default name of the database is HSPlanner2.mdb.

Finding Your Database Location

When you start Homeschool Tracker Plus for the first time you will be asked where you would like to

store the database. The suggested location is your Documents folder but you may select another location

or put it in a sub-folder of Documents if you BN Dotabaos Ui =)
like. If you do not remember where the
database is stored, you can follow the
directions below t have Tracker tell you
where it is.

Cument Database Location:

C\Users'\Katie \Documents HSPlanner2 mdb  sff——

File Size: 1,168 KB

1. Click on Database in the menu bar.
2. Click on Utilities.
3. The file location will be displayed. 8 U a now Cmnldat hasc fic

@ Point Tracker to an existing database file

Select an option below

- - I Continue Cancel \
Securing Your Data with k | 1 )
Backups Figure 31 - Database Location

Your homeschool records are important and you will want to keep them secure. A great step towards
meeting that goal is to create regular backups of your database. Homeschool Tracker Plus has a built-in
feature to assist you in the process.

Backing up your database simply means making a copy of the database to a secure location. If your
database is stored in your Documents folder on your computer’s hard drive, you will want your backup
stored on a flash drive or other removable media. Why? Because if you keep your backup on the hard
drive and the hard drive fails, you will have lost both the original and the copy.

Setting the Homeschool Tracker Plus Backup Reminder
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1. To open the Options menu press the F3 key on your keyboard, or click on Tools in the Homeschool

Tracker Plus menu bar and then click on Options. ;

2. Click the Backups tab.

3. Check the first box to have Homeschool Tracker Plus General | Assignments | Attendance | Backups | Nolifications |
remind you to create a backup on a regular basis. [¥] Remind Me To Make Backup

4. Set the number of days between reminders — anything from Days Between Backup Reminders |10 12
1 (every day) to 30 (once per month). When To Show Reminder [When Program Ends -

5. Choose whether you want the reminder to appear when
opening or closing the program.
6. Click SAVE to keep your settings. Now Homeschool

[¥] Copyto Autoback Folder Every Time You Exit
MNumber of Autoback Files 2 |2

Tracker Plus will remind you to backup as you requested.
You can always opt not to back up at that time. If you do
not make a backup when reminded, tracker will remind each time you open or close the program
(depending on your option settings) until a backup is made.

7. Now that you've added a few details to your database, make a backup for practice using the
directions that follow. You will want to master this before adding a lot of inromatoin into your program.

Figure 32 - Database Backup Reminder

Creating a Backup

Supplemental video available on this topic

1. Plgg your bac.kup med|.a (external R AT AT |
drive, flash drive, etc.) into the proper
slot This feature will make a COPY of your database file to the location you specify below.

2. Click on Database in the Homeschool
Tracker Plus menu bar. Folder for Backup File:

3. Click on Backup F\Homeschool Tracker Backups Choose Folder

4. Inthe ‘Folder for Backup File’ field

MName of Backup File:
enter where you want to place the

i : HSPlannerZ mdb
backed up file. After you enter this
|nformat|on the first t|m<=T the location e ] [ —
will be remembered until you change
it. You can click the ‘Choose Folder’ - g
link to browse for the drive/folder you want to use. Figure 33 - Database Backup Input Window

5. Homeschool Tracker Plus will suggest a name
for your backup — essentially the name of the file you're already using. You can choose another name
if you like as long as you retain the .mdb file extension.

6. Click Create Backup and the copy will be made of your database to the location you have selected.
This process takes just a moment.

7. As you make subsequent backups, if you use the same name and location each time you will be
asked to confirm that you want to overwrite the older file each time you complete this process. Unless
you feel the need to retain the old backup, click YES.
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o
Owerwrite Destination File ﬁ

The destination folder already has a file by the name of H5Planner2. mdb. Do you
want to overwrite this file?

Figure 34 - Database Backup Overwrite Message

8. When the file has been copied, the ‘Backup Complete’ message appears. The message will also tell
you the size of the file created. Click OK.

How Do I Know For Sure that my Backup File is There?

Trust is an important thing. However, with something as important as your homeschooling data, you may
get nervous about verifying that the backup was actually created successfully. You cannot open the
backup file outside of Homeschool Tracker Plus by double-clicking on the file the way you would with a
Word or Excel file. However, you can compare the file size of your backup and your main database.

When the backup process has completed, Homeschool Tracker Plus will show you a Backup Complete
message that shows the location of the backup as well as the file size. Make a note of the file size. You
can then compare it to the size of the database in use by clicking on Database and then Utilities in the
Tracker menu bar. If they're the same, you know you're good to go!

Cument Database Location:
C:\Users\Public\Documents'User Files'60R 1 Files\use for 60R1.mdb

.
Backup Complete ﬁ

: I.-"'_"*-.I Destinaticn: Fi\Homeschool Tracker Backups\HSPlanner2.mdb
File Size: 14,536 KB W' File 5ize: 14,536 KB

Select an option below

(") Createa new (smpty) database file
J

@ Point Tracker to an existing database file

[ Continue ] [ Cancel ]

Figure 35 - Database File Size Comparison

26

——
| —



Matching Your Homeschooling Style

Supplemental video available on this topic

Do you like to plan things out before the start of the school year? Is your homeschool more “go with the
flow"? Do you never really know what you're going to cover on any given day, but still need a record of
what's been done? No matter which profile fits your homeschool, or even if you don't fit into any neat
label, Homeschool Tracker Plus can help you keep your records in the way that works best for you.
There are three ways you can enter assignments into the program. While some users will use only one
entry method, most will find that some combination of the three options gives the greatest flexibility in
maintaining records.

Assignment Grid Entry

If you prefer to enter items after they have been completed, if you wish to enter summary assignments
that reflect an entire course or semester’s worth of work, or if you have a more relaxed, student-led style
you may find that entering items directly in the Assignment Grid is best for you.

You can enter individual assignments or create a series of assignments for one or more students using
the Copy: Repeat Over Date Range function. You can make large-scale changes to groups of
assignments in the grid using the Group Edit feature. (See Group Edit)

Teacher: Lesson Plan Direct Entry Teacher Weekly Planner

Student: Assignments

e ! Sy

Reports Reports Grading Reports
Assignments Time Spent/Sessions Progress Report
Daily Task List Resources Report Card
Assignment Calendar Course Lists Transcript

Figure 36 — Relationship of Lesson Plan, Weekly Planner and Direct Entry to Student: Assignments area
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Lesson Plan

The Lesson Plan is a feature for those who like to see everything planned out in detail at the beginning of
the year or term in one or more areas of study. Creating a Lesson Plan allows you to figure out all the
details of the work you wish to assign — explicit directions, combinations of assignments that go together
such as a Unit Study, and the specific pages, lessons or chapters to be assigned. You can create as
many different Lesson Plans as you like. You can make large-scale changes to Lesson Plan items using
the Group Edit feature. Sequence numbers determine the order of tasks to be assigned. Tasks which are
to be assigned together are given the same sequence number. (See Sequence Numbers)

There are two primary benefits to using a Lesson Plan:

1. Lesson Plans are not tied to a particular student, so you can use them over and over again through
your homeschooling career as needed;

2. You can plan out the work you will be assigning without committing to any particular dates. This
means that you can submit the work to the assignment grid just before you're ready to assign it —
whether that's a day, week, or month at a time. It's up to you. That way, when things take more or
less time that you expected you don’t have to waste a lot of time rescheduling things back and forth.

Lesson Plan items are not assignments themselves. A Lesson Plan is a planning method. These items
must be submitted to the assignment grid in order to attribute the work, time spent or grades to a
particular student.

Weekly Planner

With the Weekly Planner feature you can set up a template of tasks you assign your student on a regular
basis. Unlike the complete detail of a Lesson Plan item, Weekly Planner items are general outlines of the
assignments you'll be creating; specifically dictating the days of the week you’ll be assigning the work,
and the pattern of page/lesson/chapter information to be assigned. A Weekly Planner item can be
attributed to one specific student, or to “All Students”. (See Weekly Planner)

Items in the Weekly Planner are not actual assignments — it is simply a staging area. You need to submit
items from the Weekly Planner to the Assignment grid in order to assign them to your students, record
grades, and so forth.

How is the Lesson Plan different from the Weekly Planner?

Both the Lesson Plan and Weekly Planner features help you by simplifying your day-to-day use of
Homeschool Tracker Plus. However, their implementations are different.

In Lesson Plan you are entering each and every task you intend to give throughout the year for a given
subject/course or Unit Study. Lesson Plan also allows you to segregate items by a Plan hame, which can
be a subject, student, school year, unit study, etc. All the particulars as to page/lesson/chapter are
included in each item in the Lesson Plan grid. When it's time, you just pick the next one or two or ten
items on the list and submit them to the Assignment grid. You can even enter your Goals and Topic
information when entering the items into the Lesson Plan grid.

In Weekly Planner you enter one item for each Subject/Course/Activity/Resource combination. You then
enter the lesson number you want to start on, the maximum lesson number you want to assign, and the
days of the week you generally assign that task. When you go to prepare your week you click a few
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buttons, make some minor changes as necessary, click Submit and you have created a week or more
worth of assignments for your students.

So which am I supposed to use?

Some users will use only one or the other based on the type of planning they prefer. Many others will use
both features for different parts of their curriculum. Don't feel pressured to use both, or even either of
these features, if they don’t meet your methods. The beauty of Homeschool Tracker Plus is that it
affords many options, but you don’t have to take advantage of them all. Use the features of Homeschool
Tracker Plus which make your homeschooling planning easier — not the ones that stress you out!

Lesson Plan is great for the steady, predictable things you do. Most Math curricula, for example, work
well as Lesson Plans. You can work out all the lessons and tests in order and then never have to give it a
thought again — just submit each item to the Assignment grid as you are ready for it.

Lesson Plan is also great for those who like to see everything worked out for the year ahead of time. The
advantage of Lesson Plan to them is that it allows them to work out the whole year’s worth of
assignments without attaching dates to anything. In this way, when life gets in the way of school, or
something takes longer to cover than expected, nothing needs to be rescheduled, because you have not
yet committed anything to a particular date.

Weekly Planner can still be used on its own for those who prefer it. Even if you use Lesson Plan, there
are some things which may be better served by the Weekly Planner than the Lesson Plan.

For example, in our house, we tried to do something Art-like at least 3 times per week. But we didn’t
really use a particular resource, nor were these assignments following any real progression. We chose to
enter this in Weekly Planner as a Mon/Wed/Fri item and just book it each week as we went along.

Music and Safety are other things we booked through Weekly Planner. They were not things we did every
day, but we wanted to make sure our non-musical children had some appreciation for it and our former
home state required that we cover Safety as a subject throughout the year. By adding these items to the
Weekly Planner, we could easily keep track of the last time they were assigned. And when we wanted to
create assignments from these items, all the info was there and ready for us!

Subjects, Courses and Activities

An Overview

Supplemental video available on this topic

Subjects are the top of the Homeschool Tracker Plus hierarchy. Subjects can be anything you want
them to be, but generally fall into the following types of categories: Language Arts, Math, Science,
History, etc. Subjects are required for the creation of Assignments; Field Trips; Lesson Plan; and Weekly
Planner items. For some jurisdictions, there are specific subjects you are required to teach. In general,
you won’t have more than 10 Subjects total for all of your children. One subject can be used for more
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than one student and more than one grade level. You can use the Course feature to further specify the
area of study (see below).

You can name your subjects anything that suits your needs. For space considerations, each Subject is
assigned a code for display on certain screens. You can assign any 1-7 character code of your choice —
essentially just an abbreviation of the Subject name. Reports will show full Subject names.

Subjects can be designated as “Core” or “Elective”. All subjects are set as Core when the product ships.
You may change the status of any Subject at any time by editing the Subject. If your governing authority
requires that you teach certain subjects, you might want to make these your Core subjects, as they can
be singled out in Report options to include just that information.

Courses are subdivisions of Subjects. For a Subject of Language Arts your Courses might be Reading,
Composition, Spelling, Literature, etc. Courses can be linked to Assignments, Field Trips, Lesson Plan,
Schedule, and Weekly Planner items. Courses are required for Weighted Grading and creating
Transcripts.

Subjects  Courses

— Language Arts

— Reading
— Composition
— Spelling

—s Literature

Figure 37 - Subjects and Courses

Depending on your curriculum and how you organize your homeschool, not every student will take every
Course. You may use some courses one year and then choose to Archive them until a younger child is
ready for them. You also might choose not to use Courses at all until your children are at a junior or
senior high level. It is entirely up to you.

For each of your Courses, you can assign Credit Units; enter a course description; assign specific
Activities with or without Weighted Grading; select a grading scale and whether you want to assign letter
grades, pass/fail, or just percentage designations to graded assignments within the course. Finally, you
can choose to limit the students associated with the Course.

Activities are brief descriptions of the actual type of work to be done in an assignment: class discussion,
workbook, test, etc. You may create as many Activities as you'd like. If you prefer, you can limit your
Activity list to just one item — called school work, or whatever else you choose — and delete all other
entries.

If you wish to use weighted grading, you must assign activities to courses, and assign a weight to each
activity selected. One activity may be attached to more than one course, and even have a different weight
assigned in each. (See Grades, Grading Scales, and Weighted Grading)

Homeschool Tracker Plus comes with pre-entered Subjects and Activities. You may add to, edit or
delete from these lists to suit your needs.
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Subjects  Courses  Activities

— Language Arts

— Literature — Class Discussion

— Reading
— Test
— Worksheet

Figure 38 - Subjects, Courses & Activities
Subjects and Courses
Since Subjects and Courses are inter-related, we’'ll look at these features together.
The Subjects/Courses Grid

Access the grid by clicking on the Maintenance tab, and then the Subjects/Courses tab.

Subjects and Courses are listed together under the Maintenance tab. There are no pre-loaded Courses
so your initial view will show just Subjects, listed in alphabetical order. To put Subjects in a different order,

click the Change Order button.

Drag and drop the subjects into the order you want
them to appear in reports

In this window you can drag a subject name to the exact position in
the list where you want it. When dragging in the upward direction,

the selected subject will be placed above the highlighted subject you Christian Studies
drag it over. When dragging in the downward direction, the selected el
Language Arts
2013 Life Skills
- ! Math
File MNew Tools Database Help Music
- Phys. Ed
| MainMenu | Swdent | Teacher | Maintenance | Reports | _ Science
Library | Resources | School Info | Students | Subjects/Courses | Years/Terms | Other
Fiter: [Acve 7]
Ay | rdSwea | AdCowse |[  ChangeOuer |
| Subject Code Status |Description  Archive
E|| Christian Studies |CHRSTU ICorc ] I o
Course | Code |Scale | Grading CU|CU Optior
Bible Highschool BIBLEH Default Grading Scale PCT 1.00 | Basic
{New Testament Stu.. [NTS Default Grading Scale PCT 1.00 | Basic
i - 0ld Testament Stud... [ OTS Default Grading Scale PCT 1.00 | Basic
- - [ Alpha ] [ Save ] [ Cancel ]
| Foreign Language |FOREIG  [Core |The subjects.. | T |
Course | Code |Scale | Grading CU|CU Optior . .
American Sign Lang... [ASL Default Grading Scale PCT 0.00 | Basic F|gure 40 - Set SUbJeCt Order
French FREMCH Default Grading Scale PCT 0.50 | Basic
Latin in the Christia... | LCTVI Default Grading Scale PCT 1.00 | Basic Subject will be p|aced below the
| Latina Christiana 1 LC1 High School "A" Level PCT 0.00 | Basic . . . .
Spanish SPAN Default Grading Scale PCT 0.50 | Basic hlgh“ghted SUbJeCt yOU drag it
| Unit Study us High School "A" Level PCT 0.50 | Basic over. Use the A|pha button in the

Change Order window to reset

Figure 39 - Subjects/Courses grid . . .
d J d your Subijects into alphabetical




order. Be sure to click SAVE to keep the changes that you’'ve made to your subject order.

As you create Courses, they will appear alphabetically in the grid, nested underneath their associated
Subject.

Subject/Courses Grid Filter

The Filter drop-down list controls which items are displayed in the grid. The options are Active, Archive
Only and Both. The default setting is “Active”, displaying all the Subjects and Courses that are currently
available for use. The “Archive Only” setting shows those items you have chosen to Archive. The “Both”
setting shows all Subjects and Courses, whether they are Active or Archived.

Collapse/Expand

Use the blue up/down arrow icons to collapse or expand all the groupings on this grid. ﬁ ¥
You can collapse/expand individual groupings by clicking the -/+ buttons on the grouping
headers. Settings are not retained when you leave this screen.

| English |La!-.NGLIA |Cn:|re |The AP English Lan...| B |

Figure 41 - Collapse/Expand Options

Subjects

Adding a Subject

You can create as many different subjects as you like. Subjects should be broad descriptions of the work
assigned: Math; English or Language Arts; History; Science; etc. Create Courses within your subjects to
provide more specific information about what are of the

Subject is being studied.

Add Mew Subject =5

1. To view the Subjects grid, click on the Maintenance

tab and then the Subjects/Courses tab. eigact
2. Click the ADD SUBJECT button to open the Add Code:
New Subject window. S e -
3. Enter the name of your Subject (up to 100
characters). S i
4. Enter a unique 1-7 character Subject Code. This is 'l &

just an abbreviation of the full Subject name. Itcan |

be anything you like.

e Reports will show the full Subject name.

¢ You have the option of displaying the name or [ save || Concel
code on the grids.

5. Set the Status of the Subject.

e Your options are Core or Elective.

e The default status is Core.

e In most report options, you have the opportunity to include just Core Subjects, so using the status
to categorize your subjects can prove helpful.

Figure 42 - Add New Subject
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6. Enter an optional description for the Subject.
7. Click Save to keep the new Subject; click Cancel to exit without saving.

Editing a Subject

1. To view the Subjects grid, click on the Maintenance tab and then the Subjects/Courses tab.
2. Double-click on the item you wish to edit or right-click and choose Edit from the context menu to bring
up the Edit Subject window.

3. Change the Subject name, code and/or status. it Subject (Ar) R o]
e Ifyou change the namg of an e>_<|st|ng subje_ct, that i
name will be changed in all Assignments, Field i -
. 0aQe:
Trips, Lesson Plans, Resources and Weekly
Planners to which the subject is attached. |
4. To archive the Subject, check the Archive box. o
.. . . . . We will investigate complex intersections between fine art {painting. -
o ArChIVIng a SUbJeCt retains its connection to sculpture, photography, and video) and visual forms designed formass [
. . . . distribution and consumption (advertising, joumalism, comic books, ;l
aSS|gnmentS, field trlpS, etc., but removes it from television, fashion). Selected works of architecture will also be considered.
. . . ‘| Among the artists analyzed are Gustave Courbet, Edward Manet, Pablo
selection in the drop down lists. Picasso, Alexander Rodchenko, Margaret White, Andy Warhol, Martha — +
5. Click Save to keep your changes; Click Cancel to exit | o _
. i [ Archive (hide from lists) [ Save ] [ Cancel
without saving.

- - Fi 43 - Edit Subject
Deleting a Subject oure oHbee

Subjects can only be deleted if they are not tied to any Assignment, Field Trip, Resource, etc. When you
first begin to use Homeschool Tracker Plus, you can change the Subject list by deleting existing
subjects or editing them to meet your needs. When a Subject is already in use, you need to use the
Reclassify feature to reassign tied items to a different subject, or you can choose to archive the Subject
instead. (See The Reclassify Feature)

1. To view the Subjects grid click on the Maintenance tab Used By _- o 25 ]

and then the Subjects/Courses tab —
. . . Double-click any row to view the selected
2. Right-click over the subject you want to remove and i Elik the Hiclassiy AR Tt oniks
choose Delete; or press the Delete key on your keyboard. change all items at the same time.

e If the subject is in use, the Used By window will | View | Table | Items
appear. This will show you where the Subject is being view | Assignments | 672

used throughout the program. In order to delete this eiiag o i ¢
. K view Lesson Flans 468
subject, you'll need to make use of the Reclassify o LP Schedule ltems 5
feature. view Resources 3
view ‘Weekly Flanner 4

e |f the subject is not in use you will be asked “are you

sure?”
3. Click YES to delete the item; click NO to cancel the delete
process [ Reclassify ] [ Cancel
Archiving a Subject Figure 44 - Used By, Subjects

If you will not be using a Subject for the Active School Year but that subject is tied to existing assignments
or lesson plans; or if the Subject may be used again at a future date, you may wish to Archive rather than
Delete the Subject. Archiving allows you to retain all records associated with that Subject, while removing
the Subject from the related drop down lists. Archiving a Subject effectively archives all Courses
associated with that Subject. You can reactivate the Subject at any time.
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1. Click on the Maintenance tab and then on the Subjects/Courses tab.
2. Right-click over the Subject you wish to move to the inactive list and choose Archive from the context
menu. The Archive box will be checked.
e You can archive two or more items at the same time. Use shift-click or ctrl-click to select the items
you wish to archive. Right-click over the selection and chose Archive from the context menu.
3. When you return to the Subject list or change the filter from “Active” to “Archive Only”, the record will
be removed from the “Active” view.

Un-Archiving a Subject
At any time, you can choose to move a Subject from the Archive list back to the Active list.

1. Click on the Maintenance tab and then on the Subjects/Courses tab.

2. Change the Filter drop down from “Active” to “Archive Only” or “Both”.

3. Right-click over the Subject you wish to move to the active list and choose Unarchive from the context
menu. The Archive box will be unchecked.

e You can un-archive two or more items at the same time. Use shift-click or ctrl-click to select the
items you wish to reactivate. Right-click over the selection and chose Un-Archive from the context
menu

4. When you return to the Subject/Courses list or change the filter from “Active” to “Archive Only”, the
record will be removed from the “Archive Only” view.

Printing a List of Subjects

If desired, you can print out a list of your Subjects and their descriptions. See the Reports section for
details. (See Reports)

The Subject Right-Click Menu

You can right-click over an individual Subject to perform various functions on the

selected item. A e

e Add New allows you to add a new item to the grid. Clicking this option will bring up Edit
the Add Subject window. Delete

e Edit opens the Edit Subject window for that item.

e Delete allows you to permanently remove the selected item from the database. If Archive
the Subject is in use, Homeschool Tracker Plus will search the database for any Unarchive
items that have been attached to the selected Subject. You can then reclassify
those items by choosing a different Subject item so the original item can be Reclassify..
deleted. Deleted items cannot be retrieved. Used By...

e Archive allows you to deactivate the selected item. This will remove the item from
the “Active” filtered view in the maintenance list and from all appropriate drop down
lists, while maintaining its relationship with all linked items

e Unarchive allows you to reactivate previously archived items. This will return the item to the “Active”
filtered view in the maintenance list and to all appropriate drop down lists

e Reclassify is a special kind of Group Edit that lets you change the Subject selection for linked items
so that you can then delete the original Subject. (See

Figure 45 - Subject
Right-Click Menu
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e Used By and Reclassify)
e Used By shows you where the Subject is being used within the program.

Courses

Adding a Course

1. You must create your Subjects before you can enter any Course information. (See above).
2. Click on the Maintenance tab and then the Subjects/Courses tab.
3. Click the ADD COURSE button to open the Add/Edit Course Window.

——— = — — ™

Add/Edit Course [

Course Details Grading Options

Subject: Math Z S Defautt Grading Scale 'I

Course:

Grading: @ AF () Pass/Fail (0 Percent
Code:
Credit Units: 0.00  Calculation Option: Basic Weighting: eSS

Course Description:
Students

[ Georoe |
Jean
[¥] Katie
- [¥] Samartha
[@] Talitha
| o [¥] Thomas
|l Activities
1 Addtional Reading Activity i
L artwork =
Assemble Lapbooks | = |
I Class Discussion
Class Lecture
Classwork with Mom
Co-op Class
I Debate
Diagram Sentences
|| Diagramming Senten
| Discussion
Drawing o
Add/Edit Activity

Save ] [ Cancel

I'I-_- =
|

— ]

Figure 46 - Add/Edit Course window

4. Subject: Choose a subject from the drop down list. By default, Homeschool Tracker Plus will show
you the Subject name currently selected in the Subject/Course grid.

5. Course: Create a name for your Course (up to 100 characters)

6. Code: Enter a unique 1-7 digit alphanumeric Code. This is just an abbreviation of the full Course
name. It can be anything you like.
e Reports will show the full Course name.
e You have the option of displaying the name or code on the Assignment, Lesson Plan and Weekly

Planner grids.

7. Credit Units: This is an optional field. You may enter a value with up to 2 decimal points. Credit units
are awarded in the Transcript when a passing grade is attained for the Course for the year.

8. Calculation Option: This option allows you to determine how the credits you have assigned will be
awarded to your student. Click on the link to set the way in which credit hours will be awarded.
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g ™

@ Basic

Full credit is awarded if the student has a passing grade for the course. No partial credit is allowed.

) Time Spent

Full credit is awarded if the student has a passing grade for the course AND the student has at least
the total amount of time spent noted below. No partial credit is allowed.

I Time Spent required for full credit: 0 oo
*) Sessions

Full credit is awarded if the student has a passing grade for the course AND the student has at least
the total sessions noted below. No partial credit is allowed. [

Sessions required for full credit: 0.00

*) Time Spent - Partial Credit

Full credit is awarded if the student has a passing grade for the course AND the student has at least
the total amount of time spent noted below. Partial credit is awarded for time spent less than the
amount noted below.

Time Spent required for full credit:

©) Sessions - Partial Credit

Full credit is awarded if the student has a passing grade for the course AND the student has at least
the total sessions noted below. Partial credit is awarded for sessions less than the amount noted
below.

Sessions required for full credit:

Close H Cancel

Figure 47 - Credit Unit Calculation Options

e Basic: Full credit hours are awarded if the student has a passing grade for the course. No partial
credit is allowed. This is the default selection for all new Courses.

e Time Spent**; Full credit hours are awarded if the student has a passing grade for the course
and the student has at least the total amount of time spent noted. No partial credit is allowed.

e Sessions**: Full credit hours are awarded if the student has a passing grade for the course and
the student has at least the total number of sessions noted. No partial credit is allowed.

e Time Spent — Partial Credit**: Full credit hours are awarded if the student has a passing grade
for the course and the student has at least the total amount of time spent noted. Partial credit
hours are awarded for time spent less than that noted.

e Sessions — Partial Credit**: Full credit hours are awarded if the student has a passing grade for
the course and the student has at least the total number of sessions noted. Partial credit hours
are awarded for sessions less than that noted.

¢ Inorder for Time Spent or Sessions to be counted towards the total Credit Hours awarded for the
Course on the Transcript, there must be at least one completed, graded assignment per Term for
the activity with those hours or sessions. In other words, if you have a Music course that requires
a certain number of hours in order to receive full credit, and you include the activity Practice
within those total hours, you must grade at least one Practice assignment — even with just 1 point
possible and 1 point earned — for each semester, or those hours will not be included in the total
count of hours when calculating the Credit Hours for the course as a whole.

9. Course Description: Use this text area to enter an optional description of the details to be studied in
this course. The Course Description can be included on the Basic and Expanded versions of the
Course List report. (See Reports)

10. Activities: By default, all Activities in your Maintenance: Other: Activities list are available for each
course. If desired, you can limit the items that will appear in the Activities drop-down list when this
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Course is selected. For instance, if your Math curriculum will only be using the Lesson and Test
activities, you can use this are to select just those Activities for your Course and when you go to add
Assignments or Lesson Plan items for that Course, the Activity drop down will only show those two
options.

To create a limited list of Activities, click on any activity and the click the right arrow (). You may

use shift-click or ctrl-click to select multiple activities and then click the right arrow ().

Activities

Additional Reading
artwork

Assemble Lapbooks
Class Discussion
Class Lecture
Classwork with Mom )|
Co-op Class * -
Debate -
Diagram Sentences
Diagramming Senten
Discussion

| Drawing

Activity /

m| »

[ Add/Ede Activey |

Figure 48 - Specifying Activities for a Course

If you add an Activity in error, you can click on it in the Course Activity list and then on the left
arrow (<€) to return it to the general Activity list. Again, you may use shift-click or ctrl-click to
select multiple activities and then click the left arrow (<).

You can add a new Activity or Edit an existing one by clicking on the Add/Edit Activity button.

11. Grading Options: You can set different grading options for each Course you create. This area is
where you'll determine whether to use letter grades or pass/fail; which grading scale to use; and
whether or not to apply weighted grading to this course.

Scale: Select a scale from the drop down list. To create a new scale, go to Maintenance: Other:
Grading Scales. Any course can have any grading scale that you choose. The default selection is
the Default Grading Scale. For more information on Grading Scales, please see the Grades,
Grading Scales and Weighted Grading section of this manual. (See Grades, Grading Scales,
and Weighted Grading)

Grading: Select a form of Grading: Letter Grade; P/F; or Percent. This will determine what part of

your Grading Scale will be used for the Report Card and Transcript for this course. When creating

a transcript, Courses with Percent grading will be translated to the A-F portion of the selected

scale.

Weighting: Choose whether or not you'd like to apply Weighted Grading to this course.

Weighting the grades for activities within a Course affects the overall grade achieved in a course

of study. (See Grades, Grading Scales, and Weighted Grading) If you do not wish to use

weighted grading go on to step 12.

o0 To turn on Weighted Grading for this course choose YES. This will enable the Total Weight
field, and add the Wt. (weight) column to the Activity window.

o Click on the Weight field for each Activity to enter a value. The Total Weight will adjust each
time you add, change or remove an activity’s weighting. Activities can have different weights
in different Courses. Tests may count for 50% of the grade in your Algebra course, but only
40% in your Presidents course. If you would like to include an activity, but you do not want
items attached to that activity to have an effect on the overall grade, set the weight for that
activity to ‘0’
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12.

13.

o If you click SAVE while the Total Weight is greater than or less than 100%, you will receive
an “Invalid Entry” message. Click OK and adjust your weights as necessary.

o If you change Weighting to No, all values will be hidden, along with the Wt. column. If you
change it back to Yes, all previous weightings will be displayed. You may then edit those
weights if you like.

0 You may come back to this screen to edit the weighting at any time. Changes you make will
affect all the grades of all assignments in all school years tied to this Course/Activity

combination.

Add/Edit Course

Course Details

Subject:

[Chistian Studes -

Course:

Code: OTs

Credit Units:
Course Description:

Activities

Addttional Reading
antwork
Assemble Lapbooks
Class Discussion
Class Lecture
Classwork with Mom
Coop Class
‘ Debate

Diagram Sentences
I Diagramming Senten
I Discussion

m. s |

E = = = =

R =T ) |
[ Add/Eda Ativiy

100  Calculation Option: Basic

{Drawing =

Old Testament Studses

Activity al
Reading
Writing Assignment 35

i

Grading Options

Scale:

Total Weight: 100

Archive fhide from lists)

[ Defauk Grading Scale

@ AF Pass/Fail

@ Yes No

——

Percent

Cancel |

Figure 49 - Add/Edit Course - Weighted Grading

o If you wish to alter the weighting for a Course for use in a different school year, create a
duplicate course with a different Course Code. (See Grades, Grading Scales, and
Weighted Grading)

Students: You may choose to make this Course available only to specific students by checking their

names.

e This will limit the Course choices when Students are selected from a drop down list. If the student
selected is not tied to the Course, then that Course will not appear as an option in the Course

drop down list.

e When you are copying a single assignment with a course tied to it, the only students who will
appear in the copy window options are those who are also linked to that course.
e When you are copying multiple assignments with at least one course attached, all students will be

visible.

Click Save to keep your changes; click Cancel to exit without saving.
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Editing a Course

1. Click on the Maintenance tab and then the Subjects/Courses tab.
Double-click on the Course you wish to edit or right-click over your selected Course and choose Edit.
3. Edit any of the existing information.
e If you change the Course Title, this will be changed in all drop-down lists and in any Assignment,
Field Trip, Lesson Plan, LP Schedule or Weekly Planner items to which it is linked.
e If you change the weighting, or disable or enable weighting, that change will be reflected in all
Report Cards and Transcripts for all school years.
4. To archive the Course, check the Archive box.
e Archiving a course retains its connection to Assignments; Field Trips; etc., but removes it from
selection in the drop down lists.
e For more information see the section on Archiving a Course, below.
5. Click Save to keep your changes; Click Cancel to exit without saving.

N

Group Edit of Courses

You can edit certain fields in any two or more Courses at one time using the Homeschool Tracker Plus
Group Edit feature.

1. Use shift-click or ctrl-click to select the Courses you m

wish to edit. ] Subject: English
2. Right-click over the selection and choose Edit. The ) :
Group Edit Courses window will appear. ("] Credt Units:
3. Put a check next to each field you want to change ] CU Option: Badc

for the selected group of items. As you check them,
the fields will become enabled. fl [C] Scale: Default Grading Scale
4, Make a new selection for each checked field.

| Grading:
Whatever choices you make here will be attributed |
to all the items you have highlighted. | [ Students: Students
5. Click Save to keep your changes; click Cancel to
exit without saving ' save || Cancal
Deleting a Course Figure 50 - Group Edit Courses

Courses can only be deleted if they are not tied to any Assignment, Field Trip, Resource, etc. When a
Course is already in use, you need to use the Reclassify feature to reassign linked items to a different
Course, or you can choose to Archive the Course instead. (See
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Used By and Reclassify)

1. To view the Subjects/Courses grid click on the Maintenance tab and then the Subjects/Courses tab
2. Right-click over the Course you want to remove and choose Delete; or press the Delete key on your
keyboard.

e Ifthe Course is in use, the Used By window will appear. This will show you where the Course is
being used throughout the program. In order to delete this Course, you'll need to make use of the
Reclassify feature.

e |f the Course is not in use you will be asked “are you sure?”

3. Click YES to delete the item; click NO to cancel the delete process
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Archiving a Course

If you will not be using a Course for the Active School Year but that Course is tied to existing
Assignments or Lesson Plans; or if the Course may be used again at a future date, you may wish to
Archive, rather than delete, the Course. Archiving allows you to retain all records associated with that
Course, while removing the Subject from the related drop down lists. You can reactivate the Course at
any time.

1. Click on the Maintenance tab and then on the Subjects/Courses tab.
2. Right-click over the Course you wish to move to the inactive list and choose Archive from the context
menu. The Archive box will be checked.
e You can archive two or more items at the same time. Use shift-click or ctrl-click to select the items
you wish to archive. Right-click over the selection and chose Archive from the context menu
3. When you return to the Subject/Course list or change the filter from “Active” to “Archive Only”, the
record will be removed from the “Active” view.

Un-Archiving a Course

At any time, you can choose to move a Course from the Archive list back to the Active list.

Click on the Maintenance tab and then on the Subjects/Courses tab.

Change the Filter drop down from “Active” to “Archive Only” or “Both”.

Right-click over the Course you wish to move to the active list

Choose Unarchive from the context menu. The Archive box will be unchecked.

e You can un-archive two or more items at the same time. Use shift-click or ctrl-click to select the
items you wish to reactivate. Right-click over the selection and chose Un-Archive from the context
menu

5. When you return to the Subject/Courses list or change the filter from “Active” to “Archive Only”, the

record will be removed from the “Archive Only” view.

PO

Printing a List of Courses

You can print out details of your Courses in a Basic or Expanded format. The Expanded format is suitable
for inclusion along with a Transcript. You can use it to include details about the areas your student has
studied. (See Reports)

The Course Right-Click Menu

Add New
You can right-click over an individual Course or use shift-click or ctrl-click to Edit
select two or more Courses and right-click over the selection to perform various Dotete
functions on the selected item.
Use As New
e Add New allows you to add a new item to the grid. Clicking this option will "
rcnive

bring up the Add/Edit Course window.
e Edit opens the Add/Edit Course window for that item. Unarchive
e Delete allows you to permanently remove the selected item from the

database. If the Course is in use, Homeschool Tracker Plus will search the

database for any items that have been attached to the selected Subject. You Used By...

Reclassify...

Figure 51 - Course
Right-Click Menu
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can then reclassify those items by choosing a different Subject item so the original item can be
deleted. Deleted items cannot be retrieved.

e Use As New create a new Course using the currently selected Course as a

e Archive allows you to deactivate the selected item. This will remove the item from the “Active” filtered
view in the maintenance list and from all appropriate drop down lists, while maintaining its relationship
with all linked items

e Unarchive: allows you to reactivate previously archived items. This will return the item to the “Active”
filtered view in the maintenance list and to all appropriate drop down lists

o Reclassify is a special kind of Group Edit that lets you change the Course item selection for linked
items. ##

e Used By shows you where the selected Course is being used within the program.

Activities

Activities are brief descriptions of the actual type of work to be done in an assignment: class discussion,
workbook, test, etc. You may create as many Activities as you'd like. If you prefer, you can limit your
Activity list to just one item — called school work, or whatever else you choose — and delete all other
entries. Activities are stored in the Maintenance area. You must have at least one Activity listed.

The Activity Grid

You can access the Activity list by clicking on the Maintenance tab and then the Other tab. Activities are
listed in alphabetical order. You must have at least one activity in your list. You can enter as many
Activities as you would like.

File
| MainMenu | Student | Teacher | Maintenance | Reports |

[ Resources | School Info | Students | Subjects/Courses | YearsiTerms | Other |

Select Table to Edi: [Actvies =] Fiter: [Active v) [_ad
Activity Archive | =
Additional Reading J'
' e =
Assemble Lapbooks [
Class Discussion =

Figure 52 - Activity Grid Panel
Activity Grid Filter

The Filter drop-down controls which items are displayed in the grid. The options are Active, Archive Only
and Both. The default setting for this filter is “Active”, displaying all the Activities that are currently
available for use. The “Archive Only” setting shows those items you have chosen to Archive. The “Both”
setting shows all Activities whether they are Active or Archived.

Adding an Activity

1. Click on the Maintenance tab, then on the Other
tab. This will bring you to the Activity grid.
2. Click the ADD button at the top of the grid. The

Figure 53 - Add Activity Window
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Add/Edit Activity window will appear

3. Enter a name for your Activity, up to 100 characters.
4. Click Save to keep the new activity; click Cancel to exit without saving.
Editing an Activity

Click on the Maintenance tab, then on the Other tab to view the Activity grid.

-Option 1-

1. Double-click on the item you wish to edit to bring up the Add/Edit Activity window.

2. Change the Activity name as you wish.

3. To archive the activity, check the Archive box. (See Archiving Maintenance Items)

4. Click Save to keep the new activity; click Cancel to exit without saving. If saved, your changes will be

applied to all linked Assignments, Courses, Lesson Plan, Schedule and Weekly Planner items.

-Option 2-

Right-click on the Activity you wish to edit.

Choose Edit from the context menu

Change the Activity name as you wish.

To archive the activity, check the Archive box. (See Archiving Maintenance ltems)

Click Save to keep the new activity; click Cancel to exit without saving. If saved, your changes will be
applied to all linked Assignments, Courses, Lesson Plan, Schedule and Weekly Planner items.

-Option 3-

1. Click once on the Activity you want to edit.

2. Click a second time to enable editing in the grid. The Activity name will be highlighted

3. Make your changes.

4. To keep your changes, click on the Save button at the top of the grid, press the Enter key, or click on

another field in the grid. The Activity will be changed in all linked Assignments, Lesson Plan and
Weekly Planner items.

Deleting an Activity

Activities can only be deleted if they are not tied to any Assignment; Course, Lesson Plan Item, etc. When
an Activity is already in use, you need to use the Reclassify feature to reassign tied items to a different
activity, or you can choose to Archive the Activity instead. (See
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Used By and Reclassify)

1. To view the Activity grid click on the Maintenance tab and then the Other tab
2. Right-click over the Activity you want to remove and choose Delete; or press the Delete key on your
keyboard.

e If the Activity is in use, the Used By window will appear. This will show you where the Activity is
being used throughout the program. In order to delete this activity, you'll need to make use of the
Reclassify feature. Please refer to that section of this User Manual

e |f the Activity is not in use you will be asked “are you sure?”

3. Click YES to delete the item; click NO to cancel the delete process

You can delete more than one activity at a time using shift-click or ctrl-click to select the items to be
removed. Then right-click over the selection and chose Delete or press the Delete key on your keyboard.
If you have included an Activity that is in use in the program it will not be deleted during this process.

Archiving an Activity

If you will not be using an Activity for the Active School Year but that Activity is tied to existing
Assignments or Lesson Plans, or if the Activity may be used again at a future date, you may wish to
Archive rather than delete the Activity. Archiving allows you to retain all records associated with that
Activity, while removing the Activity from the related drop down lists. You can reactivate the Activity at any
time.

1. Click on the Maintenance tab and then on the Other tab

2. Choose “Activities” from the drop down list.

3. Right-click over the Activity you wish to move to the inactive list and choose Archive from the context
menu. The Archive box will be checked.
e You can archive two or more items at the same time. Use shift-click or ctrl-click to select the items

you wish to archive. Right-click over the selection and chose Archive from the context menu

4. When you return to the Activity list or change the filter from “Active” to “Archive Only”, the record will

be removed from the “Active” view.

Un-Archiving an Activity
At any time, you can choose to move an Activity from the Archive list back to the Active list.

Click on the Maintenance tab and then on the Other tab.

Choose “Activities” from the drop down list.

Change the Filter drop down from “Active” to “Archive Only” or “Both”.

Right-click over the Activity you wish to move to the active list and choose Unarchive from the context

menu. The Archive box will be unchecked.

e You can un-archive two or more items at the same time. Use shift-click or ctrl-click to select the
items you wish to reactivate. Right-click over the selection and chose Un-Archive from the context
menu

5. When you return to the Activity list or change the filter from “Active” to “Archive Only”, the record will

be removed from the “Archive Only” view.

PO

The Activity Right-Click Menu
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You can right-click over an individual Activity, or use shift-click or ctrl-click to select multiple activities and

right-click over the selection to perform various functions on the selected item.

Add Mew

e Add New allows you to add a new Activity to the list by opening the Add Edit
Activity window.

e Edit allows you to edit an existing Activity by opening the Edit Activity window Delete
for that item. )

e Delete allows you to permanently remove the selected item from the Archive
database. If the Activity is in use, Homeschool Tracker Plus will search the Unarchive
database for any items that have been attached to the selected Activity. You
can then reclassify those items by choosing a different Activity so the original Reclassify...
item can be deleted. Deleted items cannot be retrieved. For multi-item Used B
selection, any activities not in use will be removed. Activities which are used o
within the database will remain. Figure 54 - Activity

e Archive allows you to deactivate the selected item(s). This will remove the Right-Click Menu

item from the “Active” filtered view in the maintenance list and from all
appropriate drop down lists, while maintaining its relationship with all linked items

e Unarchive allows you to reactivate previously archived items. This will return the item to the “Active”
filtered view in the maintenance list and to all appropriate drop down lists

e Reclassify is a special kind of Group Edit that lets you change the Activity selection for linked items.
(See The Reclassify Feature)

e Used By shows you where the selected Activity is being used within the program.

Assignments

The center of all things in Homeschool Tracker Plus is the Assignment. These are the tasks that you
give your student to complete: math lessons, spelling tests, writing assignments, science experiments,
etc. You can choose to create your education plans ahead of time, or add details after the fact. The
degree of detail is up to you as well. You can enter each and every task attempted and completed by your
student, or just a representative assignment for a week, month or term worth of work. All of your hours,
grading and goals reports will be generated from the information you enter in the assignment grid which is
found under the Student: Assignments tab.

Assignments can be created directly in the Assignment grid area. They can also be created by submitting
from a Lesson Plan or Weekly Planner items. Assignments can be displayed in the Student: Agenda
view. (See Agenda) Assignments will be used to create the majority of the reports in Homeschool
Tracker Plus.

The Anatomy of an Assignment

All Assignments must have a student, a subject, an activity and a date due. All other information is
optional. View the Assignment input screen by pressing the F5 key, or by clicking on the Student tab, then
the Assignments tab, and then click the Add button.

Student - Required - Assignments are attached to specific students. Completed assignments will be
used to generate reports for attendance, grades, courses, resources, time spent/sessions; topics covered
and goals achieved for that student.
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Goals - Optional - You may elect to attribute goals to any assignment or group of assignments. When
goals are attached, an asterisk will appear in the field in grid view. (See Goals)

Subject - Required — Select a Subject from the drop down list.

Course - Optional — Select a Course from the drop down list. You may choose the blank line if you do
not wish to attach a Course to this item.

Activity - Required — Select an Activity from the drop down list.

Resource - Optional — Select a Resource from the drop down list. You may choose the blank line if you
do not wish to attach a Resource to this item.

Location - Optional - The Location field allows you to track where each assignment was given. If you are
not required to track this information, you can simply leave the default Home location as is and ignore this
field.

ignment » F"*'H*
l <X
|| Student: Jean v || Date Given: Febuary 15.2008  [@~

Goals: Choose Goals Date Due: February 15, 2009 B~

Subject: At ~ @  [¥] Has Time

Course: v (@ Start: 07:00 AM 4+ End: 07:30 AM £
| Activity: Additional Reading - [ Points Possible: 000

Resource: * @ Points Eamed: 0.00

Location: Home - "'—‘" Time Spent: 0= 00

Page/Lessn/Chap: Sessions: 0.00
| Topic: [™] I'm Done

O [T] Completed

Attachments: View/Edit Atachments [¥] Alow Reschedule

Supplies: View/Edit Supplies

Directions: (displays on student assignment reports) Motes (displays only on Assignments: Combined format report):

oo | N | | Y R

Figure 55 - Add Assignment window

Page/Lesson/Chapter - Optional — (100 character limit) In this field, enter the actual work to be done:
Pages 6-10; Lesson 12-A; Chapter 4, etc. Homeschool Tracker Plus has a number of options for auto-
generating multiple assignments with incremented page/lesson/chapter information.

Topic - Optional — (100 character limit) You may enter a brief description of the assignment; basic facts
covered, etc.
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Order - Optional — (7 digit limit) You may enter a number in this field to indicate the order in which
assignments are to be completed on any given date.

Attachments - Optional — You may attach a reference to a document, image or website to any
assignment. When an attachment exists, an asterisk will appear in the field in grid view. (See

Attachments)

Supplies - Optional — You may create a list of supplies needed to complete the assignment. When
supplies have been added, an asterisk will appear in the field in grid view. (See Supplies)

Directions - Optional — Enter any directions you want the student to have when completing the
assignment. You may choose to include these directions in various reports.

Notes - Optional — The Notes field is a place to put information for you, the teacher.
Date Given - Optional - The date the task is assigned to be started.

Date Due - Required - This is the date on which the assignment is to be finished. If your Date Due is
different than the Date Given, the assignment is considered “Long Term” (LT).

Has Time: Start/End Times - Optional — Use these fields to set specific starting and ending times for
your assignments.

Grades — Points Possible and Points Earned - Optional — Grading is optional in Homeschool Tracker
Plus. To grade work, enter the points possible for the assignment. When the work is complete, enter the
points earned. Homeschool Tracker Plus will automatically determine the percentage grade for that
assignment by dividing the points earned by the points possible. Mark the assignment as complete to
have the grade calculated and displayed in the Grade column. (See Grades, Grading Scales, and
Weighted Grading)

Time Spent - Optional — Enter the total number of time in hours and minutes that the student spent on
the assignment.

Sessions - Optional — Instead of tracking actual hours and minutes, some users prefer to track
“sessions” — with one session being awarded each time that a class is held.

I'm Done - Optional — This checkbox lets the student indicate that work has been completed on the
assignment. The Done/Completed box must still be checked in order for grades to be calculated. This
field simply provides a way for you student to let you know that his work is ready to be checked.

Completed - You must check this box (the “Done” box in the grid view) to have the time spent; sessions
and grade for this assignment count towards the various reports that are available for your portfolio, as
well as Report Cards and Transcripts.

Date Completed - This is the date on which the assignment was actually finished. This date will dictate
which day will be marked as Present in the Attendance calendar when using Auto-Attendance. It also
controls the date on which grades, Time Spent and Sessions will be reported. The field is enabled once
the Completed box is checked.

Allow Reschedule - At times, you may need to change the original Date Due of an assignment. If you
are moving a number of assignments, you might wish to use the Reschedule feature. If you uncheck this
box, this item will not be affected by the Reschedule process and will remain on its originally scheduled
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Date Due. For each assignment, this box is checked by default, allowing the item to be rescheduled as
needed.

The Assignment Grid

Access the Assignment grid by clicking on the Student tab and then the Assignments tab. There are four
drop-down lists on the header that you can use in addition to the Student selector above, to control which
items will be displayed in the grid. These controls can be displayed across the top of the grid, or along the
left side. Set your preference in Tools: Options: General.

" Homeschool Tracker Plus (2008-2003)

File Mew Tools Database Help

| Main Menu | Student | Teacher | Maintenance | Reports |

Agenda | Assignments | Attendance I Field Trips | Journal | Memarization | Overviewl Reading Log

‘g ¥ [ @ Sudent: [AlStudents o[ |
| Subject: | All Subjects - ©) MlDates @ Selected Dates Decemher ANk I
. S M T W T F S
Come: [MCames <]
14 15 16 17 18 19 20

21 22 23 24 25 26 27
28 29 30 1 1 2

Today: 1212008

Figure 56 - Assignment Grid Panel

Collapse/Expand Icons
AY
Use the blue up/down arrow icons to collapse or expand all the groupings on this grid. You can _
P . L . Figure 57 -
collapse/expand individual groupings by clicking the -/+ buttons on the grouping headers. Collapse/Expand
Homeschool Tracker Plus will not retain your settings when you leave this screen. lcons

Choose Columns and Reset Icons

1. Click the Choose Columns icon. lii
2. Check the columns to include; uncheck the columns to exclude. Column selections will not be

visible for features which you have elected to disable in Tools: Options: Assignments. Figure 58 -
3. Click Save to retain your selections; click Cancel to exit without changing your column view. Choose

4. Things to remember: Columns Icon

e You can change your selections at any time.

e Excluding a column from view does not remove the data stored in that field. i‘:'?
[
You can reset columns, column widths and column order to their original settings by click the Reset
Columns icon in the Assignment Grid header. Figure 59 -
Reset

Columns Icon

The Drop-Down List

e Student: Choose whether to view items for All Students, or one particular student.
e Subject: Choose All Subjects or one particular subject.
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e Course: Choose All Courses or one particular course.
o Filter: There are five options:

o0 All Assignments will show all the assignments that meet the criteria of the other drop downs and
the date range selected.

o Past Due will show you all incomplete assignments with a Date Due prior to the date range
selected, as well as incomplete assignments within the selected date range.

o0 Incomplete will show incomplete assignments within the date range.

Complete will show assignments that have been marked as complete within the date range.

o Custom ignores the drop down filters on the assignment grid header and instead follows the

parameters you set in the special Assignment Grid Filter menu. See below for details.
e Date Options: There are two ways to set your date parameters:

o All Dates: This will display items for all dates within the Active School Year.

0 Selected Dates: This option enables the monthly calendar. You can click and drag over any date
range you like. Use the left and right arrows at the top of the calendar to move from one month to
the next. Clicking on the Month name will reveal all months in the Active School Year. Click on
the month you want to move to. Clicking the Today link at the bottom of the calendar will take you
to a view of assignments for the current date.

e View By: Use this drop-down to determine which field will be used to display your items. There are
three options:

o Date Due: items will be displayed if their due date falls on or within selected date(s).

o Date Given: items will be displayed if their date given falls on or within selected date(s). If you've
turned off this field, this option is not available.

o Date Complete: items will be displayed if they are marked as complete and the date completed
falls on or within the selected the date(s).

(@]

The Custom Filter Option

You may find that the standard Assignment grid filters do not give you enough flexibility to control what is
displayed in the grid. The Custom Filter allows you to:

e view more than one student, but fewer than all students at the same time

e select single or multiple subjects/courses/activities/resources

e set custom date ranges

e select pre-defined date ranges based on school year and term limits

e choose for the date range to apply to the Date Given, Date Due or Date Complete
e view incomplete assignments, complete assignments

or both Assignment Grid Filter _:

Choose filter options

1. To set the custom filter, choose Custom in the Filter e
drop down in the Assignment grid panel. Subiects Al Subjects

2. Choose Filter Options: Click the hyperlinks to select Courses  All Courses
Students; Subjects; Courses; Activities; and/or Activiies Al Activities
Resources. Resources  All Resources
e These are “and” selections. Only those items Date Range

which meet all of your criteria will be displayed. So e
if you choose the Subject History and Course

Algebra, you'll likely get no results. From: |Start of Week v| Sunday . February 15,2008 [~

To: Endof Week - | Saturday . February 21,2009 [EH~

Assignment Types
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e The default selection is for All Subjects, All Courses, and All Activities and All Resources.

e Selections made here will be carried over into all other selection areas until you change those
selections here or in the options window for a different report.

Date Range: Choose whether you want to display assignments based on Date Due, Date Given or

Date Complete. Then Select your date range.

e There are a number of quick entry date options available to you based on the dates for the year,
current term or week. Or you may choose Custom to set Figure 60 - Assignments:
your own date range. Custom Filter Options

4. Assignment Types: Choose whether to display Incomplete
assignments, Complete assignments, or both by checking the boxes.

5. Click OK to set the filter; click Cancel to exit the menu without resetting filters.

e When you return to the grid view, the Student, Subject, Course and Dates/Calendar filters will be
disabled. The Filter will display “Custom”. All other functions of the grid remain intact.
e The Custom Filter “lock” on the grid will be retained until you change the option in the Filter drop
down list or exit Homeschool Tracker Plus.

| Tracker Plus (2008-2009

Database Help

File
Main Menu | Student | Teacher | Maintenance | Reports |

MNew Tools

Agenda | Assignments | Attendance | Field Trips | Goals Progress | Journal | Memarization | O\.ren.'iewl Reading Log |

| ay (3 |Studerrt: [Jean '”L]

Subject: Al Subjects tes @ Sele ates February 2009

: S M TWTF S
Course: Al Courses

. e View By: Date Due T 2 B¢ 49 9 fp i
Fitter: Custom - 8 9 10 11 12 13 14
16 [ 16|17 |18 19 20 21
2 23 24 2% X% 27 28

Figure 61 - Assignments: Custom Filter Effects
The Search field

Supplemental video available on this topic

You can search among your assignments within the parameters of your drop down settings. Search text
will compare against Subject; Course; Activity; Resource; Page/Lesson/Chapter; Topic; Directions and

Notes fields. Hidden fields will be included in the search parameters. This search field is tied to the search

fields in the other Student tab areas: Field Trip; Goals Progress; Memorization; and Reading Log.

Grouping and Sorting

You may choose to group and sort the displayed information in the Assignment grid according to any
column heading. For full details please see the Using the Grids section.

Adding an Assignment
While assignments can be added via the Lesson Plan and Weekly Planner features, or by copying from

existing assignments, in this section we're just going to deal with entering an Assignment from “scratch”.
There are four different ways to bring up the Add Assignment window:
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e Click Add button in the Student: Assignment grid panel

e Click on New in the menu bar, then click Assignment

e Press the F5 key

¢ Right-click in the Student: Assignments grid and choose Add New...There must be at least on
assignment displayed in the grid to use this last option.

See The Anatomy of an Assignment, above, for a description of each field. The drop down lists will be
filled with the default entries. Choose other selections as needed.

Fill in each field as desired. The only required fields are Student; Subject; Activity; and Date Due. Click
SAVE & CLOSE to add the Assignment to the grid.

Editing an Assignment

You may edit any part of any Assignment. Some fields can be edited in directly in the grid. To make a
change to a field filled by a drop-down list, you'll need to double-click on the Assignment to open up the
Edit window. Make your changes and click the SAVE & CLOSE button.

Editing in the Grid

A number of fields can be edited directly in the grid. These include: Date Given; Date Due; Date
Completed; Page/Lesson/Chapter; Topic; Order; Directions; Notes; Poss. (points possible); Earn (points
earned); Time Spent; Sess. (Sessions); I'm Done; and Done. Date Fields can only be edited in the grid if
there is already a date showing.

1. To edit any of these fields, click once in the field.

2. Make your changes.

3. To keep your changes, click the SAVE button in the Assignment grid panel, or click on another item in
the grid.

4. To cancel your changes, press the escape key on your keyboard before moving away from the field.

Editing a Single Assignment
You can open the Edit window for any Assignment to edit all or part of the information it contains.

1. Double-click on the item you wish to edit; or right-click over the item and select Edit from the context
menu.

2. Make any changes you wish. Changes will be made to this Assignment only.

3. Click ‘Save & Close’ to apply your changes; click Cancel to exit without saving.

Previous/Next Buttons

If you've elected to open the Edit window to make changes to an assignment (see above) you can move
to the next or previous item displayed in the grid using the Previous and Next icons in the top right of the
window.
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Edit Assignment
- s ——
Previous/Next ioNS m——l 0 @
Student: Jean - '_-J Date Given: (same as date due)
Goals: Choose Goals... Date Due: December 1, 2008 El~

Figure 62 - Assignments: Prev/Next Icons

1. Edit the assignment.

2. Click SAVE to commit your changes.

3. Then click the Previous or Next icon to move to the next item as displayed in the grid.

4. Field Trips cannot be edited in this manner. To edit a Field Trip, go to the Student: Field Trips grid.
Group Edit

Supplemental video available on this topic

You can edit almost any field in two or more assignments at a time using the Homeschool Tracker Plus
Group Edit feature. The only fields you cannot change via Group Edit are: Student; Page/Lesson/Chapter;
Date Given; and Date Complete. Note: Date Complete can be marked for one or more items at the same
time using the right-click “Mark as Complete” option. See below.

1. Use the Assignment grid filters, or the Custom Filter to display the items you wish to edit.
2. Use Shift-click or Ctrl-click to select the items you wish to edit.
3. Right-click over the selection and choose Edit. The Group Assignment Edit window will appear.

[¥] [¥] Has Time

A1850 - America - 1700-1850 - | [ Stat: |11:15AM (24| End: [11:45AM (£

Reading [ [] Poss:

[C] Eamed:
[ Time Spent:

] Sessions:

. View/Edt Attachments
View/Ed# Supplies

| Directions: (displays on student assignment reports) [] Motes (displays only on Assignments: Combined format report): |

Figure 63 - Group Edit Assignments
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5.
6.
7.

Put a check next to each field you want to change for the selected group of items. As you check
them, the fields will become enabled.

Make a new selection for each checked field.

Whatever choices you make in this window will be assigned to all the items you have highlighted.
Click Save to keep your changes; click Cancel to exit without saving.

Mark as Complete

Each assignment must be marked as Complete/Done in order to register the grade; time spent; resources
used; and other pertinent information for the various Tracker reports.

You can use the right-click Mark as Complete (Option 3, below) to correct the existing Date Completed for
any one or more assignments.

To mark a single assignment as completed

Option 1:

1. Double-click on the assignment

2. Check the Completed box. A date complete will automatically be entered based on your settings in
Tools: Options: Assignments. You may edit this date if you like.

3. Click the Save & Close button; or click the Save button and then the Previous or Next icon to move to
the next item to be marked.

Option 2:

1. Inthe Assignment grid view, click in the DONE box.

2. Click the SAVE button at the top of the grid, or click on another item in the grid. A date complete will
automatically be entered into the Date Complete field based on your settings in Tools: Options:
Assignments. You may edit this date if you like.

Option 3:

1. Inthe Assignment grid view, right-click on the assignment you wish to mark

2. Choose “Mark as Complete” from the context menu

3. Choose whether to “Mark all Items with Original Date Due” or to “Mark with the Following Date”.

e If you choose the second option, a calendar will appear and you can click on the date you want to
use as the completion date.

4. Click OK to mark the assignment complete.

To mark multiple assignments as complete in one process

pObdPE

Use the Assignment grid filters, or the Custom Filter to display the items you wish to mark.

Use Shift-click or Ctrl-click to select the items you wish to mark.

Right-click over the selection and choose “Mark as Complete” from the context menu.

Choose whether to “Mark all Items with Original Date Due” or to “Mark with the Following Date”.

e If you choose the second option, a calendar will appear and you can click on the date you want to
use as the completion date for all the selected items.

Click OK to mark the selected assignments complete.
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Mark as Incomplete

If you mark an assignment as incomplete, the grade; time spent/sessions; topic and other information will
no longer be available in the various Tracker reports requiring Completed Assignments.

To mark a single assignment as incomplete
Option 1:

1. Double-click on the assignment

2. Uncheck the Completed box. The Date Completed will be removed.

3. Click the Save & Close button; or click the Save button and then the Previous or Next icon to move to
the next item to be marked.
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Option 2:

1. Inthe Assignment grid view, click in the DONE box to remove the checkmark.
2. Click the SAVE button at the top of the grid, or click on another item in the grid. The Date Complete
will be removed.

Option 3:

In the Assignment grid view, right-click on the assignment you wish to mark
Choose “Mark as Incomplete” from the context menu

A confirmation message will appear.

Click YES to mark the assignment incomplete.

PR

To mark multiple assignments as incomplete in one process

Use the Assignment grid filters, or the Custom Filter to display the items you wish to mark.
Use Shift-click or Ctrl-click to select the items you wish to mark.

Right-click over the selection and choose “Mark as Incomplete” from the context menu.

A confirmation message will appear.

Click YES to mark the selected assignments incomplete.

arMODdE

Rescheduling

You can use the Homeschool Tracker Plus rescheduling tool to move existing assignments backward or
forward in time to accommodate changes to your schedule. (See Rescheduling from the Student:
Assignment Grid)

Recalculating Time Spent

If you use Group Edit to add or edit Start/End times for a group of Assignments, the Time Spent field will
not be automatically filled. Likewise, if you change the start/end times for an assignment by stretching or
compressing that item in the Agenda, the Time Spent field will not be updated. If you have been using
Start/End times all along but decided to switch over from Sessions to Time spent or just to start tracking
Time Spent, you'd have to go back and individually edit each item or use Group Edit to enter the

appropriate time. The Recalculate Time Spent tool allows Recalculate Time Spent NN e |
you update the Time Spent field quickly in all these

. This will re-examine selected assignments and recalculate Time Spent
Instances. based on Start and End times for each assignment.

1. Click on Tools in the menu bar. Starting Date Due:  |EETIMM 1, 2008 O

2. Click Recalculate Time Spent Ending Date Due: June 20, 2009 @

3. Enter a Starting and Ending date. The default dates are | status: S =

the start/end dates of your Active School Year.

. Students Selected Students
4. Select the status of assignment to be changed:

Subjects All Subjects

Incomplete; Complete; or Both Courses Al Courses
5. You can further refine your selection by choosing Activities Al Activities
selected Students; Subjects; Courses; Activities and/or Resources  All Resources
Resources.
e These are “and” selection statements. Items
displayed must meet all criteria selected. e | [ cancel

¢ If you have disabled Resources, this option will be

Figure 64 - Recalculate Time Spent
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grayed out.

6. Click Recalculate. The progress bar will tell you how many assignments are being audited. When the
process is complete, you'll be returned to the grid you were last viewing.

Copying Assignments

Supplemental video available on this topic

Single Copy

You can copy any one assignment to any other student(s). You can create the copy while entering the

original assignment or from an existing assignment from the grid.

o R e

[=X=)

Type of copy
@ Single copy () Repeat over date range

Choose students to receive new items

-
[T Jean
[¥] Katie

[4] Samantha [ s
J| Talitha

|[] Thomas [Os

¥ Check this box if you wish to have the links to attachments from the original item copied to the new items

o

Figure 65 - Assignment: Single Copy

1. To activate the copy menu, right-click over an assignment and click Copy or double-click on an
assignment and then click on the Copy button at the bottom of the Add/Edit window.

2. The default selection in the Copy Assignments window is Single Copy. Most of the window options
will be disabled.

3. Check the names of the student(s) you want to copy to. If you are using Courses, only the students
attached to that course attached to the original assignment will appear on the list.

4. Click Preview. Use this opportunity to verify the assignments about to be created.

A Y B @ [ OeckAl | [UncheckAl | [ Submit | [ Cancel |

BE=C

Student
Date Due

=l Student : Jean - 1 item(s)

. | Page Lesson Chapter

;ﬂ Date Due : Monday, December 1, 2008 - 1 item(s)
e ol gean : Monday, December 1, 2008
=l Student : Samantha - 1 item(s)

Read the next chapter

i =| Date Due : Monday, December 1, 2008 - 1 item(s)

¥ :Samantha { Monday, December 1, 2008 Read the next chapter

;IJStudent : Talitha - 1 item{s)

: =| Date Due : Monday, December 1, 2008 - 1 item(s)

v :Talitha iMonday, December 1, 2008 Read the next chapter

Figure 66 - Assignment Copy Preview
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e The Copy Results window will show you what assignments will be created listing the Student
name; date given (if using); date due; and Page/Lesson/Chapter information.

e You may check or uncheck the OK column for any to include/exclude it from submission to the
assignment grid.

e Take a moment to review the items to make sure that they are correct before clicking the Submit
button.

e You can change the grouping and/or sorting of the grid, column order and size, and even exclude
certain columns if you like to make it easier for you to review.

e No duplicate copy will be made for the student whose name appears on the original assignment,
whether you check their name or not. Homeschool Tracker Plus will not check for duplicates in
this process for the selected students. If one of the selected students (other than the original
student) already has this item, they will now have two.

Click the Submit button to put these items into the assignment grid, click Cancel to exit without

copying the listed items.

Copying Multiple Assignments to Another Student

You can copy any group of existing assignments to any other student(s).

1. Use Shift-click or Ctrl-click to select two or more assignments.
2. Right-click over the selection and choose Copy...
3. Check the names of students you want to copy to.
e Make your selections carefully as there is no preview window prior to submitting.
e If you include the student(s) you are copying from, they will end up with duplicates of the selected
assignments.
4. Click the Submit button to make the copies; click Cancel to exit without copying.
Copy Over Date Range

You can use the Copy: Repeat over Date Range function to create multiple assignments for one or more
students at a time. These assignments can have the same Page/Lesson/Chapter information for each
assignment created, or you can incrementally increase the Page/Lesson/ Chapter information for each
entry. You can create these copies while entering a new assignment, or from an existing assignment from

the grid.

1. To activate the Copy menu, right-click on any single assignment and click Copy; or click on the COPY
button in the Assignment Add/Edit window.

2. Click on Repeat over Date Range.

3. Check the students for whom you want to create copies. If you are using Courses, only the students
attached to that course in the assignment being copied will appear.

4. Choose what type of copies you wish to make:

e Same Page/Lesson/Chapter — for this option you can have the same text, or no text at all,
appear in the Page/Lesson/Chapter field of each copy created.

e Auto-Increment Page/Lesson/Chapter — using this option allows you to have Homeschool
Tracker Plus automatically increase the Page, Lesson, or Chapter information for each
successive copy created. You can create a 1-level (Pages 3-5; Pages 6-8; etc.); 2-level (Lesson 1
Part A; Lesson 1 Part B; etc.); or 3-level (Chapter 1: Section 1.1; Chapter 1: Section 1.2; etc.)
increment.
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Type of copy

) Single copy @ Repeat over date range

Choose students to receive new items

[¥] Jean G
[7] Katie :
[7] samantha | S
[¥] Talitha
[F] Thomas | - N : _ - S [

Page/Lesson/Chapter options End Date December
) Same Page/Lesson/Chapter for Each Copy
Auto-Increment Page/Lesson/Chapter

Example:

[¥] Check this box if you wish to have the links to attachments from the original item copied to the new items

Figure 67 - Assignment Copy: Repeat Over Date Range

Same Page/Lesson/Chapter for Each Copy

1. When you select this option you will be shown a window which will receive the
“Page/Lesson/Chapter” text for all assignments in this series. Type in the text you want to use. You

can leave the Text field blank if you prefer.

Text:

Mumber of Copies: 99

e — e

Figure 68 - Assignment Copy: Same Page/Lesson/Chapter Text Options

2. Choose the number of copies you wish to make. This defaults to 99. Later you will choose whether to
have a date or the number of copies determine how many copies are actually created.

3. Click OK. The text you have entered will appear in the Example box of the Copy window. See
Completing the Copy: Repeat Over Date Range Process to continue.

Auto-Increment Page/Lesson/Chapter

This option allows you to set an incrementing pattern for pages, lessons numbers or chapters for the
duration of the series. You can set up one, two or three levels of incrementing.
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Creating a 1-Level Increment

A one-level increment might be: Page(s) 1-5; Page(s) 6-10; Page(s) 11-15; etc. or Chapter 1; Chapter 2;
Chapter 3; etc.

1. To create this type of increment, choose the “Auto-Increment Page/Lesson/Chapter” option in the
Assignment copy window. Set the Number of Parts spinner to “1”

-Page.n"l.essom’f_“ha er Ie
Number of Parts: 1 =
First Part
' Use Letters @ Use Numbers
Leading Text Start With  Increment  End With Leading Zeros
Page(s) - 1 P = 30 e
N
L
Trailing Text: |(none) - [¥] Show Ending Page Range
Example: Page(s) 1-2 [ 0K ] [ Cancel
|

Figure 69 - Assignment Copy: Auto-Increment - 1-Part

2. Choose whether you'd like to use letters or numbers in your increment label. The default option is set
to use numbers.

3. Set your Leading Text from the drop down list. Choose from one of the preset options or chose
Custom and enter your own text.

4. Inthe Start with box, enter the first page, lesson or chapter number you will be assigning.

5. The increment field allows you to specify how many units pass by before the beginning of the next
assignment. For example, if each assignment in a workbook is two pages long, a new assignment
would start on every second page and you'd set the increment to 2.

6. Inthe End With field, enter the last page, lesson or chapter to be included in this assignment series.
For example, if the last page in our workbook is page 30, we would enter 30 in the End With box.

7. The “Leading Zeros” option defaults to zero. You can add up to three leading zeros to the First part of
your increment. The purpose of this field is to allow you to sort an assignment list by the
Page/Lesson/Chapter field and keep your items in order. Because sorting is an alphanumeric
function, without leading zeros, sorting by the Page/Lesson/Chapter field for assignments ranging
from Lesson 1-10 will result in Lesson 1; Lesson 10; Lesson 2; Lesson 3; etc. With the leading zeros
in use, the list would instead order as lesson 01; lesson 02; lesson 03; lesson 04; through lesson 10.
The zeros are only added until there is a non-zero entry in the tens place (or the hundreds place
when using 2 leading zeros; or the thousands place when using 3 leading zeros).

59

——
| —



10.

11.

The Trailing Text option at the bottom of the window allows you to add a message to the
Page/Lesson/Chapter information. For example, in a Math assignment series, you might choose to
assign on the odd or only the even numbered problems. You may choose one of these options from
the drop down list, or choose Custom to enter your own trailing text. Or you may leave this option set
as (none).

Indicate if you wish to “show ending page range”. In our example we are assigning two pages at a
time so checking this box will display that the assignment covers pages 1-2. If we uncheck the box,
each assignment will show just the starting page number for that assignment.

The Example window at the bottom of the copy options window shows you what the
Page/Lesson/Chapter field will look like for the first assignment created.

Press OK to set the pattern, or Cancel to exit the copy window. See Completing the Copy: Repeat
Over Date Range Process to continue.

Creating a 2-Level Increment

A two-level increment might be: Lesson 1-A; Lesson 1-B; Lesson 1-C; Lesson 2-A; Lesson 2-B, etc. or
Chapter 1.1; Chapter 1.2; Chapter 2.1; Chapter 2.2, etc.

1.

To create this type of increment, we'll use the First Part and Second Part sections of the
Page/Lesson/Chapter Text Options window. Set the Number of Parts spinner to “2”

- -_— 0

&'
5 B

-

MNumber of Parts:

First Part

) Use Letters @ Use Numbers

Leading Text Start With  Increment  End With Leading Zeros
1] [LE 5 pE
Second Part (Ex: The "A" in Lesson 1.A)
@ Use Letters ) Use Numbers
Separator Start With  Increment  End With

Trailing Text: [¥] Show Ending Page Range

@ 1A >[ oKk || cancel
i

Figure 70 - Assignment Copy: Auto-Increment - 2-Part

In the First Part section, we'll fill out the fields as we did for the one-level increment. This time, we’ll
again choose to use numbers in the First Part. We'll set the Leading Text to Lesson. For five lessons,
we'll set the Start With field to 1, increment by 1 and set the End With field to 5.

Now we’'ll enter the 2nd part of the pattern. For our example, we want to create assignments that
display Lesson 1-A, etc. so we will choose to use Letters. For the separator, we'll use the Dash.
Please note, however, that you can choose from the drop down list to use a color, comma, dot or
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space or you can choose the custom option to create your own separator, or even use words in

addition, such as “— Section” to indicate Lesson 1 — Section A. Right now, we’ll just use the Dash.

In the Start With, enter the first letter of the first section — A

We'll leave the increment at 1

Each of our lessons had 3 sections so we end with C.

Again, we can add Trailing Text if needed.

The “Show Ending Page Range” has no effect on our choice this time as we have incremented by 1.

The “Show Ending Page Range” option only affects the range of the last “part” in use — in this case

the second part.

9. The Example window at the bottom of the copy options window shows you what the
Page/Lesson/Chapter field will look like for the first assignment created.

10. Press OK to set the pattern, or Cancel to exit the copy window. See Completing the Copy: Repeat
Over Date Range Process to continue.

© N o Ok

Creating a 3-Level Increment

A three-level increment might be: Chapter 1-Section 1.1, Chapter 1-Section 1.2, Chapter 1-Section 2.1,
Chapter 1-Section 2.2, Chapter 1-Section 3.1, Chapter 1-Section 3.2, Chapter 2-Section 1.1, etc.

1. To create this type of increment, we’'ll use the First, Second and Third Part sections of the
Page/Lesson/Chapter Text Options window. Set the Number of Parts spinner to “3".

-
Page/lLesson/Chapter Text Options L‘S_J

Number of Parts: 3 |2

First Part

) Use Letters @ Use Numbers
Leading Text Start With  Increment  End With Leading Zeros

i

Chapter - 1 1 B 4 0 B

Second Part (Ex: The "A" in Lesson 1.A)
) Use Letters @ Use Numbers
Separator Start With  Increment  End With Leading Zeros

Custom... = 1 1 = 3 0 =

Third Part (Ex: The "9" in Lesson 1.A.9)

| ) Use Letters @ Use Numbers
| Separator Start With  Increment  End With Leading Zeros
Dot - 1 1 g 2 0 &
Trailing Text: |(none) ~| [7] Show Ending Page Range

| Example: Chapter 1-Section 1.1/) [ OK ] [ Cancel i

Figure 71 - Assignment Copy: Auto-Increment - 3-Part

2. Inthe First Part section, we'll fill out the fields as we did before, choosing to use numbers. We'll set
the Leading Text to Chapter. For four chapters, we’'ll set the Start With field to 1, increment by 1 and
set the End With field to 4.
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No o ks

© ©

10.

11.

Now check the box to enable the Second Part in the options window. For our example, we want to
create assignments that display Chapter 1-Section 1, etc. so we will choose to use numbers. For the
separator, we'll use the Custom setting and type in “-Section”.

In the Start With, enter the first number of the first section — 1

We'll leave the increment at 1

Each of our lessons had 3 sections so we end with 3

To complete our settings, we’'ll again choose to use Numbers. Our separator of choice is a dot and
we'll start with 1; increment by 1; and end with 2

Again, we can add Trailing Text if needed.

The “Show Ending Page Range” has no effect on our choice this time as we have incremented by 1.
The “Show Ending Page Range” option only affects the range of the last “part” in use — in this case
the second part.

The Example window at the bottom of the copy options window shows you what the
Page/Lesson/Chapter field will look like for the first assignment created.

Press OK to set the pattern, or Cancel to exit the copy window. See Completing the Copy: Repeat
Over Date Range Process to continue.

Completing the Copy: Repeat Over Date Range Process

1.

Now that you have set your Page/Lesson/Chapter Text

Options, the right-hand side of the Copy window will be . .. ==

enabled. Day options

By default, Homeschool Tracker Plus will skip over ] skip Scheduled Holidays

scheduled holidays, absent days and non-school days, ¥l Skap Absent Days

but you have the option of changing these selections by ¥ = Non-=dinol Have

unchecking the appropriate box. © Selected Days © 2 Wk () Every Other Day
Establish a day of the week pattern for the new [ IM @IT MwFR FF (s |

assignments you are creating. [Os 5]
e With the “Selected Days” option you can choose the
days of the week where your copied assignments will

Date options

appear. Start Date: December 1, 2008 @~
e The “2 week” option allows you to specify a pattern B pcemer L2000 8-
which is repeated over every two week period. For Continue until pattern is exhausted
example: Monday, Wednesday, Friday of week one 9 Continue until end date is reached
and Tuesday, Wednesday, Friday of week two. After Spread eventy GEtwEex EESIE dnc end cates
the 2nd week, additional assignments will be copied
alternating between the week one and week two Figure 72 - Assignment Copy: Repeat Over
patterns. Date Range - Day and Date Options

o If you select the “Every Other Day” option,
Homeschool Tracker Plus will automatically count every other calendar day from your “Start
On” date to your “End on” date, placing assignments on alternate days that meet your Holiday,
Absent and Non-School day parameters.

Enter a Start Date for your copied items.

If you are using the Date Given field, this will be the first Date Given you wish to use.

¢ Inthe case of a multi-day assignment that is given on one date and due on another, the Date Due
may be assigned to a non-school day or holiday.

e When the Date Given field is disabled, or the Date Given and Date Due of your original item are
the same, this will be the first Date Due you wish to use.
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e If you want your copies to end on a specific date, change the End Date field. Otherwise, it will

default to the same value as your Start Date.
6. Now choose your final copy options:

e The 1st option — “Continue until pattern is exhausted” — will create exactly as many items as
specified in the Page/Lesson/Chapter text options you have set: the number of copies you
selected using the Same Page/Lesson/Chapter option, or as many items as necessary to
complete the copy pattern you set using Auto-Increment.

e The 2nd selection — “Continue until end date is reached” —means that Tracker will make a copy
for each student on each valid date between your start date and your end date even if that is less
than the number specified using the Same Page/Lesson/Chapter or does not complete the Auto-
Increment pattern you have set.

e The 3rd option - “Spread Evenly between start and end date” - will use both the number of
copies and the date range to create your items. It will make the specified number of copies, but
will double-up or spread them out to fit evenly between the start and end date you have specified.

7. Click Preview to see the pattern you've created. Use this opportunity to double-check the
assignments you're about to create. You can group and/or sort the grid to change the view of items.

1

AN [E @ [ Checkal |[uncheckal |[ submt ][ Cancel |

Student

=l Student : Talitha - 24 item({s)

Talitha :Monday, December 15, 2008  Chapter 1 - Section 1.1

v Talitha Tuesday, December 16, 2008 Chapter 1 - Section 1.2

v Talitha Wednesday, December 17,2008  : Chapter 1 - Section 2.1

v iTalitha Thursday, December 18, 2008 Chapter 1 - Section 2.2

v :Talitha Friday, December 19, 2008 Chapter 1 - Section 3.1

v Talitha Monday, December 22, 2008 Chapter 1 - Section 3.2

I v iTalitha Tuesday, December 23, 2008 Chapter 2 - Section 1.1
v Talitha Monday, January 5, 2009 Chapter 2 - Section 1.2

| v Talitha Tuesday, January 6, 2009 Chapter 2 - Section 2.1

Figure 73 - Assignment Copy: Repeat Over Date Range - Preview Window

8. You can deselect any item, and prevent it from being added to the Assignment grid by unchecking the
OK box.

9. Click the Submit button to send these items to the Assignment grid, or click Cancel to exit without
creating the assignments.

Using ‘Copy Over Date Range’ When Page/Lesson/Chapter has been Disabled

If you have elected to disable the Page/Lesson/Chapter field (Tools: Options: Assignments), then you will
not be able to use the auto-increment functions of the copy window. You can still make multiple copies
over a date range, but the only option for number of copies will be to set a starting and ending date range.

Creating a Duplicate Assignment

To quickly create an exact duplicate of a particular assignment, you can utilize the Use as New feature.

1. Double-click on any assignment and click the Use as New button; or right-click over an assignment
and choose Use as New...
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Directions: (displays on student assignment reporis) Motes (displays only on Assignments: Combined format report):

Save & Close ] [ Save H Copy ] [ Usze Az Mew ” Delete ] I Cancel ]

Figure 74 - Assignment: Use as New

A message will appear letting you know you are now looking at the COPY of the original assignment.
Make any changes you like.

Click ‘Save & Close’ to keep your changes and create the assignment; click Cancel to exit without
saving. No changes will be made to the original assignment.

Copy to Lesson Plan

You may take assignments you've already created in the grid and preserve them for later use in a Lesson

Plan.
1. Click on the Student tab, then the Assignments tab.
2. Set the filters to isolate the items you wish to copy to the Copy To Lesson Plan S|
Lesson Plan. . T
3. Use Shift-click or ctrl-click to select the items you wish to copy. ;
4. Right-click over the selection and choose Copy to Lesson Plan. __ Check this box i you wish to have the links to
5. Choose the Lesson Plan Name from the drop down list (R o e SRR e S
e To create a new Lesson Plan name you can click the
pencil icon button and then Add New... and enter the name [ Com | Cance
of your new plan. The new name will appear in the Copy ) Figure 75 - Assignment: ]
Assignment to Lessons window. Copy to Lesson Plan
e Alternatively, you can create a new Lesson Plan Name by
typing directly into the field. When you press Enter, Homeschool Tracker Plus will prompt you to
save the new name.
6. Check the box if you'd like all associated attachments to be copied to the new lesson plan items as
well.
7. Click Copy to proceed; click Cancel to exit the process without copying items to the Lesson Plan.
8. When the process is finished you will see the Copy Complete message. Click OK.
9. You can now go to the Teacher: Lesson Plan grid to organize the items you just copied.

e The items you have copied will be maintained in the same order by their original Date Due.

e These items will be assigned sequence numbers starting at 10,000 so they will not interfere with
any pre-existing items in the Lesson Plan

e |tems with the same original Date Due will be assigned the same sequence number.

e You can edit any or all of the sequence numbers as needed.

e Entries in the Order field of the original assignment will be copied over to the new Lesson Plan
items. You may edit those values as needed.
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Copy to Weekly Planner

You can create a Weekly Planner item by copying an existing Assignment from the grid. You should copy
only one assignment per subject/course/activity/resource combination, or you will end up with duplicates
in your Weekly Planner.

1. Click on the Student tab, then the Assignments tab.

2. Use the filters to display the items you are interested in copying. You can copy items for more than
one student at a time. Each item you copy will be placed on the Weekly Planner grid of the student
from whom you copy.

3. Right-click over a single Assignment and choose Copy to Weekly Planner, or use shift-click or ctrl-

click to select multiple assignments, right-click over the selection and choose Copy to Weekly

Planner.

When the process is finished you will see the Copy Complete message. Click OK.

To view the item(s) you've copied, click on the Teacher tab and then the Weekly Planner tab.

Choose a student or All Students from the drop down list.

The following fields of the copied item(s) will need to be edited:

Page/Lesson/Chapter text options;

Plan Days — the days of the week check boxes;

10 Any other fields you wish to change

11. See: Weekly Planner for more details on creating Weekly Planner templates.

© o No A

Multi-day Assignments

An Assignment can last any number of days that you would like. To create a multi-day assignment, you
will need to enable the Date Given field by checking that field in Tools: Options: Assignments. Then,
choose a Date Given — the date the assignment is to be started; and a Date Due — the date the
assignment is to be completed. Assignments which have Date Given and Date Due values that are
different are called “Long-Term” assignment.

“Long-Term” Assignments can be viewed in the Assignment grid based on the Date Given; the Date Due;
or the Date Completed using the View By filter drop down.

In the Agenda, “Long-Term” assignments will appear at the top of the day columns and span from the
Date Given through and including the Date Due.

In reports, your multi-day assignments will be displayed as outlined below:

e Agenda Report - Multi-day assignments will appear at the top of each day in the “all day event” from
the Date Given through and including the Date Due. Multi-day items appear in the “all-day event” area
whether start/end times are assigned or not.

e Assignment Calendar Report - Multi-day assignments will appear on the Date Due only.

e Assignments Report - You must check the box to include Long-Term assignments. Multi-day
assignments will appear only on the Date Given or Date Due — depending on the report preferences
you have set. If you're grouping by Date Given, it will appear on the Date Given but also display the
Date Due. If you're grouping by Date Due, it will appear on the Date Due but also display the Date
Given.

o Daily Task List Report - Multi-day assignments will appear on each day of the report from the Date
Given through and including the Date Due. The assignments will have the label “LT” displayed to the
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left of the assignment details — signifying that they are long term assignments (date given different
from date due).

Deleting Assignments

1. Click on the Student tab, then the Assignment tab.

Locate the assignment you want to remove using the filters and date selector.

3. Right-click over the assignment and choose Delete from the context menu. Alternatively, you can
click once on the assignment to select it and then press the Delete key on your keyboard.

4. Click OK to confirm deletion; click Cancel to exit without deleting. Deleted Iltems cannot be retrieved.

N

Deleting Multiple Assignments

Click on the Student tab, then the Assignment tab.

Locate the assignments you want to remove using the filters and date selector.

Use shift-click or ctrl-click to highlight the assignments to be removed.

Right-click over the selection and choose Delete from the context menu.

Click OK to confirm deletion; click Cancel to exit without deleting. Deleted Items cannot be retrieved.

apr0dE

Archiving Assignments

When you create a new school year, the assignments from the previous school year will be hidden from
view. Only the items with a date given, date due, or date complete that falls within the starting and ending
dates of your Active School Year will be visible.

To view assignments from a previous year, use the Tools: Switch School Year menu to select the year
you want to work with.

Printing Assignments

You can create a report for any group of assignments for one or more students. There are five different
reports to meet this need, each of which comes with a variety of options. Here is a brief description of
each:

e Agenda report — a graphical printout of the Agenda screen which can include assignments, field
trips, reading log items, memorization items, attendance, term start/end dates, holiday designations,
appointments and/or chores. While the Agenda is a great visual tool on your screen, the printed
report is constrained by the limitations of the dimensions of your paper size. You may find that you
need to try different formats and/or time ranges for this report to get a workable output.

e Assignments report - a list of assignments, each of which may include subject, course, resource,
page/lesson/ chapter; start/end times, directions, points possible, and topic.

e Assignment Calendar report — a list of assignments in a grid format with days of the week across
the top and subject/course names down the left column; may include activity, directions, resources,
page/lesson/chapter, start/end times, and topics..

e Daily Task List report — a compressed version of the Assignments report, this version also allows
you to include Chores, Memorization Items and unfinished Reading Log entries.

e Combined Assignment List report — this version is intended for use by the teacher. It is a
formatting option of the Assignments report. It includes the Notes field from the assignment add/edit
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window. It also groups duplicate assignments together for all students and then lists the students to
whom it is assigned.

Send to Report

You can select specific assignments from the Assignment Grid and create custom Assignments,
Assignment Calendar, Daily Task List, Goals Met, or Scope & Sequence reports. For details on these
reports see the individual Report section in this User Manual.

1. Click on the Student tab, then the Assignments tab.

2. Set your filters to view the assignments you want to include in the report.

3. Use shift-click or ctrl-click to highlight the assignments to be included. Only those items you've
selected will appear on the report. You may select items for multiple students if you wish.

4. Right-click over the selection and choose Send to Report.

5. The options window for one of the available reports will open. If this is not the report you want to run,
close the options window and then the preview window, and choose one of the other available
reports. This view of the Reports tab will only show those reports that are available using the “Send to
Report” option.

6. Inthe report options window for your selected report, certain options will be disabled as those options

were determined by the assignments you highlighted.

Select your options for the report and click OK.

Click the hyperlink to create a Preview of the report.

Click the print icon to print the report.

10. To exit the special view of the Reports menu, click Reset. Your selected assignments will no longer
be remembered.

© o N

Assignment Grid Right-Click Menu

You can right-click over an individual item in the Assignment grid, or over ?::;fw
multiple items u§ing the Shift-Click or Ctrl-Click to perform various functions G To Lo Pl
on the selected items. e
e Add New allows you to add a new item to the grid. Clicking this option will i
bring up the Assignment Add/Edit window. Lo
Use As New
e Copy:
o For single item selections: choose to make a Single Copy or to Copy Reschedule..
over Date Range. Start Timer
o For multiple item selections: make one copy of each selected item for Send To Report
each student whose name you check in the box provided. Copies will Mark As Complete
be exact duplicates of the items selected. The only difference will be Mark As Incomplete

the student name assigned.

e Copy to Lesson Plan allows you to copy the selected item(s) into the
Lesson Plan screen. Items will be copied to the plan you select from the
drop down list provided. They will be given a sequence numbers beginning with 1000. You will need
to go to the Lesson Plan to edit the items further by clicking the Teacher tab, and then the Lesson
Plans tab.

e Copy to Weekly Planner allows you to copy the selected item(s) into the Weekly Planner screen.
Items will be copied to the Weekly Planner list for the students to whom they are assigned. You can

Right-Click Menu
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then go to the Weekly Planner to edit these items as desired by clicking the Teacher tab, and then the

Weekly Planner tab.

Edit:

o For single item selection: This will open the Add/Edit Assignment window for that item.

o For multiple item selections: This will bring up the Group Edit window from which you may choose
to globally edit fields for the selected items.

Delete allows you to permanently remove the selected item(s) from the database. You will have an

opportunity to confirm your selection before deletion occurs. Deleted items cannot be retrieved.

Use As New is only available for single item selections. This option creates a duplicate of the

selected record. You may then change the record as you wish and save it to the grid.

Reschedule allows you to designate one or more items to be moved forward or backward in time.

Other options are disabled. Only the selected items will be moved as indicated.

Start Timer opens a Timer window for the selected assignment(s). You can then count up elapsed

time from zero or set a specified time limit and count down from that time. When counting down you

can set a sound file to be played when time is expired. Elapsed time can be copied as text or entered

directly into the Time Spent field of the selected assignment(s).

Send to Report allows you to designate specific assignments to be printed to the Assignments,

Combined Assignment List, Daily Task List, Goals Met or Scope & Sequence Report. Normal date

and Student parameters are disabled for the report as those settings are dictated by the assignments

you have selected for the report.

Mark as Complete allows you to enter a checkmark in the Done box and a date of completion for

one or more items at the same time. You can choose to mark all assignments as completed on their

original Due Date, or with a date you select from the calendar.

o If you have selected items that are already marked as complete, their completion date will change
as indicated by your choice here.

0 This will cause any grades or Time Spent/Sessions entered for these items to be added to the
appropriate report and display calculations.

o If you are using Auto-Attendance, the appropriate dates will be marked as Present on the
student’s Attendance Calendar.

Mark as Incomplete allows you to remove the checkmark and completion date from any selected

record(s). Any grades or Time Spent/Sessions information entered in these items will no longer be

calculated in reports or displays, until the items are once again marked as complete.

o If you are using Auto-Attendance and all completed items for a date are marked as incomplete,
the designation of Present will be removed from the appropriate Attendance Calendar.

Assignment Timer

Supplemental video available on this topic

The Timer allows you to keep track of how long it takes for a student to complete a task. You can count
up from zero; or you can count down from a specified time limit. For example, if your student is working
on math speed drills, you can set the timer for the maximum time allowed and have a sound play when
time runs out.
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http://www.homeschooltracker.com/support_plus_videos.aspx

Opening a Timer window

You can open any number of Timer windows at the same time. Open a Timer window in any of the
following ways:

e Click on Tools in the menu bar, and then choose Timer
e Press the F4 key on your keyboard
¢ Right-click over any assignment and choose Timer

8T Timer =

Options

@ Count elapsed time starting at 0:00

() Count down starting from:

Hours Minutes  Seconds

T

mry e —-r—

Figure 77 - Assignment Timer

e If you open a timer via the Tools menu or the F4 key, the title bar of the window will simply show
“Timer”.

e If you open a timer by right-clicking over an assignment, the Student; Subject; Activity; and
Page/Lesson/Chapter information for that assignment will appear in the title bar, When you have
multiple timer windows open, this will help you know which timer is counting for which assignment.

Y Timer for George; English; Diagramming Sentences; Lesson 912 = @E@

Options

@ Court elapsed time starting at 0:00
Figure 78 - Assignment Timer Showing Assignment Details
Counting Up

To count elapsed time starting from zero — simply choose that option in the Timer window and click Start.
The elapsed time will display in the lower part of the window. When the task has been completed, click
the Stop button.
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s . SN

Options

@ Count elapsed time starting at 0:00

() Count down starting from:

Hours Minutes  Seconds

Test

24 minutes, 27 seconds +—— Elapsed Time

Figure 79 - Assignment Timer: Counting Up

You can use the same window to begin counting again from zero. Just click the Start button. See below
for directions for copying the elapsed time information to an assignment or other document.

Counting Down

If the student is limited to a specific amount of time in which to accomplish the task, you can use the
Count Down option so they know when time has run out. This option allows you to set a sound file to play
when the allotted time has expired.

1. Click the option in the Timer window and enter the hours; minutes; and seconds for the total allowed
time.

2. If you like, you can choose a sound file on your computer to play when time is up by clicking the Set
button and pointing to the file you want to play. After selecting your sound file, click the Test button to
hear it once. Tracker will remember that sound file designation until you change it — even after you
close the program.

3. Click Start when you're ready to begin. At the bottom of the Timer window, Tracker will display how
much time is LEFT from the allotted time. If the student finishes before the allotted time, click STOP.
Otherwise, your sound file will play when the timer runs out.

U8 Timer for George; English; Diagramming Sentences; Lesson 912 hﬂssignment info —al=l

Options

(™) Count elapsed time starting at 0:00

@ Count down starting from: 0 5 30 ‘_ Original allotted time

Hours Minutes ~ Seconds

Play Wave File When Finished

3 minutes, 27 seconds <= Time remaining

Stop ’ Copy Text ] [Update Assignments ] [ Close

Figure 80 - Assignment Timer: Counting Down
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Copying Elapsed Time

The total elapsed time can be copied into your clipboard and pasted anywhere you like — into a
Homeschool Tracker text field; a Word document; or anyplace else where you can paste text.

-

39 Timer for George; English; Diagramming Sentences; Lesson 912 |¢|
Cptions
() Count elapsed time starting at 0:00 - ~
Homeschool Tracker
@ Count down starting from: 0 5 30

Hours Minutes  Seconds

Play Wave File When Finished

:] ‘Elapsed Time: 2 minutes, 2 seconds' copied to the clipboard.

o Copy Text button will show exact measure of
/" Allotted time minus Time Remaining. You can

// paste into any text field using ctrl-v.

3 minutes, 27 seconds

» T
[ Copy Text ] [Update Assignments ] [ Close ]

Figure 81 - Assignment Timer: Copying Elapsed Time

Click the COPY TEXT button. A pop-up window will show you what has been copied to your clipboard.
You can now use ctrl-v to paste that text anywhere you like. When using the Count Up option, the
elapsed time and copied time will be the same. When using the Count Down option, the copied time will
be the difference between the allotted time and the time remaining.

Starting the Timer from an Assignment

You can start a Timer from the Assignment right-click menu. When you start the Timer in this way, the title
bar of the Timer window will display the Student; Subject; Activity and Page/Lesson/Chapter of the
selected assignment.

You can use shift-click or ctrl-click to select two or more assignments and then right-click over the
selection and choose Start Timer. The Timer window title bar will show the information for the first
assignment selected.

When you've started a timer from one or more assignments and the click the Stop button, the Update
Assignment button will be enabled Clicking the Update Assignments button the elapsed time information
will be pasted directly into the Time Spent field for the selected assignment(s). This option can be used,
even if you have disabled the Time Spent field. The elapsed time will be rounded to the nearest minute.

e If the Seconds portion of the elapsed time is less than 30 seconds, no minutes are added to the total.
e |f the Seconds portion of the elapsed time is 30 seconds or higher, one minute will be added.
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U8 Timer for George; English; Diagramming Sentences; Lesson 912 = |E0] 3 |
: |
Options e

R
Homeschow! Tracker lﬁ

(7) Court elapsed time starting at 0:00

| Selected assignments updated with 0:92 in the Time Spent field.
: ),

@ Court down starting from: 1] 5 30

Hours Minutes  Seconds

[¥] Play Wave Fie When Firished Allotted time minus remaining /
{ [ o ]

time; rounded to nearest minute

3 minutes, 27 seconds

[ Copy Text ] [ Update Assignments :] [ Close ]

Figure 82 - Assignment Timer: Multiple Assignments

The “Order” Field

The Order field — which can be found in the Assignment, Lesson Plan and Weekly Planner add/edit
windows, allows you to create a custom order in which your assignments will appear in the Assignment
grid and assignment reports.

Simply enter a 1, 2, 3, etc. in the Order field. You can sort by the Order field if you like. You can set an
order in a Lesson Plan or Weekly Planner item as well. The assigned order will be copied into the
Assignment grid when you submit Lesson Plan or Weekly Planner items.

If the Start/End times field is in use, the start time of assignments will take precedence in the ordering of
your items so that an assignment with a start time of 8:30 am will precede an assignment with a start time
of 9:00 am, even if the 9am assignment has an order of 1 and the 8:30 assignment has an order of 2. The
start time will always be the first consideration for ordering items.

After the Start time, or if that feature is not in use, Homeschool Tracker Plus will use the entry in the
Order field to determine the display of assignments for a specified date. If two items have the exact same
start time, the end time will determine order. If the end times are also the same, then Tracker will use the
Order field to sequence them. If two items have the same Order value, then Tracker will use the order of
your Subijects in the Maintenance: Subjects/Courses grid to sequence the items. The default order of this
list is alphabetical, but you can alter that if you wish. See: Subjects, Courses and Activities.

Example: Start/End times in use

Start Time End Time Order Subject
8:00 am 9:00 am 2 English
8:00 am 9:30 am 1 Math
8:30 am 9:00 am 0 Art
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In the above example, the start time of each item takes first precedence. The English item will appear
before Math because the end time of the English assignment comes first — even though the Order field
implies that the Math item should precede it. The Art item comes last because it has a later start time than
the others.

Example: No start/end times or identical start/end time values

Start Time End Time Order Subject
8:00 am 9:00 am 0 Art
8:00 am 9:00 am 1 Math
8:00 am 9:00 am 2 English

This time, since the start/end times for all three assignments are identical, the Order field will determine
which item comes first, second and last.

Lesson Plans

As noted in the Matching Your Homeschooling Style section, above, the Lesson Plan feature is for those
who like to see everything planned out in detail at the beginning of the year or term in one or more areas
of study. Creating a Lesson Plan allows you to figure out all the details of the work you wish to assign —
explicit directions, combinations of assignments that go together such as a Unit Study, and the specific
pages, lessons or chapters to be assigned — without having to commit to specific dates or students as yet.
You can create as many different Lesson Plans as you like. Lesson Plans are reusable from year to year
and can be exported from or imported into the program. (See The Import/Export Tool)

You will be the one to determine what information goes into each Lesson Plan. You might choose to have
a different lesson plan for each area of study; lesson plans as unit studies with multiple
subjects/disciplines included; etc. Some users choose to put an entire grade level of study into the same
Lesson Plan. You need to use the solution that works best for your homeschooling style. And if you
change your mind — Homeschool Tracker Plus makes it easy to combine multiple lesson plans into a
single plan; or separate a larger plan into smaller pieces.

Lesson Plans are just that — plans. In order to attribute the work, time spent, resources, etc. to your
student(s), you will need to submit the Lesson Plan items to the specific student’s assignment grid, as
outlined below.

Anatomy of a Lesson Plan Item

Plan - Required — Lesson Plan items must be attached to a specific Lesson Plan. The name of the
Lesson Plan can be anything you like within the 100-character limit. Some choose to name their LP for a
grade level and subject or course; some by the primary resource. Your choice will likely be determined by
the way in which you organize your plans.

Goals - Optional - You may elect to attribute goals to any lesson plan item or group of lesson plan items.

Subject - Required — Select a Subject from the drop down list.
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Course - Optional — Select a Course from the drop down list, or choose the blank line entry if you do not
wish to attribute a specific Course to this item.

Activity - Required — Select an Activity from the drop down list.

Resource - Optional — Select a Resource from the drop down list, or choose the blank line if you do not
wish to attribute a specific Resource to this item.

Location - Optional - The Location field allows you to track where each assignment was given. If you are
not required to track this information, you can simply leave the default Home location as is and ignore this

field.
i ™
TETENEE L
-4

&
Plan: Math U See] + ||  Points Possible: 0.00
Goals: Choose Goals o Time Spent: 0D - 00
Subject: Math - |r-_£| p— 0.00
Course: GAM - Gamma - i?‘::’] *Page/Lessn/Chap:
Activity: Lesson - !-F??_i Topic:

Resource: l Ic # of Days:

Location: my Home | [ Alow Beschedile
*Sequence: 0

| *The information on this form is for a single lesson plan item.
you are creating a new item with the intention of making muttiple
copies, then leave Page/Lessn/Chap and Sequence blank,
and click the Copy button below.

Order:

Custom:

Attachments:  Miew/Edit Attachments
Supplies: View/Edit Supplies

Directions: {displays on student assignment reports) MNotes (displays only on Assignmerts: Combined format report):

[ Save & Close ] l

Figure 83 - Add/Edit Lesson Plan Item

Sequence - Required — The Sequence number sets the order of the items in the Lesson Plans grid. It
allows you to put Plan items in the order you intend to accomplish them. You can have more than one
item with the same sequence number for items that are to be assigned on the same day. Gaps in
sequence numbers are ignored when submitting to the assignment grid.

Order - Optional — If you have more than one item with the same sequence number in a single Lesson
Plan, you can enter a number in the Order field to indicate which items should come first, second, etc. in
the Assignment grid. The Order field allows you to specify a specific order for your assignments without
having to set start/end times for the assignments when created from the Lesson Plan.
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Custom - Optional — (100 character limit) This field is user defined. It allows you to create an additional
grouping option for the Lesson Plan grid view — perhaps the week; unit; etc. This field appears only in the
Lesson Plan grid and Lesson Plan add/edit window.

Attachments - Optional — You may attach a reference to a document, image or website to any lesson
plan item. When an attachment exists, an asterisk will appear in the field in grid view. (See Attachments)

Supplies - Optional — You may create a list of supplies needed to complete the assignment to be
created from the lesson plan item. When supplies have been added, an asterisk will appear in the field in

grid view. (See Supplies)

Points Possible - Optional — Grading is optional in Homeschool Tracker Plus. If you do not wish to
grade your student’s work, leave the Points Possible field set to zero. To grade work, enter the points
possible. There is no Points Earned field in a Lesson Plan item. When the item is used to create an
Assignment, the Assignment itself will have the Points Earned field and you’ll enter the points earned
when the Assignment has been completed.

Time Spent - Optional — The Lesson Plan allows you to enter the total time, in hours and minutes, which
you want the student to spend on the Assignment that will be created from the Lesson Plan item.

Sessions - Optional — If you have opted to use Sessions instead of the Time Spent field, you can preset
the number of Sessions that will be awarded for completing the Assigned created from this Lesson Plan
item. This value will be carried over when you submit the Lesson Plan item to the student’s Assignment
grid. .

Page/Lesson/Chapter - Optional — (100 character limit) In this field, enter the actual work to be done:
Pages 6-10; Lesson 12-A; Chapter 4, etc. Homeschool Tracker Plus has a number of options for auto-
generating multiple lesson plan items with incremented page/lesson/chapter information.

Topic - Optional — (100 character limit) You may enter a brief description of the lesson plan item; basic
facts covered; chapter or lesson title; etc.

# of days - Optional — This field is only enabled when you have elected to display the Date Given field in
Tools: Options: Assignments. It allows you to set a specific number of days between the date given and
date due of assignments created from this Lesson Plan item. So if you set the number of days at 4, and
the Date Given is September 10 then the Date Due will be September 13. The Date Due will be placed
the appropriate number of days into the future. The Date Given counts as day one. The Date Due will not
be placed on a non-school day; holiday; or absent. The default entry for this field is 1 — indicating a one-
day assignment that is given and due on the same date.

Allow Reschedule - At times, you may need to change the original Date Due of an assignment. If you
are moving a number of assignments, you might wish to use the Reschedule feature. If you uncheck this
box, this item will not be affected by the Reschedule process and will remain on its originally scheduled
Date Due. Lesson Plan items with this box checked will create assignments with the box checked as well.

Directions - Optional — Enter any directions you want the student to have when completing the
assignment. Information entered in this field will appear in the Assignments created from this Lesson Plan
item.
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Notes - Optional — The Notes field does not appear on any of the Student Assignment reports. It's a
place to put information for you, the teacher. Information entered in this field will appear in the
Assignments created from this Lesson Plan item.

The Lesson Plan Grid

Access the Lesson Plan grid by clicking on the Teacher tab and then the Lesson Plans tab.

[ ’5} Homeschool dem__i1
|| File MNew Tools Database Help
.,I Main Menu ] Student Teacher Maint e [ Reports |
| Goals | Journal | Lesson Plans | LP Schedules | weekly Planner |
ITLE B
Subject:  [Al Subjects -
Course: All Courses -
Filter: Un-Used v u

Figure 84 - Lesson Plan Grid Panel
The Lesson Plan Control Panel

The panel with icons and drop down lists can be displayed horizontally across the top of the grid, or
vertically on the left side of the grid. You can set this preference in Tools: Options: General. The control
panel settings will be the same across the Student: Assignment, Teacher: Lesson Plans, and Teacher:
Weekly Planner grids.

Collapse/Expand Icons

Ay
Use the blue up/down arrow icons to collapse or expand all the groupings on this grid. You can _
collapse/expand individual groupings by clicking the -/+ buttons on the grouping headers. CO”F;%!;?Eispénd
Homeschool Tracker Plus will not retain your settings when you leave this screen. lcons

Choose Columns and Reset Icons

1. Click the Choose Columns icon. @
2. Check the columns to include; uncheck the columns to exclude. Column selections will not be

visible for features which you have elected to disable in Tools: Options: Assignments. Figure 86 -
3. Click Save to retain your selections; click Cancel to exit without changing your column view. Choose

4. Things to remember: Columns Icon

e You can change your selections at any time.

e Excluding a column from view does not remove the data stored in that field. X

e You can reset columns, column widths and column order to their original settings by click ':?
the Reset Columns icon in the Assignment Grid header. Figure 87 -

Reset
The Drop-Down Lists Columns Icon

e Plan: Choose which Lesson Plan you want to work with. Only one plan can be viewed at a time.
e Subject: Choose All Subjects or one particular subject within the selected Lesson Plan
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e Course: Choose All Courses or one particular course within the selected Lesson Plan
e Filter: There are three options.

o0 Un-Used will show all the lesson plan items which have not yet been used to create assignments.
This is the default setting.

o Used will show you all the lesson plan items that have already been used to create assignments.
Each of these items will also show you the Date Due for the last assignment created from that
item. Used items can be reused as many times as you like. You can reset the lesson plan item
status from Used to Un-used at any time.

o Both will show both used and un-used items for the selected Lesson Plan.

The Search Field

You can search among your Lesson Plan items within the parameters of your drop down settings. Search
text will compare against Subject; Course; Activity; Resource; Page/Lesson/Chapter; Topic; Directions
and Notes fields. Hidden fields will be included in the search parameters.

The “Used” and “On” Columns

While all the other columns in the Lesson Plan grid come directly from the Lesson Plan Add/Edit window,
the “Used” and “On” columns contain a checkmark and date respectively which are automatically entered
when the Lesson Plan item is used to create an assignment (see below). This field can be edited in the
grid only when there is already a date showing.

Grouping and Sorting

Just as in the Assignment grid, you may choose to group and sort the displayed information in the Lesson
Plan grid according to any column heading. For full details please see the Using the Grids section.

Sequence Numbers

Sequence numbers set the order of the items in the Lesson Plans grid. It allows you to put Plan items in
the order you intend to accomplish them. You can set/reset sequence numbers to fit your preferences.
You can reorder sequence numbers as necessary. You can have more than one item with the same
sequence number to indicate items that should be assigned on the same date.

Gaps in sequence numbers will not create “skips” in dates when submitting Lesson Plan items to the
assignment grid. Only the ordinal pattern is followed, from lowest to highest, in the Lesson Plan items
selected for submitting to the Assignment Grid.

You can use the sequence numbers in whatever way works best for you. Some Homeschool Tracker
Plus users like to set Sequence numbers to mirror the week of school they are in and have the last digit
mirror the day of that week. For instance, a sequence number of 11 would signify Week 1; Day 1; while a
sequence number of 124 would signify Week 12; Day 4.
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Creating a Lesson Plan

The Lesson Plan Name

Before you can add a lesson plan item, you need to create a Lesson Plan name. A plan nhame can be the
name of a Resource, Unit Study, Student, year, etc... For example: Susie — 4th Grade, Algebra II, Unit
Study — Egypt, The History of US, 2nd Grade Science, etc.

Plan names will be listed in alphanumeric order — so you might choose to put the grade level at the start
of each so that you can easily find what you're looking for. The bottom line is that the name of the Lesson
Plan is only for your use so you should call it something that makes sense to you.

You can add a Lesson Plan Name in the Maintenance: Lesson Plan Names grid, or directly into the
Lesson Add Item window. If you have a number of plan names to enter, the Maintenance list is the best
place to do so.

Along with a name for your Lesson Plan, you can add specific Plan Objectives and/or Default Goals. The
Objectives area is a free text area which you can use in any way that you choose, such as a brief outline
of what will be included in the Lesson Plan. Plan Objectives can be printed out in the Lesson Plan report.

Default Goals are goals which will be attached to all items created in that Lesson Plan, and subsequently
attached to all Assignments created from those items. You may attach additional goals to any individual
Lesson Plan items as well.

Adding a Lesson Plan Name

You may choose from any of the three ways listed below to create your Lesson Plan Names.
Option 1:

1. Click on the Maintenance tab, then the Other tab and choose Lesson Plan Names from the drop
down list.

e . A

File MNew Tools Database Help
Main Menu | Student I Teacher | Maintenance | Reports |
Library I Resources | School Info | Students | Subjects/Courses | Years/Terms | Other |

Select Table to Edit: [Lesson Plan Mames V] Filter: [Acti\re v] [ Add

|Le.s&on Plan Name | Archive | »
ADP Lifepac

Art
Composers/Music
Cooking

Egypt Unit Study
Geography
Grammar Workbook

B

Figure 88 - Lesson Plan Names Maintenance Grid

2. Click ADD.
3. Enter the Plan name.
4. You can enter a description or objectives for the Lesson Plan if you like.
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Option 2:

1.

No gakrow

Click the Choose Goals link to add Goals which will be
tied to all items created in the Lesson Plan.

Click Save

Repeat as necessary. These items will now be
available to you in the Plan drop down list on the
Lesson grid.

Flan Name: |

Plan Objectives:

Default Goals:  Choose Goals

Click on the Teacher tab and then the Lesson Plans

tab.

Tab or click into the Plan drop down list in the Lesson Plan grid

header area. This will highlight the displayed Lesson Plan Name.

Type in your new Lesson Plan Name.

Press Tab.

Homeschool Tracker Plus will ask you if you wish to add the new item

Click YES to accept the new Plan Name.

The new Lesson Plan Name will now appear in the Plan drop down list field. It will also appear in the
Maintenance: Other: Lesson Plan Names list and it will be available in all other Lesson Plan Name
drop down lists.

Figure 89 - Add Lesson Plan Name

Option 3:

e

Click on the Teacher tab and then the Lesson Plans tab.

Click the button with the pencil icon to the right of the Plan drop down field and choose Add New...
Enter the name of the new Lesson Plan Name in the Activity Add/Edit window.

Click SAVE to keep the new Lesson Plan Name.

The new Lesson Plan Name will now appear in the Plan drop down list field. It will also appear in the
Maintenance: Other: Lesson Plan Names list and it will be available in all other Lesson Plan Name
drop down lists.

Adding a Lesson Plan Item

There are four ways to bring up the Add/Edit Lesson window:

Click the Add button at the top of the Lesson Plan grid.

Press the F10 key

Right-click in the grid and choose Add New...

Click on New in the Homeschool Tracker Plus Menu bar; then Lesson Plan Item...

See Anatomy of a Lesson Plan Item, above, for a description of each field.

The drop down lists will be filled with the default entries. The Plan field entry will be taken from the
selected Plan you are viewing. Fill in each field as desired. The only required fields are: Plan; Subject;
Activity and Sequence Number

Click ‘Save & Close’ to add the Lesson Plan Item to the grid.
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Editing Lesson Plan Items

You may edit any part of any Lesson Plan Item. Some fields can be edited directly in the grid. To make a
change to a field filled by a drop-down list, you'll need to double-click on the lesson plan item to open up
the Edit window. Make your changes and click the Save button.

Editing in the Grid

1. A number of fields can be edited directly in the grid. These include: Sequence; Order; Custom; Topic;
Page/Lesson/Chapter; Points Possible; Time Spent; Sessions; Directions; Notes; Used; On; and
Days. Please note: The “On” Date Field can only be edited in the grid if there is already a date
showing.

2. To edit any of these fields, click once in the field.

Make your changes.

4. To keep your changes, click the SAVE button in the Lesson Plan grid filter panel, or click on another
item in the grid.

5. To cancel your changes, press the escape key on your keyboard before moving away from the field.

w

Editing a Single Lesson Plan Item
You can open the Edit window for any Lesson Plan Item to edit all or part of the information it contains.

1. Double-click on the item you wish to edit; or right-click over the item and select Edit from the context
menu.

2. Make any changes you wish. This will change this Lesson Plan Item only. It will not change any
assignments that have already been created from this Lesson Plan entry.

3. Click ‘Save & Close’ to apply your changes; click Cancel to exit without saving.

Previous/Next Buttons

If you've elected to open the Edit window to make changes to a Lesson Plan item you can move to the
next or previous item displayed in the grid using the Previous and Next icons in the top right of the
window.

Ttem 241666 TE .. oy
Previous/Next Icons —p 2 @

Plan: m v 7 Points Possible: 1.00

Figure 90 - Edit Lesson Plan: Previous/Next Buttons

1. Make your changes to the Lesson Plan item.
2. Click Save to commit your changes.
3. Then click the Previous or Next icon to move to the next item as displayed in the grid.

Group Edit

You can edit almost any field in two or more Lesson Plan items at a time using the Homeschool Tracker
Plus Group Edit feature.

1. Use the Lesson Plan grid filters to display the items you wish to edit.
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2. Use Shift-click or Ctrl-click to select the items you wish to edit.
3. Right-click over the selection and choose Edit. The Group Lesson Edit window will appear.

[ Plan: Composers/Music
Choose Goals

[ Subject: _Music
[T Course:
[T Activity:

[7] Resource:

MTHRY - Theory

Practice

Master Theory Intermediate Theory
[[] Location: Home
[ Order:

[ Custom:

[ Attachments:

] Supplies:

View/Edit Attachments
View/Edit Supplies

[] Directions: (displays on student assignment reports)

=X
[ Poss:

[ Time Spent: 0fz 00

[ Sessions: 0.00

[ Topic:
[ # of Days: 1

= Alow Reschedule

The Key Signature

[] Mates (displays only on Assignments: Combined format repart):

s

Figure 91 - Group Edit Lesson Plan Items Window

4. Put a check next to each field you want to change for the selected group of items. As you check

them, the fields will become enabled.

5. Make a new selection for each checked field.
6. Click Save to keep your changes; click Cancel to exit without saving. Remember, whatever choices

you make here will be assigned to all the items you have highlighted.

Creating Multiple Lesson Plan Items

Creating Lesson Plan Items with the Copy

Function

Supplemental video available on this topic

1. Toview the Lesson Plans grid, click on the Teacher tab, and

then the Lesson Plans tab.

2. If you have already set up your Lesson Plan Names, you can
choose the plan you want to view from the Plan drop down list.
3. Click Add or press F10 to open the Add/Edit Lesson window;

or click on an existing item.

4. If you enter a Topic here, it will be copied to all items created
from this entry. If your Topic will vary per lesson, leave this
field blank. You will be able to edit the Topic field directly in

——
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Copy Lesson Plan Item

() Auto-Increment Page/Lesson/Chapter

Example:

Sequence Number
Start On: 9

new items

") Same Page/Lesson/Chapter for Each Copy

Increment By: |1 =

| Do not use sequence numbers with the
' same plan, subject, course, and resource

Check this box if you wish to have the links to
[¥] attachments from the original item copied to the

[Begin Copy ] ‘

Figure 92 - Lesson Plan Copy Item Window

—t


http://www.homeschooltracker.com/support_plus_videos.aspx

the Plan grid, or via the Group Edit feature.

5. Leave the Sequence Number field blank.

6. If you enter Directions and/or Notes, they will be copied to all items created from this entry. You will
be able to edit these fields directly in the Plan grid.

7. Click COPY. The Copy Lesson Plan Iltem window will appear.

Choose what type of copies you wish to make:

9. Same Page/Lesson/Chapter — for this option you can have the same text, or no text at all, appear in
the Page/Lesson/Chapter field of each copy created

10. Auto-Increment Page/Lesson/Chapter — using this option allows you to have Tracker automatically
increase the Page, Lesson, or Chapter information for each successive copy created. You create a 1-
level (Pages 3-5; Pages 6-8; etc.); 2-level (Lesson 1 Part A; Lesson 1 Part B, etc.); or 3-level
(Chapter 1: Section 1.1; Chapter 1: Section 1.2, etc.) increment.

©

Same Page/Lesson/Chapter for Each Copy

1. When you select this option you will be shown a £oge/Lesson/Cheptey Tor ORic =
window which will receive the “Page/Lesson/Chapter” UEd= Read the nied chapter
text for all assignments in this series. Type in the text .
! . Number of Copies: 5
you want to use. You can leave the Text field blank if
you prefer.
2. Choose the number of copies you wish to make. [ ok J[ Concel
3. Click OK. The text you have entered will appear in L
the Example box of the Copy window. See Setting Figure 93 - Lesson Plan Copy:
Sequence Number and Completing Copy Process to Same PLC Text Options
continue.

Auto-Increment Page/Lesson/Chapter

The second option allows you to set an incrementing pattern for pages, lessons numbers or chapters for
the duration of the series. You can set up one,

two or three levels of incrementing. (oo O ==
. . Number of Parts: (1 2
Creating a 1-Level increment e
First Part
. . . () Use Letters @ Use Numbers
® A One-level Increment mlght be' Page(S) 1- Leading Text Start With  Increment  End With Leading Zeros
5; Page(s) 6-10; Page(s) 11-15; etc. or 1 2 E 30 o
Chapter 1; Chapter 2; Chapter 3; etc.
1. To create this type of increment, choose the
“Auto-Increment Page/Lesson/Chapter”
option in the Assignment copy window. Set
the Number of Parts spinner to “1” A
2. Choose whether you'd like to use letters or |l
numbers in your increment label. The I
default option .IS set to use numbers. Sy S
3. Set your Leading Text from the drop down I
list. Choose from one of the preset options || [ ok |[ cancel |
or chose Custom and enter your own text. L =
Figure 94 - Lesson Plan Copy - Auto-Increment - 1-Part
[ g )
\ )



In the Start with box, enter the first page, lesson or chapter number you will be assigning.
The increment field allows you to specify how many units pass by before the beginning of the next

assignment. For example, if each assignment in a workbook is two pages long, a new assignment
would start on every second page and you'd set the increment to 2.

In the End With field, enter the last page, lesson or chapter to be included in this assignment series.

For example, if the last page in our workbook is page 30, we would enter 30 in the End With box.

The “Leading Zeros” option defaults to zero. You can add up to three leading zeros to the First part of

your increment. The purpose of this field is to allow you to sort an assignment list by the
Page/Lesson/Chapter field and keep your items in order. Because sorting is an alphanumeric
function, without leading zeros, sorting by the Page/Lesson/Chapter field for assignments ranging
from Lesson 1-10 will result in Lesson 1; Lesson 10; Lesson 2; Lesson 3. With the leading zeros in
use, the list would instead order as lesson 01; lesson 02; lesson 03; lesson 04; through lesson 10.
The zeros are only added until there is a non-zero entry in the tens place (or the hundreds place
when using 2 leading zeros; or the thousands place when using 3 leading zeros).

The Trailing Text option at the bottom of the window allows you to add a message to the

Page/Lesson/Chapter information. For example, in a Math assignment series, you might choose to
assign on the odd or only the even numbered problems. You may choose one of these options from
the drop down list, or choose Custom to enter your own trailing text. Or you may leave this option set

as (none).

Indicate if you wish to “show ending page range”. In our example we are assigning two pages at a

time so checking this box will display that the assignment covers pages 1-2. If we uncheck the box,
each assignment will show just the starting page number for that assignment.

10.

The Example window at the bottom of the copy options window shows you what the

Page/Lesson/Chapter field will look like for the first assignment created.

11.
Completing Copy Process to continue.

Creating a 2-Level Increment

Press OK to set the pattern, or Cancel to exit the copy window. See Setting Sequence Number and

A 2-level increment might be: Lesson 1-A; Lesson 1-B; Lesson 1-C; Lesson 2-A; Lesson 2-B, etc. or

Chapter 1.1; Chapter 1.2; Chapter 2.1; Chapter 2.2, etc.

To create this type of increment, we’ll use the
First Part and Second Part sections of the
Page/Lesson/Chapter Text Options window.
Set the Number of Parts spinner to “2”

In the First Part section, we'll fill out the fields
as we did for the one-level increment. We'll
again choose to use numbers in the First Part.
We'll set the Leading Text to Lesson. For five
lessons, we’'ll set the Start With field to 1,
increment by 1 and set the End With field to 5.
Now we’ll enter the 2nd part of the pattern. For
our example, we want to create assignments
that display Lesson 1-A, etc. so we will choose
to use Letters. For the separator, we'll use the
Dash. Please note, however, that you can
choose from the drop down list to use a color,
comma, dot or space or you can choose the
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Page/Lessan/Chapter Text Options — &4
Number of Parts: 2
First Part
Use Letters @ Use Numbers
Leading Text Start With  Increment End With Leading Zeros
|Lesson -| 1 1 2 5 0
| Second Part (Ex: The "A" in Lesson 1.A)
@ Use Letters Use Numbers
Separator Start With  Increment End With
A 1 C

|Dash

-

=| [¥] show Ending Page Range

Example: Lesson 1-A f 0K ] Cancel ]

—— —

Trailing Text: '(n one)

Figure 95 - Lesson Plan Copy - Auto-Increment - 2-part
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custom option to create your own separator, or even use words in addition, such as “— Section” to
indicate Lesson 1 — Section A. Right now, we'll just use the Dash.

In the Start With, enter the first letter of the first section — A

We'll leave the increment at 1

Each of our lessons had 3 sections so we end with C.

Again, we can add Trailing Text if needed.

The “Show Ending Page Range” has no effect on our choice this time as we have incremented by 1.
The “Show Ending Page Range” option only affects the range of the last “part” in use — in this case
the second part.

9. The Example window at the bottom of the copy options window shows you what the
Page/Lesson/Chapter field will look like for the first assignment created.

Press OK to set the pattern, or Cancel to exit the copy window. See Setting Sequence Number and
Completing Copy Process to continue.

© N oA

10.

Creating a 3-Level Auto-Increment

e A 3-level auto-increment might be: Chapter 1-Section 1.1. Chapter 1-Section 1.2, Chapter 1-Section
2.1. Chapter 1-Section 2.2, Chapter 1-Section 3.1. Chapter 1-Section 3.2. Chapter 2-Section 1.1. etc.

1. To create this type of increment, we’ll

) - Page/Lesson/Chapter Text Options ‘_ M
use the First, Second and Third Part ) o
. Numb f Parts: 3 =
sections of the Page/Lesson/Chapter pmererans =
Text Options window. Set the Number e
Of Parts s inner tO “3” ) Use Letters @ Use Numbers
. p i ) . Leading Text Start With  Increment  End With Leading Zeros
2. Inthe First Part section, we’ll fill out the Chapter = 1 1B 4 s
fields as we did before, choosing to use ;
, . Second Part (Ex: The "A" in Lesson 1.A)
numbers. We'll set the Leading Text to e
Chapter. For four chapters, we’ll set the Separator Start With  Increment End With  Leading Zeros
Start With field to 1, increment by 1 and custom... _+] i LE 3. o B
set the End With field to 4. Third Part (Ex: The "9" in Lesson 1.A.9)
3. Now check the box to enable the || © useletters @ Use Numbers
Second Part in the options window. For Ll Separator Start With  Increment  End With Leading Zeros
’ Dot - 1 1 E 2 0 =
our example, we want to create i
assignments that display Chapter 1- I = .
? ) Trailing Text: |{none) - [¥] Show Ending Page Range
Section 1, etc. so we will choose to use
numbers. For the separator, we'll use @ Sem"D -

the Custom setting and type in “-
Section”.

4. In the Start With, enter the first number
of the first section — 1

5. Wel'll leave the increment at 1

L

- =

Figure 96 - Lesson Plan Copy - Auto-Increment - 3-part

6. Each of our lessons had 3 sections so we end with 3

7. To complete our settings, we’ll again choose to use Numbers. Our separator of choice is a dot and
we’ll start with 1; increment by 1; and end with 2

8. Again, we can add Trailing Text if needed.

9. The “Show Ending Page Range” has no effect on our choice this time as we have incremented by 1.

10. The Example window at the bottom of the copy options window shows you what the
Page/Lesson/Chapter field will look like for the first assignment created.
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11. Press OK to set the pattern, or Cancel to exit the copy window. See Setting Sequence Number and
Completing Copy Process to continue.

Setting Sequence Number and Completing Copy Process

1.

After setting your Same Page/Lesson/Chapter or Auto-Increment Page/Lesson/Chapter options you
will be returned to the Lesson Plan Copy

window.

Choose the Sequence number you want to start

on.

Set the increment. This sets the gap between
sequence numbers for your copied items.

If you have other items already in the Lesson
Plan and you do not want to double-book any of
the sequence numbers already in use, then
check the “Do not use...” box. This will create
your copies on sequence numbers that are not

7) Same Page/Lesson/Chapter for Each Copy

@ Auto-Increment Page/Lesson/Chapter

Example: Page(s) 1

Sequence Number

-

Start On: 4 Increment By: |1 =

already in use by items with same Lesson Plan ] Do not use sequence numbers with the

Name; Subject; Course; and Resource.

If there are attachments on the original lesson
plan item that you want to include in all the
copies, check the last box. If you have the
attachments option disabled, this message will

not appear.
Click Begin Copy

same plan, subject, course, and resource

Check this box if you wish to have the links to
attachments from the onginal item copied to the
new items

[Begin Copyl [ Cancel l

Figure 97 - Lesson Plan Copy Window

The Preview window will appear. This preview

shows you the newly created
items with a yellow background;
and any existing items in the
Lesson Plan with a lime
background. The preview will
include both used and un-used
items from the existing plan. Take
a moment to review the items for
placement within the Lesson
Plan. The new items can be
edited; the existing items cannot
be edited in this view.

You can edit the sequence
numbers in this view if you wish.
You can also edit the Order;
Group; Page/Lesson/Chapter;
Topic; Directions; Notes; # of
Days; Time Spent; Sessions and
Points Possible fields.

You can uncheck the OK box for
any of the newly created items to
prevent them from being added to
the Lesson Plan.

g |

" Confirm Lesson Plan ]mms—_:‘]
A Y [E & [ Checkal | [Uncheckal] | Greate || Cancel |
Seq| Order|Group |Goals |Aflach... |Subject Title | Course Title | Activity
=l Seq: 1-5item(s)
Jw 1 0 = Art Learning to Draw ; Assemble... ArtforKids:.. Rei
I 1 1} Art Learning to Draw : Drawing Bulfinchs... Chi
H 1 1] Art Learning to Draw :Drawing Drawing Textbook : Les—
)i | i 0 Art Learning to Draw : Drawing Bulfinch’s... Chi
| | i 0 Art Learning to Draw :Drawing Drawing Textbook i Les
=i Seq: 2-5 item(s)
i p s 0 *: Art Learning to Draw :Assemble... ArtforKids:.. Rei
H 2 o Art Learning to Draw : Drawing Bulfinch's Chi
o z 1} Art Learning to Draw :Drawing Drawing Textbook : Les I
| 2 0 Art Learning to Draw :Drawing Bulfinchs... Chi
H 2 0 Art Learning to Draw : Drawing Drawing Textbook i Les l
j Seq : 3 -4 item(s)
¥ 3 1} = Art Learning to Draw :Assemble... ArtforKids:.. Rei ||
| ! 0 Art Learning to Draw :Drawing Bulfinch’s... Chi
H 3 0 Art Learning to Draw :Drawing Bulfinch’s... chi |
H 3 1} Art Learning to Draw : Drawing Bulfinchs... Chi
=l Seq: 4-5item(s) |
v 4 1} i Art Learning to Draw :Assemble... ArtforKids:.. Rei
H 4 0 Art Learning to Draw :Drawing Bulfinchs... chi ||
| 4 1} Art Learning to Draw :Drawing Drawing Textbook : Les
| 4 1} Art Learning to Draw :Drawing Drawing Textbook i Les
| 4 o Art Learning to Draw : Drawing Bulfinchs...
ez v

Items in green represent existing Lesson Plan Items. They are provided here for your reference to see how the
new items you are creating will fit within the plan prior to accepting them.

Figure 98 - Lesson Plan Copy Preview w/Same PLC Text Options
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10. You can set which columns to display; the order in which columns are displayed and the grouping
and sorting settings for this table.

11. Click the Create button to add the new items to your Lesson Plan; click Cancel to exit without adding
the items.

Duplicating a Single Lesson Plan Item

1. Select the item you wish to copy.

Right-click over the item and choose Use As New.

3. Click OK on the Use as New message. A duplicate of the original item will appear in an Add/Edit
Lesson window.

4. Change any information as needed. You may place this copy in a different Lesson Plan by choosing a
new Lesson Plan Name from the Plan drop down list.

5. Click Save to keep your changes; click Cancel to exit without saving.

n

Lesson Plans with Tests at Regular Intervals

Supplemental video available on this topic

You may wish to create a Lesson Plan where tests or other evaluations are intermingled with daily
lessons at regular intervals. Math curricula are the most likely candidates. To do this you'll want to first
determine what the pattern is: how many lessons occur before the first test, and then how many lessons
between each successive test. Sometimes a pencil and paper can be helpful with this step.

1. Write out the Lessons in the order

you intend to assign them. Place the
Tests or other repeating items where 1 Lesson 1 15 Lesson 14 29 TEST #4
they belong in the list. 2 Lesson 2 16 Lesson 15 30 Lesson 26
2. Pace an ordinal number next to each 3 Lesson = 17 TEST &2 31 Lesson 27
item as show in the diagram 4 Lezson 4 18 Lezson 16 32 Lesson 28
3. These ordinal numbers will be the SHEEEEH S 19 Lesson 17 33 Leszon 29
Sequence numbers you use for the 6 Lesson & 20 Lesson 18 34 Lesson 30
Lesson Plan Items to be created. 7 Leszon 7 21 Lesson 19 35 TEST #5
4. Navigate to the Teacher tab, and 8 Leszon 8 22 Lesson 20
then the Lesson Plans tab. 9 |esson 9 23 TEST #3
5. Make sure the Lesson Plan you want 10 Leszon 10 24 Lesson 21
to work with is displayed in the Plan 11 TEST #1 25 Lezson 22
drop down box. If necessary, you can 12 Lesson 11 26 Lesson 23
create a new plan name by clicking 13 Lesson 12 27 Leszon 24
the pencil icon next to the drop down 14 Lesson 13 28 Leszon 25
and choosing Add New. Sample Lesson Plan YWorkshest
6. We'll start by adding the Tests to our

Lesson Plan.
e Click the Add button

Figure 99 - Lesson Plan Sample Worksheet

e Create a new Lesson Plan Item, selecting the Subject and Course you want. Set the Activity to
Test. Choose your Resource. You may also add Directions, Notes, Points Possible, etc. as

needed.

e Click the COPY button and the click the radio button for Auto-Increment Page/Lesson/Chapter.
e In Leading Text, choose Custom and type in Test
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Start with 1; increment by 1 and end with the highest number test — in our example that would be
5.

See the Example field at the bottom of the window to see what your Page/Lesson/Chapter text
will look like. Click OK

Trailing Text:

Show Ending Page Range

Figure 100 - Lesson Plan Copy - Example Text

In the Sequence number section, set the Start On number as the sequence number you've
assigned to the first Test. This would be Sequence number 11 in our example above.

Set the “Increment By” value by subtracting the number next to Test 1 (11) from the number next
to Test 2 (17) — in this case a 6.

Click Begin Copy to create all the test items. In the Preview window, review the sequence
numbers to make sure they match the ordinal numbers on your worksheet. Click Create to add
the items to your Lesson Plan. Click OK

Next, set up your Lessons that will go around the tests.

Set up an item for your lessons and click Copy

Fill out the Page/Lesson/Text options as needed

In the Sequence number section, set the Start On number to one and increment by one.

Check the box next to “Do not use sequence numbers with the same plan, subject, course, and
resource. This is an important step. Checking this box assures that you will not have booked a
test and a lesson on the same sequence number.

Click Begin Copy to create all the lessons.

The Preview window will show the new items to be created along with the existing items so you
can review the plan before committing to your changes. Click Create to add the new items to the
plan.

If your tests or other inserted items do not fall at regular intervals, you can still use this plan. Set up
the interval items first as above using the closest increment you can. Then manually adjust your
sequence numbers so all your interval items are properly spaced in the Lesson Plan. After that you
can enter the regular lessons around the existing items as noted above, remembering to check the
‘Do not use...” option.

Copy from Assignments

One of the benefits of the Lesson Plan is to be able to take assignments you have already created in the
Assignment grid and preserve them for later use in a Lesson Plan.

1.
2.

P w

Click on the Student tab and then the Assignments tab.
Set the drop down menus to isolate the items you wish to copy to s
the Lesson Plan.

Use Shift-click or Ctrl-click to select the items you wish to edit.
Right-click over the selection and choose Copy to Lesson Plan...

Choose the Lesson Plan Name from the drop down list, or click [ Coy J[ Canca | i
the pencil icon button and then click Add New... to add a new e

.
Copy To Lesson Plan Iﬁ

Math - Sawon 76 - [

Check this box if you wish to have the links to
[¥] attachments from the original item copied to the
new items

Figure 101 - Copy to
Lesson Plan Window
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10.

11.

Lesson Plan Name. The new name appears in the Copy to Lesson Plan window.

Click Copy to proceed; click Cancel to exit the process without copying items to the Lesson Plan.
When the COPY is successful you will see the Copy Complete message. Click OK.

Click on the Teacher tab, and then the Lesson Plans tab to view the Lesson Plan grid to organize the
items you just copied.

The items you copied will be displayed in the order they were entered in the Assignment grid, based
on their Date Due.

All the sequence numbers for the copied items will begin with 10,000. For each distinct Date Due, the
sequence number will be increased. The sequence numbers are set to this level so they do not
conflict with existing items

You may edit these items if desired.

The new items are assigned sequence numbers,
starting at 10,000.

When the Date Due of the copied assignments
are the same, they will have the same sequence

-] number. E I

Math MA?H Saxon % SAXT76 asswork wit... |5
Math MATH Saxon 76 SAX76 Classwork wit... |5
Math MATH Saxon 76 SAXTE Classwork wit... |5
Math MATH Saxon 76 SAXTE Classwork wit.. |5
Math MATH Saxon 76 SAX76 Classwaork wit... a
Math MATH Saxon 76 SAXTE Classwork wit... d
Math MATH Saxon 76 SAXTE Classwark wit... d
Math MATH Saxon 76 SAXTE Classwark wit...

Figure 102 - Lesson Plan View of Copied Assignments

Working with a Lesson Plan

Copying to a New Plan

This process allows you to copy items from one plan into another plan, while maintaining the integrity of
the original Lesson Plan

apr®dE

10.

To view the Lesson Plans grid click on the Teacher tab and the Lesson Plans tab.

Choose a Lesson Plan from the Plan drop down list.

Use Shift-click or ctrl-click to select the items you wish to copy to a different Lesson Plan.

Right-click over the selection and choose Copy....

Select a Lesson Plan from the Plan drop down list. You may click the pencil icon button to add a new

Lesson Plan name, or to edit the visible plan.

Choose whether you want any existing attachments to the selected items to be attached to the copies
made as well.

Click Copy.

To view the copied items in their new Plan, select the Plan name in the Plan drop down list at the top

of the Lesson Plan grid.

The copied items will retain all of their original information, including their original sequence numbers.
You can now edit the items as desired.

The original Lesson Plan items will remain in the original plan.
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Moving to a New Plan

If you wish to extract Lesson Plan Iltems from one plan and move them to another, use the Group Edit
feature to select a different Lesson Plan Name.

To view the Lesson Plans grid click on the Teacher tab and the Lesson Plans tab.
Choose a Lesson Plan from the Plan drop down list.

Use Shift-click or ctrl-click to select the items you wish to copy to a different Lesson Plan.
Right-click over the selection and choose Edit.

Put a check next to Plan in the Group Edit window.

apr0dE

Plan: ftere [T] Poss:

[ Goals: Choose Goals 7] Time Spert:

[ Subject: Math 2| [T] Sessions:

[[] Course: ATH - 4th Grade L .: [ Topic:

[ Activity: Section | [ #of Days: 1
[ Resource: AOP Lfepac Il ]

[ Location: Home

[ Onder:

[T Custom: Unit 4

[C] Attachments:  View/Edit Attachments

[[] Supplies: View/Edit Supplies

[] Directions: {displays on student assignment reparts) [] Notes {displays only on Assignments: Combined format repart):

-

Figure 103 - Lesson Plan: Moving to a New Plan

6. Select a new Lesson Plan Name from the drop down list or add a new plan name using the
techniques outlined above.
7. Click SAVE to move the selected items to the new plan.

Resetting Used Status

The Lesson Plan filter drop down list has three settings: “Used”, “Un-Used” and “Both”. This controls
which items you see in the grid. When you add an item to a Lesson Plan its status is always set to “Un-
Used”. The Use box will be unchecked and the “On” field will be empty.

As you submit items to the Assignment grid, the status of the item is automatically set to “Used”, and the
“On” field is filled with the Date Due attributed to the created Assignment. If you have your filter set to
show Un-Used items only, the “Used” items will be removed from the grid view as soon as you finish the
Submit process, although they are still part of the Lesson Plan.
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This feature allows you to manually set the status of one or more items, marking them either as “Used” or
“Un-Used

I = -
|\ "% Homeschaol Tracker P @M

File MNew Tools Database Help |

Main Menu | Student | Teacher | Maintenance | Reports |
Goals | Journal | Lesson Plans | LP Schedules | Weekly Planner |
E-3¢ - 9 Plan: Composers/Music - “TJ’ 5z

Subject; All Subjects -
Cae:

Un-Usad =
Drag a colui Bath oup by that column. —I

Figure 104 - Lesson Plan: Resetting Used Status

1. Use Shift-click or Ctrl-click to select the items you want to change status for.
2. Right-click over the selection and choose an action from the context menu.
e Mark as ‘Used’: Enters a check in the Used box and Today’s Date in the On column.

e Mark as ‘Un-Used’: Removes the check from the Used box and the date from the On column.
3. You may reset the status of Lesson Plan items at any time.

Changing Sequence Numbers

Supplemental video available on this topic

A sequence number represents a day of school work. The items that you want to accomplish on the first
day you use a Lesson Plan will all get a sequence number of 1; the items to be done on the second day
that you use the plan will get a sequence number of 2. It does not matter if the actual dates on which the
work is done are sequential or not. Days 1 and 2 could be Monday and Tuesday in the same week; or
September 1 and October 1; whatever meets your needs for the area of study.

)
Sometimes you may find it helpful to Change e son e oG (sl
resequence the items in a Lesson Plan yOU'Ve Choose options for the new sequence numbers
created or imported. Homeschool Tracker
Plus gives you an easy way to accomplish this
task. Perhaps you decided to omit certain
items from your original Lesson Plan. After | ©) Reset sequence numbers : f ert By: |1
you delete them you can use this feature to
reorder the items that come after to remove
any sequence number gaps. This is not
required, but for those of us who like things ]
neat and orderly the ability to renumber is S e s

crucial! () All items with a sequence number greater than or equal to:

@ Increase sequence numbers by: 1 *

() Decrease sequence numbers by: 1

() Make it fit t 1 : 1

Choose which items will receive the new sequence numbers

Of course, if you wish, you can simply type a
new sequence number directly into the grid.

Figure 105 — Lesson Plan:
Change Sequence Numbers Window
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However, if you have a large number of items to change, that process can become tedious very quickly.

The options outlined here also allow you to create gaps in your existing sequence numbers to give you
room to add more items in between your existing items, if needed.

Increase Sequence Numbers

el N =

6.

This is a great option to use when you want to create a “hole” in your sequence numbers so you can
add intervening items into the Lesson Plan.

Select one or more items in the Lesson Plan using shift-click or ctrl-click to highlight the items

Right-click over the selection and choose Change Sequence Numbers

The “Increase Sequence numbers by” will be selected

Enter the value you want to add to each of the existing sequence numbers. For instance, if you enter

1 and your existing sequence numbers are 1, 2, 3; the changed/increased sequence numbers will be

2,3,4

In the lower half of the window, you need to choose which items you want to change.

e The first selection will cause Homeschool Tracker Plus to change only the items you have
highlighted in the grid

e The second selection will cause Homeschool Tracker Plus to change all items with a sequence
number equal to or higher than the number indicated. This will default to the sequence number of
your first selected item. You can change that value if you wish. This allows you to select just one
row and have the changes applied to that item and all that follow — without having to select them
first.

Click OK to make the changes.

Decrease Sequence Numbers

PoODdE

Select one or more items in the Lesson Plan using shift-click or ctrl-click to highlight the items

Right-click over the selection and choose Change Sequence Numbers

Choose the “Decrease sequence numbers by” option

Enter the value you want to subtract to each of the existing sequence numbers. For instance, if you

enter 1 and your existing sequence numbers are 1, 2, and 3; the changed/increased sequence

numbers will be 0, 1, and 2. If necessary, Homeschool Tracker Plus will assign negative numbers to

the sequence field in order to meet your specifications.

In the lower half of the window, you need to choose which items you want to change.

e The first selection will cause Homeschool Tracker Plus to change only the items you have
highlighted in the grid

e The second selection will cause Homeschool Tracker Plus to change all items with a sequence
number equal to or higher than the number indicated. This will default to the sequence number of
your first selected item. You can change that value if you wish. This allows you to select just one
row and have the changes applied to that item and all that follow — without having to select them
first.

Click OK to make the changes.
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Reset Sequence Numbers

AR

7.

Rather than just increase or decrease existing sequence numbers, the Reset option allows you to set
a specific starting sequence number as well as the increment between successive sequence
numbers.

Select one or more items in the Lesson Plan using shift-click or ctrl-click to highlight the items

Right-click over the selection and choose Change Sequence Numbers

Choose the “Reset Sequence numbers” option

Enter the sequence number you want to start with

Enter the increment for each successive number assigned. For example, if you enter a starting

number of 5 and an increment of 4, the resulting sequence numbers will be 5, 9, 13, 17, etc. until your

series is complete.

In the lower half of the window, you need to choose which items you want to change.

e The first selection will cause Homeschool Tracker Plus to change only the items you have
highlighted in the grid

e The second selection will cause Homeschool Tracker Plus to change all items with a sequence
number equal to or higher than the number indicated. This will default to the sequence number of
your first selected item. You can change that value if you wish. This allows you to select just one
row and have the changes applied to that item and all that follow — without having to select them
first.

Click OK to make the changes.

Make it fit

apr0dE

Sometimes you may find it necessary to alter your existing lesson plan to get more work done in
fewer days. The “Make it Fit” option helps you do that.

If you're going to use this option, you might want to first COPY the lesson plan items into a new plan
so that your original plan remains intact — but that is up to you. See Working with a Lesson Plan:
Copying to a New Plan, above, for instructions on that procedure.

Once you have the items in the plan you want to work with:

Select one or more items in the Lesson Plan using shift-click or ctrl-click to highlight the items

Right-click over the selection and choose Change Sequence Numbers

Choose the “Make it Fit" option

Enter the sequence number you want to start with

Enter the number of days.

e The number you enter here will be the highest sequence number used in the process. Each
sequence number will be used between your “Start With” and “number of Days” value.

e Your Number of days must be equal to or less than the total number of items in the Lesson Plan
that you want to resequence. Since a gap between sequence numbers has no meaning in the
Lesson Plan Submit process, you cannot create gaps with the “Make it Fit” tool.

e For example, if you are working with 15 items and you choose to Start With 1 and set your
number of days to 3; Tracker will resequence the selected 15 items, putting 5 items as Seq 1; 5
items as Seq 2; and the last 5 items as Seq 3.

e The overall original order of your items will be maintained as the items are split up.

In the lower half of the window, you need to choose which items you want to change.
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e The first selection will cause Homeschool Tracker Plus to compress only the items you have
highlighted in the grid

e The second selection will cause Homeschool Tracker Plus to change all items with a sequence
number equal to or higher than the number indicated. This will default to the sequence number of
your first selected item. You can change that value if you wish. This allows you to select just one
row and have the changes applied to that item and all that follow — without having to select them
first.

If you have several items on the same sequence number and you want to change your Lesson Plan

so that each item has a distinct sequence, you can use this option to accomplish that. Choose a Start

With value of 1 and have the number of days equal to the number of items in the plan.

Submitting Lesson Plan Items to the Assignment Grid

All Lesson Plan Items will eventually become Assignments. You can submit items one at a time, or in
groups. There are two methods for submitting these items: Submitting according to an LP Schedule and
submitting according to days and times you indicate during the submission process.

Nooo,rwbdE

© ©

10.

11.
12.

13.

To view the Lesson Plans grid, click on the Teacher tab and then the Lesson Plans tab.

Choose a Lesson Plan from the Plan drop down list.

Set the Subject drop down list as desired

Set the Course drop down list as desired.

Set the Filter drop down to “Un-Used”, “Used” or “Both”.

Use Shift-click or Ctrl-click to highlight the items you want to submit to the Assignment grid.

Click the Submit button at the top of the grid, or right-click over the selection and choose “Submit to
Assignment Grid”.

The Submit Lessons to Assignment Grid window will open.

Enter a Starting date. This is the first Date Given/Date Due you want for the assignments created.
The default date is determined by your settings in Tools: Options: Assignments.

Lesson Plan items with a “# of Days” value greater than 1 will be created with the appropriate number
of days between Date Given and Date Due.

Select the student(s) who will receive the lessons in their Assignment grids.

Choose which days you'd like Homeschool Tracker Plus to skip over when creating assignments:
Scheduled Holidays; Absent; and/or Non-School days.

Continue by selecting your submission method — outlined below.
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File Mew Tools Database Help
Main Menu | Student | Teacher | Maintenance | Reports |
Goals | Joumal | Lesson Plans | LP Schedules | \nleekly Planner |
A ¥ [ &) Pan: Composers/Music v [ Add ] | Save | [ Submit
C
Came:
‘Subject Title 2
Plan |  Seq Or... Group | Goals | Attachm... |Subject Title | Subj |Course Title | Course | Activity
=| Subject Title : Music - 32 item(s)
Composers/M.. | 1] of ~ IMusic [music  ITheon MTHRY | Practice
Composers/M... 1 i] Add Mew MUSHIST |Reading
Composers/M... 2 0 ; MUSHIST |Reading
Composers/M... 3 [1} Edit MTHRY Practice
Composers/M... 4 1} Delete MTHRY Practice
Composers/M... 5 a e A N MTHRY Practice
Composers/M... 6 1] MTHRY Review
Composers/M... T 1 Change Sequence Numbers MTHRY Practice
Composers/M... g3 1] Mark as ‘Used" MTHRY Review
Composers/M... El 0 Mark 25 'Un-Used' MTHRY Practice
Composers/M... 10 1} ity LISt MTHRY Review
Composers/M... 11 0 N Submit to Assignment Grid | MTHRY Practice
Composers/M... 12 1] usic MOSTC Theory MTHRY Practice
Composers/M... 13 0 Music MUSIC Theary MTHRY Review w
Composers/M... 14 1} Music MUSIC Theory MTHRY Practice
Composers/M... 15 0 Music MUSIC Theory MTHRY Practice -
4 | »
——————————— T ————— = — — —— J

Figure 106 - Lesson Plan Submit to Assignment Grid

o reme g S =

Starting date for first assignment Day options

January 12,2009 £k @ Use LP schedules

) Use the following days and times

Choose students to receive new items
@ Selected Days Every Other Day

Ef;"nrge |[Os v @ IwEr @F Os |

[] Speedy [Os @M U1 IWMER @F OS]
Samantha
[] Talitha [] Has Time
[] Thomas

start: [12:00 AM | End: [12:00 AM

Do you want to skip over special days? [ lseccas cicaly gver lj i
Skip Scheduled Holidays
Skip Absent Days
Skip Non-School Days

Make next Date Given dependent on the
previous Date Due used

Check this box if you wish to have the links to attachments from the
original item copied to the new items

[ Preview ” Cancel

Figure 107 - Submit Lessons Option Window




Method 1 - Use LP Schedules

Supplemental video available on this topic

When you submit items from the Lesson Plan, you can choose

Choose Schedules ﬁ1
to use a pre-defined schedule to control how the items are —
placed in the Assignment grid. Homeschool Tracker Plus will Katie [kete-Tem1 ]
look for an item on the selected schedule that most closely George: [George's Schedue v
matches the selected Lesson Plan item in Subject, Course and Shindotha: [hsowa ]
Activity. See “LP Schedule”, above.
1. Inthe Submit Lessons to Assignment Grid window choose
“Use LP Schedules”
2. Click Preview.
3. Select a schedule to attribute to each student. These |
Schedule selections will be maintained until you change I |
them. You may choose a different schedule for each student
selected, or you may choose the same schedule for one or |
more of students. |
4, C!ick OK to continue to the Confirm Lesson Assignments [ ==
window. L )
5. See The Preview Window, below to continue. Figure 108 - Submit Using LP Schedules

Method 2 - Use the following days and times

Supplemental video available on this topic

You may not want to set up LP Schedules. Or perhaps you want to manually set days and times for a
specific set of Lesson Plan Items for whatever reason. In that case, the “Use the following days and
times” submit option to give you more flexibility in the booking of your assignments from a Lesson Plan.

1. Choose “Use the following days and times”. The lower options of the window will be enabled.
2. Choose the days of the week for this submission.
e Selected days
e All school days will be checked by default.
e Check/uncheck days as desired.
o 2 Wk.

e This allows you to set up a 2-wk pattern, such as MWF for week 1; T/TH for week 2; or any
pattern that meets your needs.

e The second set of days will be enabled.

e All school days will be checked by default.

e Check/uncheck days as desired.

e The submit process will begin with the first week selections, proceed to the second week
selections and then repeat the process with the first week until all selected Lesson Plan items
have been submitted.

e The Starting Date will be applied to the first week of dates. If that date is beyond the last day
of the week selected then the second week will be used first. For instance if the first day
selected in the week 1 is Friday and your Staring On date is a Saturday, then the 2-week
pattern will begin with week 2.
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e Every Other Day
e All days will be disabled.
e Homeschool Tracker Plus will assign items on Every Other Day beginning with the Starting
On date entered above, and skipping over Holidays, Absent and Non-School days as you
have selected.

_ —— .
Submit Lessens to Assignment Grid - Iﬁ
e e 3
Starting date for first assignment Day options
January 12, 2009 B~ ) Use LP schedules

’ : @ Use the following days and times
Choose students to receive new items g ALl

ZEE @ Selected Days © 2 Wk () Every Other Day
B [Os ©m @t GwER GF |
[] Jean
[[] Speedy | |
[¥] Samantha
[[] Talitha [] Has Time
[] Thomas
12:00 AM % 12:00 AM
: - [] Spread evenly aver 0| days
Do you want to skip over special days? S % E

[¥] Skip Scheduled Holidays

Make next Date Given dependent on the

[v] Skip Absent Days ] previous Date Due used

[¥] Skip Non-School Days

@ Check this box if you wish to have the links to attachments from the
2 original item copied to the new items

[ Preview H Cancel ]

3 ——

Figure 109 - Submit with 'Use the following days and times'

Has Time: If you have enabled the start/end times option, you can set specific Start/End times for

your created assignments. Uncheck the box if you do not wish to assign times.

Spread evenly over __ days: use this option if you want to spread or compress the selected Lesson

Plan items evenly over the number of days you specify. If you choose this option, the Lesson Plan

items will be kept in order based on their sequence number and order field entry. However, items with

the same sequence number may not be on the same date.

e For example: You have selected 6 Lesson Plan items with sequence numbers from 1 through 6.
Without the “spread evenly” option, your items will be placed one on each of the first 6 available
school days.

e If you enter 3 in the “spread evenly” box. Those six items will be doubled up — 2 items on each of
3 school days — in order to spread them evenly across the options you've set.

e If you choose to enter 12 in the “spread evenly” box, one item will be placed on every other day

o If the items cannot be divided up evenly, Homeschool Tracker Plus will distribute them as close
to evenly as possible over the number of days indicated.

e Please note that the value you enter for “spread evenly” is the number of school days, not
calendar days.

e This option will also work for a Lesson Plan where ALL the items have the exact same sequence
number. So if you have 30 items in your Lesson Plan and they all have a sequence number value
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5.
6.

of 0 or 1, you can use the “spread evenly” option to have the resulting assignments automatically
spread over the specified number of days.

Click PREVIEW to continue to the Confirm Lesson Assignments window.

See The Preview Window below to continue.

The Preview Window

1.

2.

You may use the Choose Columns icon to select which columns to display and in what order to
display them. You can also choose to group and sort the Preview window in any way you like.
Homeschool Tracker Plus will remember your settings.

You may edit the following items directly in this grid: Order; Page/Lesson/Chapter; Topic; Date Given;
Date Due; Start Time; End Time; Points Possible; Time Spent; Sessions; Directions; and Notes

If you are using Student colors, the items in the Preview window will display in those colors for easy
identification.

' ™

A Y E @ [ CheckAl | [Uncheck Al | [ Submit | [ Cancel |

Number of items selected to submit: 38

B
ok | s . |Page Lesson.. |Supplies |Subject | course i

=| Date Due : Friday, Sep 2, 2011 - 2 item(s)
i v iKatie Monday, Aug 22, 2011

i Friday, Sep 2, 2011 iPage 12-13 :Language Arts

=| Date Due : Thursday, Sep 15, 2011 - 2 item(s)
{Katie | Saturday, Sep 3, 2011 { Thursday, Sep 15, 2011

iPage 14

LanguageArts

=l Date ue 5 Wenesday, Sep 28,2011-2 item{s)
i ¥ [Katie :Friday, Sep 16,2011 | Wednesday, Sep 28, 2011

iPage 15 i Language Arts

Figure 110 - Lesson Plan Submit Preview Window

When creating these Assignments, Homeschool Tracker Plus performs a check for duplicate

Assignments already created for the student in the Assignment grid.

e |tems that have the exact same Student, Subject, Course, Activity, Resource and
Page/Lesson/Chapter as an existing item in the student’s Assignment grid will be marked as
duplicates. The duplicate search checks the entire database, not just the Active School year.
Items with blank Page/Lesson/Chapter fields are not included in the duplicate check procedure.

e Duplicates appear in the Confirm Lesson Assignments grid with a pink background.

e The OK field will be unchecked.

e You may check the OK field to include these items in the submit process.

e If you do not want Homeschool Tracker Plus to check for duplicates, you can turn off this option
in Tools: Options: Notifications. If you have disabled the Page/Lesson/Chapter field in Tools:
Options: Assignments, no duplicate check will be made.
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5.

wr - - [E=EN )
1 Confirn Lesson Assignments, e s | NN :

AY [E @ [ CheckAl |[uncheckal|[ Submt | [ Cancel |
Student
de...| Date b - purse . A Reso Page Lesso
=l Student : Katie - 5 item{s)
Jcll kate - Monday, Jan 19, 2009 _ _ “Reading “Gift of Music - Chapter 4
p Katie Monday, Jan 19, 2009 Music Theory Practice Master Theory -... {Lesson 31
v iKatie Tuesday, Jan 20, 2009 Music Theory Practice Master Theory -.. iLesson 32
v iKatie ‘Wednesday, Jan 21, 2009 Music Theory Practice Master Theory -.. iLesson 33
v iKatie Tuesday, Jan 20, 2009 Music History Reading Gift of Music Chapter 5
;I nt : George - 5 item(s)
H eorge i Wednesday, Jan 21, 2009 Music History Reading Gift of Music Chapter 4
| Glorge ‘Wednesday, Jan 21, 2009 Music Theory Practice Master Theory -.. iLesson 31
I iGgorge i Thursday, Jan 22, 2009 Music Theory Practice Master Theory -.. iLesson 32
[ iGforge iFriday, Jan 23,2009 Music Theory Practice Master Theory -.. iLesson 33
_______ ,__r'lxieorge Thursday, Jan 22, 2009 Music History Reading Gift of Music Chapter 5
< / I 2

Items highlighted in pink have the same combination of student, subject, activity, resource and
page/lesson/chapter as another assignment

Figure 111 - Lesson Plan Submit: Duplicate Iltems Found

If submitting items according to an LP Schedule, items which do not have a matching schedule entry
will appear in the Confirm Lesson Assignments grid with a blue background.

e The OK field will be unchecked and disabled

e No Date Due will

e i— o “ﬁ . u—lﬂ": =) J

be assigned B Confirm Lesson Assignmenls_
e To create these AR Y @& [ CheocAl |[uncheokcm ][ sibmt ][ Cancel |
items as Student
assignments, you'll de... Date Dire ; : i E TlE A o s
need tO ed|t your nt : Katief 4 item(s)
LP Schedule and K;t'le Music Theory Practice M;st;rTheory—... Lesson 49
Katie Music Theory Review Master Theory -.. iLesson 50
the repeat the Katie Music Theory Practice Master Theory -.. :Lesson 51
submission
process. < | o
Once you have Items highlighted in blde could not be scheduled because they did not have a matching LP Schedule entry

reviewed the

Assignments to be

created, click the Figure 112 - Lesson Plan Submit with no LP Schedule Match

Submit button to send

the checked items to the Assignment grid; click Cancel to exit without adding these items to the

Assignment grid.

Click OK on the Submit Complete message.

e The items from the Lesson Plan you have just submitted will be updated to “Used” status with a
Used On date equal to the Date Due of the assignments created. You will be returned to the “Un-
Used” view of the Plan grid you have been working with.

e Remember: the Lesson Plan items you have submitted have not been removed from the Lesson
Plan. To view them in the Lesson Plan grid, change the Filter drop down to Used or Both.
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Lesson Plan Items using # of Days Field

If you have enabled the Date Given field,
you have the option to create multi-day
assignments in your Lesson Plan. When
you use a Lesson Plan with a “# of Days”
value greater than one (1) to create an
Assignment, the Date Given and Date
Due values attributed to that Assignment
will be different — separated by your # of
Days setting. For instance, if your # of
Days is set to 4 and the Date Given is a
Monday, then the Date Due value for that
assignment will be Thursday (M, T, W,
TH = 4 days).

The default value of the # of Days field is
1 — the Date Given and Date Due of any
assignment created from that Lesson
Plan item will be the same - the
assignment is given and due on the same
date.

Item #0 —— “ @
g
Plan: Composers/Music - Pairts Possible: 1.00
Goals Choose Goals... Time Spent: 0: 00
Subject: Music - | Sessions: 0.00
Course: MTHRY - Theory - | *Page/Lessn/Chap
Activity: Practice - @ Topic: The Key Signature
Resource: Master Theory - Book 2: Intermediat ~ | (7 I # of Days: 4 =
Location Home - |@ [¥] Mlow Reschedule
i i *The information on this form is for a single lesson plan item.
Order: you are creating a new item with the intertion of making multiple
copies, then leave Page/Lessn/Chap and Seguence blanlk,
Group: and click the Copy button below.
| Attachments:  View/Edit Attachments
Directions: (displays on student assignment reports) Motes (displays only on Assignments: Combined format repart):
[ Save & Close ] [ Save I { Copy ]

= = = e

Figure 113 - Lesson Plan: # of Days Field

If you change the # of Days value to anything greater than 1, the Date Given and Date Due will be
different from each other, based on the number of days you selected. Non-school days; HVO days; and
Absent days will not be included in the calculation of Date Due. This means that for an assignment
created from a Lesson Plan item with a # of Days value of 6 and where the Date Given falls on a Monday;
the Date Due of that assignment will be the following Monday — assuming a 5-day school week with

weekend days excluded.

In the Submit Lessons window, you have the option to use the “# of Days” value to determine the Date
Due or not. To do so, check the box to “Make next Date Given dependent on the previous Date Due
used”. By default, when the Date Given field is enabled, this option is checked in the Submit window.

You can choose to use this feature whether you are submitting according to an LP Schedule, or via the

“Use the following days and times” option.

If you choose the “Spread evenly over days” option, the “Make next Date Given...” option is
automatically disabled as you've asked Tracker to ignore the sequence numbers in favor of forcing the
create items to fit within a specified time frame.
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Submit Lessons to Assignment Grid &

Starting date for first assignment Day options

19,2008 [+

Choose students to receive new items

TEEN @ Selected Days ) 2 Wk
[¥] George | WM @T FWRR @F |
[] Jean
[] Speedy | |
[] Samantha
[] Talitha

[] Thomas

) Use LP schedules

@ Use the following days and times

C) Every Other Day

[] Has Time

07:00 AM

[7] Spread evenly over 0| days

Do you want to skip over special days?
Skip Scheduled Holidays

07:30 aM B I
I

F Make next Date Given dependent on the

[¥] Skip Absent Days previous Date Due used

= =

Skip Non-School Days

Check this box if you wish to have the links to attachments from the
original item copied to the new items

[ Preview ” Cancel

Figure 114 - Lesson Plan: Next Date Given

e For the items belonging to the first sequence number in the selection, the Date Given will be the
same for all assignments created.

e The Date Due for each of those items will be calculated based on the # of Days value for the item.

e For the items belonging to the second sequence number in the selection being submitted, the Date
Given will be dependent on the Date Due of any items in the previous selection with the same Subject
and Course. The Date Given will be one school day later than the Date Due of the previous item.

For example, if this is your Lesson Plan:

Sequence Subject | Course | # of Days Page/Less/Chap
1 Music Theory | 4 Lesson 1
2 Music Theory | 2 Lesson 2
3 Music Theory | 1 Lesson 3
4 Music Theory | 1 Lesson 4

When you submit these four items to the assignment grid at the same time; assuming a starting on date
of Monday, September 7, 2009 and a 5-day, Monday-Friday school week with no holidays within the
submit period — these will be the resulting Assignments created:

Date Given Date Due Subject Course Page/Less/Chap
Mon 9/7/2009 Thur 9/10/2009 Music Theory Lesson 1
Fri 9/11/2009 Mon 9/14/2009 Music Theory Lesson 2
Tue 9/15/2009 Tue 9/15/2009 Music Theory Lesson 3
Wed 9/16/2009 Wed 9/16/2009 Music Theory Lesson 4
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The Seq 1 item — Lesson 1 — has a Date Given of 9/7 and a Date Due of 9/10 — signifying four days to
work on the assignment — Monday, Tuesday, Wednesday, and Thursday, which is equal to the # of
Days value that was entered.

The Seq 2 item — Lesson 2 — has a Date Given of 9/11, which is the next school day available after
the Date Due of the previous item. The Date Due for Lesson 2 is Monday 9/14 because it was to be a
2-day assignment and Saturday and Sunday are not school days in our example.

The Seq 3 item — Lesson 3 — has a Date Given and Date Due of 9/15. The Date Given is determined
by the Date Due of the previous item (which was 9/14) and the Date Due is the same as the Date
Given because the original Lesson Plan item was set up as a 1-day item.

Finally, the Seq 4 item — Lesson 4 — has a Date Given and Date Due of 9/16 because it follows the
Seq 3 item and was also set up as a 1-day task.

Deleting Lesson Plans and Their Contents

Deleting an Item from a Lesson Plan

arMwNPE

Click on the Teacher tab, and then click the Lesson Plans tab.
Choose a Lesson Plan from the Plan drop-down selector.

Right-click over any single Lesson Plan item you wish to remove.
Choose Delete from the context menu

Click YES to complete the deletion. Deleted items cannot be retrieved.

Deleting Multiple Items from a Lesson Plan

oM

Click on the Teacher tab, and then click the Lesson Plans tab

Choose a Lesson Plan from the Plan drop-down selector

Use shift-click or ctrl-click to highlight the items you want to remove from the plan
Right-click over the selection and choose Delete from the context menu

Click YES to complete the deletion. Deleted items cannot be retrieved.

Deleting a Lesson Plan

To delete an entire lesson plan, you need to first delete all the items in the plan using the “Deleting
Multiple Items instructions, above. Then you need to delete the Lesson Plan Name from the Maintenance

list.

Option 1:

1. Follow the directions above to delete all the items from the Lesson Plan you want to remove.

2. Click on the Maintenance tab, and then click on the Other tab

3. Choose Lesson Plan Names from the “Select Table to Edit” drop-down selector

4. Right-click over the Lesson Plan Name you wish to delete and choose Delete from the context menu.
5. Click YES to complete the deletion. Deleted items cannot be retrieved.

Option 2:

1. Click on the Maintenance tab, and then click on the Other tab

2. Choose Lesson Plan Names from the “Select Table to Edit” drop-down selector

3. Right-click over the Lesson Plan Name you wish to delete and choose Delete from the context menu.
4. |If there are items in the Lesson Plan, you will see the Used By window.
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e Double-click on the View link to see the plan items.

e Click the Check All button to select all the items in the Lesson Plan

e Click the Delete button in the lower right corner of the window to remove these items.

e Type in YES in the confirm window

e Click OK. Your selected items will be irretrievably removed.

e Click Cancel in the Used By window.
5. Right-click over the Lesson Plan Name one more time and choose Delete from the context menu
6. Click YES to remove the Lesson Plan Name.

Archiving a Lesson Plan

If you will not be using a Lesson Plan for the Active School Year but that Lesson Plan may be used again
at a future date, you may wish to Archive rather than delete the plan.

Click on the Maintenance tab and then on the Other tab.

Choose Lesson Plan Names from the “Select Table to Edit” drop down

Right-click over the Lesson Plan Name you wish to move to the inactive list

Choose Archive from the context menu. The Archive box will be checked.

When you return to the Lesson Plan Name list or change the filter from “Active” to “Archive Only”, the
record will be removed from the “Active” view.

arwdE

You can archive two or more items at the same time. Use shift-click or ctrl-click to select the items you
wish to archive. Right-click over the selection and chose Archive from the context menu.

Un-Archiving a Lesson Plan

At any time, you can choose to move a Lesson Plan from the Archive list back to the Active list.

Click on the Maintenance tab and then on the Other tab.

Choose Lesson Plan Names from the “Select Table to Edit” drop down

Right-click over the Lesson Plan Name you wish to move to move to the active list

Choose Unarchive from the context menu. The Archive box will be unchecked.

When you return to the Lesson Plan Name list or change the filter from “Active” to “Archive Only”, the
record will be removed from the “Archive Only” view.

aprwdE

You can un-archive two or more items at the same time. Use shift-click or ctrl-click to select the items you
wish to reactivate. Right-click over the selection and chose Un-Archive from the context menu

Printing Lesson Plans

You can print out all or part of any Lesson Plan for review or posterity. (See Reports)

Lesson Plan Right-Click Menu

You can right-click over an individual item in the Assignment grid, or over multiple items using the Shift-
Click or Ctrl-Click.

e Add New... allows you to add a new item to the Lesson Plan. Clicking this option will bring up the
Add/Edit Lesson window.
o Copy:
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o For single item selections: use the Copy Lesson Plan Item window to make as many copies as
you like, with or without incrementing the Page/Lesson/Chapter designation for each created

item.

Add New
o For multiple item selections: You can copy the selected Lesson Capy
Plan Items to a different Lesson Plan. £t
* Edit: Delete

o For single item selection: This will open the Add/Edit Lesson
window for that item.

o For multiple item selections: This will bring up the Group Edit
window from which you may choose to globally edit any number of
fields for the selected items.

Change Sequence Numbers
Mark as 'Used’
Mark as 'Un-Used’

Submit to Assignment Grid

e Delete allows you to permanently remove the selected item(s) from the
database. You will have an opportunity to confirm your selection before Figure 115 - Lesson Plan
deletion occurs. Deleted items cannot be retrieved. Right-Click Menu

e Use As New is only available for single item selections. This option
creates a duplicate of the selected record. You may then change the record as you wish and save it
to the grid, or use the Copy button in the Add/Edit Lesson window to make a multiple copies from the
new record.

e Change Sequence Numbers allows you to change the sequence numbers of multiple items at one
time.

e Mark as “Used” allows you to change the status of one or more Lesson Plan Items to Used. Today’s
date will be automatically entered as the Used On date.

e Mark as “Un-Used” allows you to change the status of one or more Lesson Plan Items to Un-Used.
The Used On date will be removed.

e Submit to Assignment Grid is the menu item used to create Assignments from the selected Lesson
Plan Items. You can use this right-click menu item, or the Submit button at the top of the Lesson Plan
grid.

The LP Schedule

Supplemental video available on this topic

The LP Schedule — or Lesson Plan Schedule — allows you to create a pattern for Homeschool Tracker
Plus to follow each time you submit items from a Lesson Plan to the Assignment grid. This schedule has
no effect on assignments already created. Changing an LP Schedule does not affect existing
assignments. The sole purpose of this tool is to provide an optional way of scheduling work when
submitting items from your Lesson Plans. You can create schedules per student, term, grade level, or any
other classification that meets your needs. You can create as many Schedules as you like.

If you choose to use the schedule when submitting Lesson items, you may elect to use a different
schedule for each Student. So if Student A’s schedule has Math: Algebra set up for Mon through Fri 8:30-
9:30 and Student B's schedule has Math: Algebra set up for Tue/Wed 3:00-4:00, those are the days and
times that will be used for each student respectively.
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Again, the LP Schedule does not display actual assignments, only a user-defined schedule detailing
which subjects are studied at which times on which days. For a calendar-style look at a student’s
assigned activities, please see the section entitled Agenda.

Setting the Start Time for Schedule

You can set the default start time for a new entry into the LP Schedule area in Program Options. This will
also determine the first visible time in the Schedule grid.

1. Click on Tools then Options from the Homeschool Tracker Plus menu bar, or press F3.
2. Choose a “Start Time for Schedule” from the drop down list — any hourly increment from 12:00 AM to

11:00 PM

3. Click Save to keep your changes; click Cancel to exit without saving.

The LP Schedule Display

" Homeschool Tracker Plus (2008-2009]
File MNew Tools Database Help
[ MainMenu | Swdent |

[ Goais.l Jwrnai |.Les=cr| i’lans. LP Schedules .\'\n’e.elc.ly Flanner |

Teacher

| Maintenance l Reports .

Schedule: High Schoal

Sunday

. O |

Monday

Use As New

Tuesday

Wednesday

Thursday

Christian Studies:]
New Testament
Studies

Christian Studies

New Testament
i

Christian Studies:
New Testament
Studies

Christian Studies;
New Testament
Sudi

Christian Studies:|

New Testament
Studies

1 English:

9:20am-9:30am

Composition:
Ariting Assi

1 English:

9:20am-9:30am

Composition:

This arrow
indicates
there are
more items
on the
schedule.
Scroll down
to view
them.

Math: Algebral

Math: Algebral

Math: Algebral

Math: Algebral

Math: Saxon 6/S:
Test

Art: =Any
Course®

Art: Sculptures

Art: ®Any
Course®

Art: Sculptures

Lifeskills:
Driver's Ed

/

Science:
Chemistry

Science:
Chemistry

Science:
Chemistry

Science:
Chemistry

Figure 116 - LP Schedule Display

Science: Chemist

Saturday

e Depending on your screen size and the number of items in your Schedule, you may not be able to
view all items at once. The Schedule grid will display arrows in the time panel to indicate that more
information exists on the Schedule you are viewing than can be shown in the current window. Scroll
down to see the rest of the items.

e Depending on your screen size and the number of items in your Schedule, you may not be able to
view all the details of a particular item at once. If space considerations dictate that part of an item is
concealed, roll your mouse over the item to view the full details of that item.
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e On the left vertical column, the time of day is displayed in 15-minute increments. The hour will display
(9:00) followed by three gray lines which represent the quarter hour (9:15; 9:30; 9:45). If you create
items that start at a time that is not a quarter hour designation, the actual start and end times will
show in the display before the item details of subject; course; etc.

Adding a Schedule name

Homeschool Tracker Plus comes loaded with one LP Schedule Name, called Default. You can add as
many different LP Schedule Names as you like. An LP Schedule Name can be the name of a Resource,
Unit Study, Student, School Year, etc...

Option 1:
1. Click on the Maintenance tab, then the Other tab and choose LP Schedule Names from the drop
down list.
2. Click Add
Add/Edit Schedule Name ) [Ec)
Schedule Name:
[ Save ] | Cancel

Figure 117 - Add/Edit LP Schedule Name

3. Enter the Schedule name and click Save, or click Cancel to exit without saving.
4. Repeat as necessary. These items will now be available to you in the Schedule drop down list on the
LP Schedule grid.

Option 2:

1. Click on the Teacher tab and then the LP Schedules tab.

2. Tab or click into the Schedule drop down list in the Schedule grid header area. This will highlight the
displayed Schedule name.

3. Type in your new Schedule name.

4. Press Tab.

5. Homeschool Tracker Plus will ask you if you wish to add the new item

6. Click YES to accept the new Schedule Name; click NO to decline. If you click NO, you will need to

select an existing Schedule name or add a new one before Homeschool Tracker Plus will allow you
to leave the field.

7. |If saved, the new Schedule name will now appear in the Schedule drop down list field. It will also
appear in the Maintenance: Other: LP Schedule Names list and it will be available in all other
Schedule name drop down lists.

Option 3:

1. Click on the Teacher tab and then the LP Schedules tab.
2. Click the button with the pencil icon to the right of the Schedule drop down field and choose Add
New...
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File MNew Tools Database Help
| MainMenu | Stdent | Tescher

i Maintenance I Reports ]

Goais|Jmal l.Lesson Flans| LP Schedules [WeeklyPIamm

Schedule: High School

Sunday

Monday

- [l Aded 1
— Add New... e
V'
Edit... islidal B

Figure 118 - LP Schedule Add New...

Friday Saturday =

Enter the name of the new Schedule name in the Activity Add/Edit window.

Click Save to keep your changes; click Cancel to exit without saving.

If saved, the new Schedule name will now appear in the Schedule drop down list field. It will also
appear in the Maintenance: Other: LP Schedule Names list and it will be available in all other
Schedule name drop down lists.

Adding an Entry to the Schedule

pObdPE

Click on the Teacher tab and then the LP Schedules tab.
Choose a Schedule Name from the drop down list.
Click ADD or right-click over the schedule area to bring up the Add/Edit Schedule Item window.

The Schedule field will display the name of the schedule

here if you wish.

Color button.

displayed.

listing.

currently in view. You can select a different Schedule Name | Add/Edit LP Schedule fem = -y )
Schedule Margaret’s Schedule - ‘).
Click SET COLOR to choose a border color for this item. A
i Set Color
sample of the selected color appears to the right of the Set [ sacor |
Subject:  Spelling - [
Enter the details of your Lesson item. ey =
3 = i -
e You can only have one “exact match” item of o i =
Subject/Course/Activity in any one Schedule. SRR A Aty v
e Choose a Subject from the drop down list, or click the . :
. i X i Standard | Custom |
pencil icon to add a new Subject or to edit the Subject 3 :
| All Days @ School Days Selected Days
e Choose a Course from the drop down list or keep the OSl @y @17 Mw @R @F [O8
“Any Course” default listing. Click the pencil icon to add _ =
a new Course or to edit the Course displayed. o lhdoa =
e Specify an Activity or keep the “Any Activity” default
Choose to create a Standard or Custom Schedule by |
clicking on the appropriate tab. You may assign multiple . [_Concal ]
items to the same days and times if you wish.

Standard Schedule

e A Standard entry has the same start/end time for each

occurrence.

Figure 119 - Add/Edit LP Schedule
Iltem Window

e Choose to add the item on All Days; School Days; or Selected Days and check days as

appropriate.

e Choose a start and end time for the entry
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Figure 120 - LP Schedule: Standard and Custom Options

Custom Schedule

e With a Custom entry you can vary the start/end time for each occurrence of the item.

e Check the days you want to use.

e Enter a start and end time for each day checked.
10. Click Save to add this item to the selected Schedule; click Cancel to exit without saving.

Editing a Schedule Item

aprwdE

6.

Click on the Teacher tab and then the LP Schedules tab.
Choose a Schedule from the drop down list.
Double-click on the item you wish to edit or right-click over the item and choose Edit....

Change the information as necessary.

You can switch from a Standard to a Custom schedule (or vice versa) if desired by choosing the
appropriate tab and entering the start/end times information.

Click Save to keep your changes; click Cancel to exit without saving.

Copying an Entry from one Schedule to Another

PO

Click on the Teacher tab and then the LP Schedules tab.
Choose a Schedule from the drop down list.

Right-click over an entry and choose Copy....

In the Copy Schedule Item window, check the name of any
schedule you wish to copy this item to. The schedule you are
currently viewing will not appear on the selection list.

Click the Submit button.

The selected item will be copied to the schedule(s) you selected.
e Homeschool Tracker Plus will check for existing duplicate

items in the target schedule(s). A duplicate is any entry with the
same subject/course/activity combination. If there is a duplicate
entry, you will see the Duplicate Item message. Click OK. The
item will not be copied to that schedule.
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=)

Use this feature to copy selected items to other schedule(s)

W Geoges Schodde |
[ High School

7] Katie - Term 1

[] New Schedule Name here

] QA

(] Student

[[] Tessa's Schedule

[] Zachary

[ Submit ] [ Cancel

Figure 121 - LP Schedule:
Copy Schedule Item Window
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Duplicating an LP Schedule

If you have two students with similar yet not identical schedules, you can create a new schedule by
duplicating an existing one and then tweaking the copy to meet the needs of Student #2.

Click on the Teacher tab and then the LP Schedules tab.
Choose a Schedule from the drop down list.

Click the Use as New button

Enter a new LP Schedule name

Click Save

The Teacher: LP Schedule display will show the new schedule.

R S

Deleting an LP Schedule Entry

Deleting an LP Schedule item will not affect assignments created from that schedule item.

1. Click on the Teacher tab and then the LP Schedules tab.

2. Choose a Schedule from the drop down list.

3. Double-click on the item you wish to remove and then click the Delete button or right-click over the
item and choose Delete... from the menu.

4. Click YES to confirm deletion; click NO to exit without deleting. Deleted items cannot be retrieved.

Deleting an LP Schedule

1. Click on the Maintenance tab and then the Other tab

2. Choose LP Schedule Names from the drop down list

3. Right-click over a schedule name and choose Delete; or click once on a schedule name and press
the Delete key on your keyboard.

4. Click YES to delete the item; click NO to exit without deleting. Deleted items cannot be retrieved.

Archiving an LP Schedule

If you will not be using an LP Schedule but may wish to use it again in the future, you can use the Archive
feature to remove it from the LP Schedule Name drop down list.

Click on the Maintenance tab and then the Other tab

Choose LP Schedule Names from the drop down list

Right-click over a schedule name and choose Archive

When you return to the LP Schedule list or change the filter from “Active” to “Archive Only”, the record
will be removed from the “Active” view.

rPoOdE

You can archive two or more items at the same time. Use shift-click or ctrl-click to select the items you
wish to archive. Right-click over the selection and chose Archive from the context menu.

Un-Archiving an LP Schedule

At any time, you can choose to move an LP Schedule from the Archive list back to the Active list.

1. Click on the Maintenance tab and then the Other tab.
2. Choose LP Schedule Names from the drop down list
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Change the Filter drop down from “Active” to “Archive Only” or “Both”.

Right-click over the LP Schedule Name you wish to move to the active list

Choose Unarchive from the context menu. The Archive box will be unchecked.

When you return to the LP Schedule Names list or change the filter from “Active” to “Archive Only”,
the record will be removed from the “Archive Only” view.

You can un-archive two or more items at the same time. Use shift-click or ctrl-click to select the items you
wish to reactivate. Right-click over the selection and chose Un-Archive from the context menu

Printing an LP Schedule

The LP Schedule is a visual tool and is not intended to conform to the constraints of an 8- x 11 sheet of
paper. However, if you wish, there are some printing options. (See Reports)

The LP Schedule Right-Click Menu

You can right-click over an individual item in the Schedule grid. Ak Nl
e Add New opens the Add Schedule Item window. Copy..
e Copy allows you to copy an LP Schedule item from one Schedule to Edit
another. Delete
e Edit opens the Edit window for the item selected. :
. Figure 122 - LP Schedule
¢ Delete allows you to permanently remove the selected item(s) from the Right-Click Menu

schedule. You will have an opportunity to confirm your selection before
deletion occurs. Deleted items cannot be retrieved.

The LP Schedule Name Right-Click Menu

You can right-click over any individual item in the Maintenance: Other: LP Schedule Names grid.

Add New opens the Add Schedule Name window.

Edit opens the Edit window for the Schedule Name selected. S lm

Delete allows you to permanently remove the selected item(s) from the Edit

schedule. You will have an opportunity to confirm your selection before Delete

deletion occurs. Deleted items cannot be retrieved.

Archive allows you to deactivate the selected item. This will remove the Archive

item from the “Active” filtered view in the maintenance list and from all Unarchive
appropriate drop-down lists. An archived LP Schedule cannot be used to Figure 123 - LP Schedule
submit Lesson Plan items to the Assignment grid. Name Right-Click Menu

Unarchive allows you to reactivate previously archived items. This will
return the item to the “Active” filtered view in the maintenance list and to all appropriate drop-down
lists.
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Weekly Planner

In the Weekly Planner section you can set up templates for tasks you assign your student on a regular
basis. Unlike the complete detail of a Lesson Plan item, Weekly Planner items are general outlines of the
assignments you'll be creating; specifically dictating the days of the week you’ll be assigning the work,
and the pattern of page/lesson/chapter information to be assigned. A Weekly Planner item can be
attributed to one specific student, or to “All Students”.

Some use the Weekly Planner only for things like art, music, PE and co-op days. Others use it for the
majority of their assignments. Some choose not to use it at all.

Items in the Weekly Planner are not actual assignments — it is simply a staging area. You need to submit
items from the Weekly Planner to the Assignment grid in order to assign them to your students, record
grades, and so forth.

Anatomy of a Weekly Planner Item

& '
Student “ALL STUDENTS® - | @ Selected Days © 2Wk
Goals: Choose Goals Weak'\.||:|5 FIMm @T FIW R [[AF FAS ‘
Subject: At - [
Wesk 2 | |
Course: - |®
V| Has Ti
Activity: Additional Reading - | el
= Start: |07:00 AM |+ End: 07:30 AM |3
Resource il 1!
Location: Home - |2 Order
Points Possible: 0.00
Attachments: View/Edit Attachments
Time Spent: 0:00
Supplies: View/Edit Supplies
Sessions 0.00
Page/Lesson/Chapter Text Options:
. First Use On: -
() Same Page/Lesson/Chapter for Each Copy
= Last Use On: -
() Auto-Increment Page/Lesson/Chapter
I [¥] Allow Reschedule
Directions: {displays on student assignment reports) Motes {(displays only on Assignments: Combined format report):

Figure 124 - Weekly Planner Add/Edit Window

Student - Required — Weekly Planner Items are attached to students. You can choose a single Student,
or the *All Students* option. If you select *All Students*, an Assignment will be created for each Active
student when you “prepare” the Weekly Planner item.

Goals - Optional - You may elect to attribute goals to any Weekly Planner item.
Subject - Required — Select a Subject from the drop down list.

Course - Optional — Select a Course from the drop down list, or choose the blank line if you do not wish
to specify a Course for this item.
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Activity - Required — Select an Activity from the drop down list.

Resource - Optional — Select a Resource from the drop down list, or choose the blank line if you do not
wish to specify a Resource for this item.

Location - Optional - The Location field in Assignments allows you to track where each assignment was
given. If you are not required to track this information, you can simply leave the default Home location as
is and ignore this field.

Attachments -- Optional — You may attach a reference to a document, image or website to any Weekly
Planner item. When an attachment exists, an asterisk will appear in the field in grid view.

Supplies - Optional — You may create a list of supplies needed to complete the assignment. When
supplies have been added, an asterisk will appear in the field in grid view.

Page/Lesson/Chapter Text Options - Required — In this area, you're going to set the pattern that
Homeschool Tracker Plus will follow to complete the Page/Lesson/Chapter field when Assignments are
created from this Weekly Planner item. Choose from Same Page/Lesson/Chapter or Auto-Increment
Page/Lesson/ Chapter. If you want to leave the Page/Lesson/Chapter field blank in the created
Assignments, select Same Page/Lesson/Chapter and leave the field blank. The Example field will show
you the information to be displayed in the Page/Lesson/Chapter field of the next Assignment to be
created.

Selected Days/2 Wk. - Required - Check off the days of the week when you normally intend to assign
this work. All days, including non-school days, will be available to you. These are the days on which
Assignments will be created via the submit process. If desired, you can set a 2-week pattern to be
followed. When the actual assignments are created, you can choose whether to start with Week 1 or
Week 2.

Has Time: Start/End Times - Optional — Use these fields to set specific starting and ending times for the
Assignments that will be created from this Weekly Planner item.

Order - Optional — You may enter a number in this field to indicate the order in which assignments are to
be completed within any given sequence. The Order will be carried over when you prepare Weekly
Planner items for the Assignment grid.

Points Possible - Optional — Grading is optional in Homeschool Tracker Plus. If you do not wish to
grade your student’s work, leave the Points Possible field set to zero. To grade work, enter the points
possible for the assignment. There is no Points Earned field in a Weekly Planner item. When the item is
used to create an Assignment, the Assignment itself will have the Points Earned field.

Time Spent - Optional — Enter the total number of time in hours and minutes that the student is to spend
on the Assignments created from this Weekly Planner item.

Sessions - Optional — Instead of tracking actual hours and minutes, some users prefer to track
“sessions” — with one session being awarded each time that class is held. Enter the number of sessions
to be awarded to Assignments created from this Weekly Planner item.

First Use On - Optional - You can limit the date range in which a given Weekly Planner Item will be
used. Click the down arrow to enable the calendar and choose the first date on which you want to create
an Assignment.
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Last Use On - Optional - You can limit the date range in which a given Weekly Planner Item will be used.
Click the down arrow to enable the calendar and choose the last date on which you want to create an
Assignment.

Allow Reschedule - At times, you may need to change the original Date Due of an assignment. If you
are moving a number of assignments, you might wish to use the Reschedule feature. If you uncheck this
box, Assignments created from this Weekly Planner item will not be affected by the Reschedule process
and will remain on their originally scheduled Date Due.

Directions - Optional — Enter any directions you want the student to have when completing the
assignment.

Notes - Optional — The Notes field does not appear on any of the Student Assignment reports. It's a
place to put information for you, the teacher.

The Weekly Planner Grid
Access the Weekly Planner grid by clicking on the Teacher tab and then the Weekly Planner tab.

1 Homeschool Tracker Plus 008 2000 N 1=

File New Tools Database Help

[ Moinbens | Sudem | Tescher | Mantenance | Reports | |
Goals | Journal I Lesson Plans | LP Schedules | \Weekly Planner

a¥@e [a ] [[Coeck | [Uncheck A1 | [ Prepare |
Student: Al Students =)

Subject: [Al Subjects =

m Course: All Courses - |

Figure 125 - Weekly Planner Grid Panel
The Weekly Planner Control Panel

The panel with icons and drop down lists can be displayed horizontally across the top of the grid, or
vertically on the left side of the grid. You can set this preference in Tools: Options: General. The control
panel settings will be the same across the Student: Assignment; Teacher: Lesson Plans; and Teacher:
Weekly Planner grids.

Collapse/Expand Icons

Ay
Use the blue up/down arrow icons to collapse or expand all the groupings on this grid. You can _
collapse/expand individual groupings by clicking the -/+ buttons on the grouping headers. cOﬁgpusr:/éisa;nd
Homeschool Tracker Plus will not retain your settings when you leave this screen. lcons

Choose Columns and Reset Icons

1. Click the Choose Columns icon. @
2. Check the columns to include; uncheck the columns to exclude. Column selections will not be

visible for features which you have elected to disable in Tools: Options: Assignments. Figure 127 -
3. Click Save to retain your selections; click Cancel to exit without changing your column view. Choose

. Col |
4. Things to remember: olumns Icon
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e You can change your selections at any time. ,E"'-r?
e Excluding a column from view does not remove the data stored in that field. .
e You can reset columns, column widths and column order to their original settings by click Figure 128 -

the Reset Columns icon in the Assignment Grid header. Reset
Columns Icon

The Drop-Down Lists

e Student: Choose whether to view items for All Students, or one particular student.
e Subject: Choose All Subjects or one particular subject

e Course: Choose All Courses or one particular course

e Filter: Choose to view Active items, Archived items or Both

The Search Field

You can search among your Weekly Planner items within the parameters of your drop down settings.
Search text will compare against Subject; Course; Activity; Resource; Page/Lesson/Chapter; Topic;
Directions and Notes fields. Hidden fields will be included in the search parameters.

Grouping and Sorting

Just as in the Assignment grid, you may choose to group and sort the displayed information in the Weekly
Planner grid according to any column heading. For full details please see the Using the Grids section.

Adding Weekly Planner Items
There are two ways to bring up the Add/Edit Lesson window:

e Click Add button at the top of the Weekly Planner grid
e Right-click in the grid and choose Add New...

See Anatomy of a Weekly Planner Item, above, for a description of each field.

Fill in each field as desired. The only required fields are: Student; Subject; Activity; Page/Lesson/ Chapter
text options and Plan Days

Click SAVE & CLOSE to add the Weekly Planner Item to the grid.

The Page/Lesson/Chapter Text Options

Supplemental video available on this topic

There are two options for the Page/Lesson/Chapter
(PLC) field in each of your items. The Example field
will show you what the PLC field in the first copied (") Same Page/Lesson/Chapter for Each Copy
item will look like.

Page/Lesson/Chapter Text Options:

Auto-Increment Page/Lesson/Chapter
Example:

Figure 129 - Weekly Planner:
Page/Lesson/Text Options
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Same Page/Lesson/Chapter for each copy

Whatever you enter in the text box will be in = e
. Page/Lesson/Chapter Text Optlons_‘_

the Page/Lesson/Chapter field of each and S -

every Assignment created from this item. Text:

If you want the Page/Lesson/Chapter field to
be blank; select this option and leave the Text
field blank. Click OK to save your entry and
continue with the Add Weekly Planner item
process; click Cancel to exit this window
without saving your entry. Figure 130 - Weekly Planner: Same PLC Text

Auto-Increment Page/Lesson/Chapter

The second option allows you to set an incrementing pattern for pages, lessons numbers or chapters for
the duration of the series. You can set up one, two or three levels of incrementing.

Creating a one-level increment

A one-level increment might be: Page(s) 1-5; Page(s) 6-10; Page(s) 11-15; or Chapter 1; Chapter 2;
Chapter 3; etc.

1. To create this type of increment, choose the “Auto-Increment Page/Lesson/Chapter” option in the
Assignment copy window.

R wam i Page/Lesson/C ha'pter Text l &3
2. Set the Number of Parts spinner to “1 :
3. Choose whether you'd like to use letters or prmiis b ran !
numbers in your increment label. The First Part
default option is set to use numbers. mieire CHISzUTEE
. Leading Text Start With  Increment End With Leading Zeros
4. Set your Leading Text from the drop down 1 PR E 20 B

list. Choose from one of the preset options

or chose Custom and enter your own text.
5. Inthe Start With box, enter the first page,

lesson or chapter number you will be

assigning.
6. The increment field allows you to specify I
how many units pass by before the I

beginning of the next assignment. For
example, if each assignment in a workbook
is two pages long, a new assignment would e e Eauc e
start on every second page and you'd set
the increment to 2. L —
7. Inthe End With field, enter the last page, Figure 131 - Weekly Planner: Auto-Increment PLC - 1-Part
lesson or chapter to be included in this
assignment series. For example, if the last page in our workbook is page 30, we would enter 30 in the
End With box.
8. The “Leading Zeros” option defaults to zero. You can add up to three leading zeros to the First part of
your increment. The purpose of this field is to allow you to sort an assignment list by the
Page/Lesson/Chapter field and keep your items in order. Because sorting is an alphanumeric

I Example: Page(s) 1-2 [ OK ] [
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10.

11.

function, without leading zeros, sorting by the Page/Lesson/Chapter field for assignments ranging
from Lesson 1-10 will result in Lesson 1; Lesson 10; Lesson 2; Lesson 3. With the leading zeros in
use, the list would instead order as lesson 01; lesson 02; lesson 03; lesson 04; through lesson 10.
The zeros are only added until there is a non-zero entry in the tens place (or the hundreds place
when using 2 leading zeros; or the thousands place when using 3 leading zeros).

The Trailing Text option at the bottom of the window allows you to add a message to the
Page/Lesson/Chapter information. For example, in a Math assignment series, you might choose to
assign on the odd or only the even numbered problems. You may choose one of these options from
the drop down list, or choose Custom to enter your own trailing text. Or you may leave this option set
as (none).

Indicate if you wish to “show ending page range”. In our example we are assigning two pages at a
time so checking this box will display that the assignment covers pages 1-2. If we uncheck the box,
each assignment will show just the starting page number for that assignment.

The Example window at the bottom of the copy options window shows you what the
Page/Lesson/Chapter field will look like for the first assignment created.

Press OK to set the pattern, or Cancel to exit the copy window. See
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12. Window and Grid Display to continue.

Creating a two-level increment

A two-level increment might be: Lesson 1-A; Lesson 1-B; Lesson 1-C; Lesson 2-A; Lesson 2-B, etc.

1. To create this type of increment, we’'ll use
the First Part and Second Part sections of
the Page/Lesson/Chapter Text Options
window.

2. Set the Number of Parts spinner to “2”

3. Inthe First Part section, we'll fill out the
fields as we did for the one-level increment.
This time, we’ll again choose to use
numbers in the First Part. We'll set the
Leading Text to Lesson. For five lessons,
we'll set the Start With field to 1, increment
by 1 and set the End With field to 5.

4. Now we’ll enter the 2nd part of the pattern.
For our example, we want to create
assignments that display Lesson 1-A, etc.
so we will choose to use Letters. For the
separator, we’'ll use the Dash. Please note,
however, that you can choose from the drop
down list to use a color, comma, dot or
space or you can choose the custom option

Page/Lesson/Chapter Text Options - —

Number of Parts: |2 =

First Part

Use Letters @ Use Numbers

Leading Text Start With  Increment  End With Leading Zeros
Lesson - 1 LIl 5 o =
Second Part (Ex: The "A" in Lesson 1.A)
@ Use Letters () Use Numbers
Separator Start With  Increment  End With

Dash - A 1 £ C

Trailing Text: |(none) -

=

Cancel ]

Figure 132 - Weekly Planner: Auto-Increment PLC - 2-part

to create your own separator, or even use words in addition, such as “— Section” to indicate Lesson 1

— Section A. Right now, we'll just use the Dash.
In the Start With, enter the first letter of the first section — A

We'll leave the increment at 1

Again, we can add Trailing Text if needed.

©oNo v

Each of our lessons had 3 sections so we end with C.

The “Show Ending Page Range” has no effect on our choice this time as we have incremented by 1.

The “Show Ending Page Range” option only affects the range of the last “part” in use — in this case

the second part.

10. The Example window at the bottom of the copy options window shows you what the
Page/Lesson/Chapter field will look like for the first assignment created.

Press OK to set the pattern, or Cancel to exit the copy window. See
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11. Window and Grid Display to continue.

Creating a three-level increment

A 3-level increment might be: Chapter 1-Section 1.1, Chapter 1-Section 1.2, Chapter 1-Section 2.1,

Chapter 1-Section 2.2, etc.

1. To create this type of increment, we'll use the | P2as/tesson/Chapter Text Optiens |
First, Second and Third Part sections of the Number of Parts: |3 |2
Page/Lesson/Chapter Text Options window. Fomimem:
Set the Number of Parts spinner to “3”". ) Use Letters @ Use Numbers
2. Inthe Fi_rst Part section,_we’ll fill out the fields Start v I’lcre;”ent End Wit Ljadi:”g Foue
as we did before, choosing to use numbers.
We'll set the Leading Text to Chapter. For Second Pt (oic The a- il asson't )
four chapters, we’ll set the Start With field to - UseLetters (@ Use Numbers _ _
Separator Start With  Increment  End With Leading Zeros
1, increment by 1 and set the End With field [custom... _~] 1 1B 3 0E
to 4. Third Part (Ex: The "9" in Lesson 1.A.9)
3. Now check the box to enable the Second Part | © UseLetters ® Use Numbers
in the options window. For our example, we [ Separator Start With  Increment End With  Leading Zeros
want to create assignments that display Dot -~ L TR 2 o E
Chapter 1-Section 1, etc. so we will choose to ||
use numbers. For the separator, we’ll use the Trafing Text: |(pene) =) [ Show Ending Page Range
Custom setting and type in “-Section”. @D ok [Lcancal
4. Inthe Start With, enter the first number of the  [IL_—— _ =
first section — 1 Figure 133 - Weekly Planner: Auto-Increment PLC - 3-part
5. We'll leave the increment at 1
6. Each of our lessons had 3 sections so we end with 3.
7. To complete our settings, we’ll again choose to use Numbers. Our separator of choice is a dot and
we’ll start with 1; increment by 1; and end with 2
8. Again, we can add Trailing Text if needed.
9. The “Show Ending Page Range” has no effect on our choice this time as we have incremented by 1.
The “Show Ending Page Range” option only affects the range of the last “part” in use — in this case
the second part.
10. The Example window at the bottom of the copy options window shows you what the

Page/Lesson/Chapter field will look like for the first assignment created.

Press OK to set the pattern, or Cancel to exit the copy window. See
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11. Window and Grid Display to continue.
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Window and Grid Display

When you return to the Add/Edit window after setting your options, the Example field in the

Page/Lesson/Chapter (PLC) Text Options area will

display the next PLC to be assigned, based on your Page/Lesson/Chapter Text Optians:

selections above. () Same Page/Lesson/Chapter for Each Copy
The next PLC to be assigned will also appear in the @ Auto-Increment Page//Lesson/Chapter
Page/Lesson/Chapter field of the Weekly Planner Example: Lesson 22

grid. If and when the maximum Page/Lesson/Chapter

has been assigned, that status will be noted in the
Add/Edit window field and the grid field as “—reached
end of pattern—*

Figure 134 - Weekly Planner: PLC Window Display

Page/Lesson/Chapter Text Options:

(") Same Page/Lesson/Chapter for Each Copy
@ Auto-lncrement Page/Lesson/Chapter

Example: -reached end of pattem—

Student I
Use Subject Title |Course Title | Activity ' Resource | Page Lesson Chapter | Location
=l Student : Katie - 8 itemni(s)
I | Art Class Discussi... Home
I |art Class Lecture Home
| art Co-op Class Home
™ |History America - 170... |Reading World Book En... Home
[ |English Composition Writing Assign... |50 Quick and... {|--reached end of pattern-- [Home
[ |English Grammar 8 Diagramming... |Easy Gramma... on 99 Home
[ | Math Pre-Algebra new activity Home
[ |Phys. Ed Exercise Home
< l i

Figure 135 - Weekly Planner: End of Pattern Display

No more Assignments will be created from these items even if selected for the Prepare function. To reuse
an item after the maximum has been reached you will need to edit the Page/Lesson/ Chapter text options
for that item.

Creating Weekly Planner Items from Existing Assignments

You can create a Weekly Planner item by copying an existing Assignment from the Assignment grid. You
should only copy one assignment per Student/Subject/Course/Activity/Resource combination, or you will
end up with duplicates in your Weekly Planner.

1. Click on the Student tab then the Assignments tab.

2. Use the filters to display the item(s) you want to copy. You can copy items for more than one Student
at a time. Each item you copy will be placed on the Student's Weekly Planner grid.

3. Select a single Assignment, or use Shift-click or Ctrl-click to select multiple Assignments.

4. Right-click over the selection and choose Copy to Weekly Planner.

119

——
| —



Click OK on the Copy Complete message.

Click on the Teacher tab and then the Weekly Planner tab.

Choose a Student or All Students from the drop down list.

The following fields of the copied item(s) will need to be edited:

e Page/Lesson/Chapter Text Options

e Selected Days/2 Wk. options

9. Click ‘Save & Close’ to keep your changes: click Cancel to exit without saving.

© No v

Editing Weekly Planner Items

You may edit any part of any Weekly Planner item. Some fields can be edited in directly in the grid. To
make a change to a field filled by a drop-down list, you'll need to double-click on the Assignment to open
up the Edit window. Make your changes and click the SAVE & CLOSE button.

Editing in the Grid

The following fields can be edited directly in the grid: Use, First Use On; Last Use On; Order; Point
Possible; Time Spent; Sessions; any of the plan days; Directions; Notes; Last Used and Archive

1. To edit any of these fields, click once in the field.

2. Make your changes.

3. To keep your changes, click the SAVE button in the Assignment grid panel, or click on another item in
the grid.

4. To cancel your changes, press the escape key on your keyboard before moving away from the field.

Editing a Single Weekly Planner Item

Click on the Teacher tab then on the Weekly Planner tab.

Choose a Student or All Students from the drop down list.

Double-click on the item you wish to edit or right-click over the item and choose Edit...
Make any changes you would like.

Click ‘Save & Close’ to keep your changes; click Cancel to exit without saving.

aprwdE

Previous/Next Buttons

If you've elected to open the Edit window to make changes to an assignment (see above) you can move
to the next or previous item displayed in the grid using the Previous and Next icons in the top right of the
window. Edit the assignment. Click SAVE to commit your changes. Then click the Previous or Next icon
to move to the next item.

Previous/Next icoNS =——————y
Studert: George v|@?| @ Selected Days Y 2Wk
I 4
Goals: Choose Goals Weem;lfjs;a;m;;jr;jw;;iﬁjgr j;s|
Subject: lish - |
o = Week 2. | |
Course: GRAMM - Grammar 8 - 7

Figure 136 - Weekly Planner: Previous/Next Icons
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Group Edit

You can edit almost any field in two or more Weekly Planner items at a time using the Homeschool
Tracker Plus Group Edit feature. The only fields you cannot edit via Group Edit are: Student and
Page/Lesson/Chapter.

1. Use the grid filters to display the items you wish to edit.
2. Use Shift-click or Ctrl-click to select the items you wish to edit.
3. Right-click over the selection and choose Edit. The Group Assignment Edit window will appear.

[ Goals: Choose Goals [l @ Selected Days 2 Wi

[T Subject: English

[[] Course: COMP - Composition

[ Activity: Writing Assignment

7] Resource: 50 Quick and Easy Reading and Wi 1030 AN 12

[ Location: Home
[ Firet Use On:

[C] Poss: 50.00
[T] Time Spent: -[ o0 [7] Last Use On:

[7] Sessions: .00 [

[7] Order:

[ Attachments: View/Edit Attachments

[T Supplies: View /Edit Supplies

[] Directions: (displays on student assignmert reports) [] Motes (displays only on Assignments: Combined format report):

%

Figure 137 - Group Edit Weekly Planner Window

4. Put a check next to each field you want to change for the selected
group of items. As you check them, the fields will become

enabled. ‘ Choose the student(s) to receive the new items
5. Make a new selection for each checked field. VIE Thomas
6. For any drop-down list, you can type directly in field to create a Sfeorge

. . 2an

new item; or you can use the pencil icon button next to any drop [ Samantha

down list to add a new item to that drop down list, or to edit the T aitha

diSpIayed item. Check this box if you wish to have the links to

. . . attachments from the original item copied to the

7. You can add start/end times by checking the Has Time box; new items

remove start/end times by removing the checkmark in the Has
Time box; or simply edit the exiting start/end times for the
selected assignments.

8. Remember, whatever choices you make here will be assigned to all the
items you have highlighted.

9. Click Save to keep your changes; click Cancel to exit without saving.

[ checkal ||[uncheckall | [ submit || cancel |

Figure 138 - Weekly Planner:
Choose Students Window

121

——
| —



Copying Weekly Planner Items

You can copy any one or more existing Weekly Planner items from one student to another.

Click on the Teacher tab then on the Weekly Planner tab.

Choose a Student or All Students from the drop down list.

Select a single item, or use Shift-click or Ctrl-click to select multiple items.

Right-click over the selection and choose Copy.

Check the names of Students you want to copy to. If you check the name of the student you are
copying from he will receive duplicate copies of the items marked. To create an All Student item from
an existing item, either edit the original and choose All Students, or use the Use as New feature to
create a new item for All Students.

6. Click the Submit button to make the copies; click Cancel to exit with copying.

SAREN S A

Duplicating a Weekly Planner Item

1. Select the item you wish to duplicate.

Right-click over the item and choose Use As New.

3. Click OK on the Use as New message. A duplicate of the original item will appear in an Add/Edit Plan
Item window.

4. Change any information as needed. You may assign this copy to a different Student by choosing a
new Student from the drop down list.

5. Click Save to add the item; click Cancel to exit without saving

N

Creating Assignments from Weekly Planner Items

Supplemental video available on this topic

All Weekly Planner Items will eventually become Assignments. You can submit items one at a time, or in

groups. eg—— =5
1. Click on the Teacher tab then on the Weekly Planner Choose the date range for the new assignments

tab. Start On: March 9, 2009 B~
2. Set the drop down lists to display the items you wish to Through: March 14, 2009 -

work with.

Do you want to skip over special days?

3. You can Group or Sort the displayed items to more
easily access the items you wish to prepare for
Assignments.

4. If you wish to change the days of the week for any

[7] skip Scheduled Holidays
[¥] Skip Absent Days
[¥] Skip Non-School Days

Assignment, do so now. You can check and uncheck Starting Pattern
days of the week from the Week|y Planner g”d without For items with a 2-week pattern, choose the starting week number
opening each item. © Week 1

0 Week 2

5. Remove checkmarks from the Use column for items
you do not want to include in this process. You can
click the Check All/Uncheck All buttons, or click in the st LodfouEi ol ek oo ot e S

from the original item copied to the new items

Attachments

Use square.

6. Click the PREPARE button. The Create Assignments [ Preview | [ cancel |
window will appear.

7. Choose a Start On date — the first date you want to book Assignments on. Figure 139 - Weekly Planner:

Create Assignments Window
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10.

11.

12.

13.

14.

15.

16.

17.

18.
19.
20.
21.

22.

Choose a Through date — the last date you want to book Assignments on.

Choose which days you'd like Homeschool Tracker Plus to skip over when creating assignments:
Scheduled Holidays; Absent; and/or Non-School days.

Choose your starting pattern. If any of your items have a 2-wk pattern, you'll need to select whether
you want to start with Week 1 or Week 2.

Check the box to include any attachments from these Weekly Planner items with the created
Assignments.

Click PREVIEW.

YT Confirm Planned Assignments gli

A Y [E @ [ CheckAl || Uncheckal | [ Submit

| [ cancel |

Date
=l Student : George - 6 item(s

onday, Mar 9, 2009 Monday, March 9, 2009

tudnt : Katie - 6 item{s)

Katie

Monday, Mar 9, 2009

Monday, March 9, 2009

English

Grammar 8§

Lesson 99

Katie

Tuesday, Mar 10, 2009

Tuesday, March 10, 2009

English

Grammar 8

Lesson 100

Katie

Thursday, Mar 12, 2009

Thursday, March 12, 2009

English

Grammar 8

Lesson 101

Katie

Maonday, Mar 16, 2009

Monday, March 16, 2009

English

Grammar &

Lesson 102

Katie

Tuesday, Mar 17, 2009

Tuesday, March 17, 2009

English

Grammar 8

Lesson 103

RUEVEURR R Y

Katie

Thursday, Mar 19, 2009

Thursday, March 19, 2009

English

Grammar 8

Lesson 104

Figure 140 - Weekly Planner: Create Assignments Preview Window

Take a moment to review the items to make sure that they are correct before clicking the Submit
button.

You can change the grouping and/or sorting of the grid, column order and size, and even exclude
certain columns if you like to make it easier for you to review.

The screen will fill based on the dates and Weekly Planner Items selected. These are now the actual
Assignments that will be placed in the grid when you click SUBMIT.

When creating these Assignments, Homeschool Tracker Plus performs a check for duplicate
Assignments already created for the student in the Assignment grid.

Items that have the exact same Student, Subject, Course, Activity, Resource and
Page/Lesson/Chapter as an existing item (in any school year) in the student’s Assignment grid will be
marked as duplicates. Items with blank Page/Lesson/Chapter fields are not included in the duplicate
check procedure.

Duplicates appear in the Confirm Lesson Assignments grid with a pink background.

The OK field will be unchecked.

You may Check OK to include these items in the submit process.

This is your chance to make any last minute changes to the Assignments or exclude them from
posting. You can edit the information in the Order; Page/Lesson/Chapter; Topic; Date Given; Date
Due; Point Possible; Time Spent; Sessions; Directions and or Notes for any of the items displayed.
Uncheck the OK box for any item you do not wish to add to the Assignment grid. You can use the
Check All/Uncheck All buttons to make mass changes to this field.
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23. Click the SUBMIT button to enter these items into the Assignment grid; click Cancel to exit without
entering the items. The Page/Lesson/Chapter field for the items used will be updated accordingly in
the Weekly Planner grid.

What if no assignments appear for one of my selections?

If you do not see Assignments in the Prepare window, there are three things you can check:

e Make sure that your Weekly Planner item has at least one day of the week checked in the Selected
Days/2 Week area.

e Make sure that you have a valid setting in the Page/Lesson/Chapter Text options. If the item has
reached the end of pattern, no assignments will be created.

e Check the values in the First Use On/Last Use On fields to make sure that they don’t exclude the
selected date range in the Create Assignments window.

View Assignments

The View Assignments feature allows you see all Assignments for a Student that have the same Subject,
Course, Activity and Resource as a Weekly Planner item. This will show you all Assignments with those
parameters, regardless of whether they were created individually, from a Weekly Planner or Lesson Plan
item, or copied from an existing Assignment.

1. Right-click on any Weekly Planner item and choose View Assignments.
2. This will take you to a special view of the Assignment grid. The usual filters and calendar will be

inaccessible.
'_._!_lilomesdlool Tracker Plus -2 [
mFi!e New Tools Database Help
Main Menu | Student | Teacher | Maintenance | Reports |

Agenda | Assignments | Attendance | Field Trips | Goals Frogress | Joumal | Memorization | Overview | Reading Log |
A Y [E @ Sudert: [AlStudents [ Al ][ e

Crag a column header here to group by that column.

You are viewing selected assignments
based on a link you clicked from
somewhere else in the program

When you are finished working on
these ttems. click on the "Retum”
button below to clear this fiter set

Date Given |Student 'Subject Title | Course Title | Activity

Retum

Figure 141 - Weekly Planner: View Assignments Window

3. You can edit these Assignments in any way you like. You can add new Assignments or delete
Assignments as necessary.

4. When you have finished click the Return button. You can go to any other tab in the program, but the
Assignment grid will not return to “normal” until you click Return.
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Deleting Weekly Planner Items

1. Click on the Teacher tab then on the Weekly Planner tab.

Choose a Student or All Students from the drop down list.

3. Double-click on the item you wish to remove and click the Delete button; or right-click over the item
and choose Delete...

4. You can delete multiple items at once using Shift-click or Ctrl-click to select the items. Right-click over
the selection and choose Delete.

5. Click YES to confirm deletion; click NO to exit without deleting. Deleted items cannot be retrieved.

6. Deleting a Weekly Planner item has no effect on Assignments previously created from that item.

N

Archiving a Weekly Planner Item

If you will not be using a Weekly Planner item for the Active School Year but that item may be used again
at a future date, you may wish to Archive rather than delete the item.

Click on the Teacher tab and then on the Weekly Planner tab.

Right-click over the Weekly Planner item you wish to move to the inactive list

Choose Archive from the context menu. The Archive box will be checked.

When you return to the Weekly Planner grid or change the filter from “Active” to “Archive Only”, the
record will be removed from the “Active” view.

oo

You can archive two or more items at the same time. Use shift-click or ctrl-click to select the items you
wish to archive. Right-click over the selection and chose Archive from the context menu.

Un-Archiving a Weekly Planner Item

At any time, you can choose to move a Lesson Plan from the Archive list back to the Active list.

Click on the Teacher tab and then on the Weekly Planner tab.

Right-click over the Weekly Planner item you wish to move to the inactive list.

Choose Unarchive from the context menu. The Archive box will be unchecked.

When you return to the Weekly Planner grid or change the filter from “Active” to “Archive Only”, the
record will be removed from the “Archive Only” view.

pObdPE

You can un-archive two or more items at the same time. Use shift-click or ctrl-click to select the items you
wish to reactivate. Right-click over the selection and chose Un-Archive from the context menu

Printing Weekly Planner Items

You can print out the Weekly Planner items for any selected students. See the Add New
Reports section for details. Copy...
Edit
The Weekly Planner Right-Click Menu Hekele
Use As New
You can right-click over an individual item in the Weekly Planner grid, or over View Assignments
multiple items using the Shift-Click or Ctrl-Click procedures outlined above. Archive
Unarchive

e Add New brings up the Add/Edit Plan Item window. Figure 142 - Weekly Planner
e Copy allows you to copy the selected item(s) to one or more Students. Right-Click Menu
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o Edit:

o For single item selection: opens the edit window for the selected item.
o For multiple item selection: opens the Group Edit window.

o Delete allows you to permanently remove the selected item(s) from the database. You will have an
opportunity to confirm your selection before deletion occurs. Deleted items cannot be retrieved.

e Use As New creates a copy of the selected record. You can then change the record as you wish and
save it to the grid for the same Student or a different Student. It is enabled for single item selection
only.

e View Assignments will bring you to a special Assignment grid view showing all Assignments with the
same Student, Subject, Course, Activity and Resource as the selected item. It is enabled for single
item selection only.

e Archive allows you to remove an item from the active view without having to delete it.

e Unarchive allows you to return an archived item to the active view.

Attachments

Supplemental video available on this topic

Homeschool Tracker Plus allows you to link documents, images or websites to your Assignments, Field
Trips, Journal entries, Resources, Reading Log, Lesson Plan or Weekly Planner items. These can be
alternative resources for your student to use — such as a website they can visit for more information, or it
can be files created of their work — Word documents; image files; scanned items; etc.

Enabling Attachments

If you wish to use the Attachments feature, you'll need to enable it in Program Options. Turning on this
option enables the Attachment field in the Assignments, Field Trips, Teacher and Student Journal,
Resources, Reading Log, Lesson Plan and Weekly Planner grids.

1. To open the Program Options window, click on Tools in the Tracker menu bar and then choose
Options — or press the F3 key.

2. Click the Assignments tab.

3. Check the box next to Attachments in the Optional Fields list.

4. Click Save to keep your changes.

Creating an Attachment

The process for adding an attachment is the same for all areas of the program — so we’ll look at an
assignment here.

1. Edit an assignment and click on the hyperlink in the Attachment field to view/edit Attachments.
2. Click the Add Attachment button to open the Attachment window.
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Order- 7] Completed

Attachments: View/Edit Attachments... [¥] Allow Reschedule

I
Directions: (displays on student assignment reports) ™ Motes (displays only on Assignments: Combined format report):

Save & Close ] [ Save ][ Copy ] [ Use As New ] [ Delete ] [ Cancel

Figure 143 - Attachments Hyperlink

Attachments =T —— =5 _ _ :
— — - Figure 144 - Attachments List Window
’Att;ﬂment 'ﬁﬂ
Attachment Type
@ File C:h\Users'\Katie\Documentstinglés JPG
© URL

Display Name: Inglés JPG

I Save I l Cancel ‘

Figure 145 - Add Attachment Window

Save ] [ Cancel

3. You can attach files or web site addresses (URLS) to your items. You can create as many
attachments as you like for any item.
4. To add afile:
e Type in the file path where the file is located
o If you are not sure of the exact location of the file, click the Browse button. In the Browse window,
navigate to the file you want to attach. Click on the file and then click the Open button at the
bottom of the Browse window.
e The Display name field will show the file name. You can edit this display name if you like. Doing
so will not change the name of the file itself, just the Display Name in the Attachments window.
e Click Save to add the item to your attachment list for the assignment.
e To add another file, just click on Add Attachment and repeat the procedure.
5. To add a URL (website address):
e Click on the URL radio button
e Type in the URL. You can also choose to copy and paste the web address from your web
browser. Highlight the web address and copy it to your clipboard using ctrl-c. Then click into the
URL field of the Attachment window and use ctrl-v to paste the address.
e Click or tab into the Display Name field. The root of the web address will be displayed. You can
change this to meet your needs.
6. If you add multiple attachments, they will be listed in alphabetical order by Display Name.
7. Click SAVE on the Attachments window and then click Save & Close on the Assignment add/edit
window.
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Viewing an Attachment

1. Edit the Assignment and click on the View/Edit Attachments link.

2. Right-click over the —— T e m—— =x)
attachment you want to - r—
view

3. Choose Open from the
context menu beach.pg = S =g

Homeschool TrackerWeb... | http:/fhttp| er.com

4. HomeS_Ch00| Tra_Ck_er_ HSPError.bd C:\Users\P Edit... or.bt
Plus will open afile in its redboatipg C:\Users\K Delete Ling
native program — Word, a

Excel, image viewer, etc. You Figure 146 - Attachment Right-Click Menu

must, of course, have that
program installed on your computer to open the file.

5. If you wish to view a webpage, Homeschool Tracker Plus will open the web page in your preferred
browser.

6. If you are using Homeschool Tracker Plus on multiple computers you may not be able to access
your attached files from all computers. If you are using a home network, storing your attached files in
a shared directory is the best way to avoid this issue. Files are not stored in the database itself. Only
the details of the file path are retained in the Homeschool Tracker Plus database file.

Editing an Attachment

Edit the Assignment and click on the View/Edit Attachments link.
Right-click over the attachment you want to view

Choose Edit from the context menu

Make your changes

Click Save in the editing window and the Attachments window.
Click Save & Close in the assignment window.

ouA~wNPE

Deleting an Attachment

Edit the Assignment and click on the View/Edit Attachments link.

Right-click over the attachment you want to view

Choose Delete from the context menu

An “are you sure” message will appear

Click YES to delete the selected attachment

Deleting an attachment will only remove it from the single item you are working with.

ok Wb

Copying items with Attachments

When the Attachment feature is enabled, an extra message is added to each Copy and Use as New
function. Check the box if you want to copy the attachments, along with all the other information of your
assignment, field trip, reading log, resource, lesson plan or weekly planner item. If the box is checked ALL
created copies will contain all the attachments of the original item.

[¥] Check this box if you wish to have the links to attachments from the original item copied to the new items

Preview H Cancel

Figure 147 - Attachment Copy Message
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Attachments and Group Edit

You can use the Group Edit feature of Assignments, Field Trips, Resources, Reading Log, Lesson Plan
and Weekly Planner to edit the attachments for multiple items at one time. This can help you to quickly
remove attachments from multiple items in one step; or to add the same attachment(s) to multiple items at
once.

Use shift-click or ctrl-click to select your items.

Right-click over the selection and choose Edit to open the Group Edit window

Put a check next to the Attachments field

Click the View/Edit Attachments link

Make your changes

ONLY those attachments that are still visible when you are done with your changes will be attached
to the selected items.

oA~ wdE

Printing Attachments

You can include the list of attachments in some of the Assignment reports. To print the actual attachment
file, use the program it was created in. (See Reports)

Supplies

You can create a list of Supplies that will be needed to complete an assignment. Supplies may be added
to Assignments, Lesson Plan Items, and/or Weekly Planner items. If you add Supplies to a Lesson Plan
or Weekly Planner item, they will be made part of the Assignments created from those items.

Enabling Supplies

If you wish to use the Supplies feature, you'll need to enable it in Program Options. Turning on this option
enables the Supplies field in the Assignments, Lesson Plan and Weekly Planner grids.

1. To open the Program Options window, click on Tools in the Tracker menu bar and then choose
Options — or press the F3 key.

2. Click the Assignments tab.

3. Check the box next to Supplies in the Optional Fields list.

4. Click Save to keep your changes.

Creating a Supplies list

The process for adding Supplies is the same for all areas of the program — so we’ll look at an assignment
here.

1. Add or Edit an assignment and click on the hyperlink in the Supplies field.
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Mtachments: View/Edit Mtachments Allow Reschedule
Supplies: View/Edit Supplies

Directions: (displays on student assignment report Motes (displays only on Assignments: Combined format report):

\,

.

iSa\re&Close ] ’ Save Copy ] ’ Lze As New ] ’ Delete

Figure 148 - Supplies Hyperlink

Figure 149 - Supply List Window

2. Click the Add Item button to open the Add/Edit Supply Item window.

Add/Edit Supply Item B

Figure 150 - Add/Edit Supply Item Window

Enter the name of the item and, if desired, enter the number of items needed.

Click Save to add the item to your supply list.

To add additional items, click the Add Item button again.

If you add multiple Supplies, they will be listed in alphabetical order by Item.

Click OK on the Supplies window and then click Save & Close on the Assignment add/edit window.

No gakow
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Editing Supplies

Edit the Assignment and click on the View/Edit Supplies link.
Right-click over the item you want to change

Choose Edit from the context menu

Make your changes

Click Save in the editing window

Click Ok in the Supplies window.

Click Save & Close in the assignment window.

Nogs~wDdE

Deleting a Supply Item

Edit the Assignment and click on the View/Edit Supplies link.

Right-click over the item you want to remove

Choose Delete from the context menu

An “are you sure” message will appear

Click YES to delete the selected item

Deleting a supply item will only remove it from the assignment, lesson plan or weekly planner item
you are working with.

ogA~wNE

Copying items with Supplies

If you copy any Assignment, Lesson Plan or Weekly Planner item that has a supplies list, those supplies
will also appear for the newly copied items.

Supplies and Group Edit

You can use the Group Edit feature of Assignments, Lesson Plan and Weekly Planner to edit the supplies
for multiple items at one time. This can help you to quickly remove supplies from multiple items in one
step; or to add the same supply(s) to multiple items at once.

Use shift-click or ctrl-click to select your items.

Right-click over the selection and choose Edit to open the Group Edit window

Put a check next to the Supplies field

Click the View/Edit Supplies link

Make your changes. ONLY those items that are still visible when you are done with your changes will
be attached to the selected items.

apr0dE

Printing Supplies

You can print out a list of supplies to take on your shopping trip. (See Reports)
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Time Spent and Sessions

Homeschool Tracker Plus allows you to keep track of how often or how much time your student is
spending in each Subject area using the Time Spent or Sessions fields. Time Spent allows you to track
actual hours and minutes while Sessions lets you track how often each ‘class’ meets — awarding a
session for each type of assignment. These fields are optional for data entry. If you wish to use the % day
Present option in Attendance then you must enable one of these fields in Tools: Options: Assignments.

Using Time Spent

e Enable the Time Spent field in Tools: Options: Assignments

e As you enter or edit your Assignments, Field Trips, and Reading Log items you can enter the actual
amount of time the Student has spent on that item in hours and minutes.

e You can choose to have the daily Time Spent total displayed in the Student’s Attendance calendar by
choosing Time Spent in the Attendance Time Entry drop down in Tools: Options: Attendance. This
information will then also appear on the Main Menu view.

e The Time Spent/Sessions report can show you the total Time Spent for each Subject/Course for any
date range you choose.

e If you are entering specific starting and ending times for your Assignments and Field Trips, you can
choose to have Tracker automatically calculate the Time Spent for each item. Enable this feature in
Tools: Options: Assignments.

Using Sessions

e Enable the Sessions field in Tools: Options: Assignments

e As you enter or edit your Assignments, Field Trips, and Reading Log items you can enter the number
of Sessions you want to attribute to that task.

e You can choose to have the daily Sessions total displayed in the Student’s Attendance calendar by
choosing Sessions in the Attendance Time Entry drop down in Tools: Options: Attendance. This
information will then also appear on the Main Menu view.

e The Time Spent/Sessions report can show you the total Sessions for each Subject/Course for any
date range you choose.

Grades, Grading Scales, and Weighted
Grading

Grades and Weighted Grading are optional features of Homeschool Tracker Plus. If you do not wish to
use the grading features, you can disable the corresponding columns, tabs and reports in Tools: Options:
Assignments.
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You can create one or more Grading Scales to meet your needs. Each Grading scale has letter grade
and Pass/Fail options. Grading Scales can be attached to Courses with or without weighted grading.
Homeschool Tracker Plus starts with a Default Grading Scale. This scale can be edited for content, but
it cannot be deleted, nor can the scale name be changed.

Grades can be reviewed on the Overview Screen and printed in the Overview Report, Report Card and
Transcript.

Grades

If you choose to create Report Cards or Transcripts, you’re going to need to grade some or all of your
student’s assignments.

To grade an assignment, enter the number of points possible and the points earned. When the
assignment is marked as complete, Homeschool Tracker Plus will calculate the percentage grade by
dividing the points earned by the points possible. The letter grade awarded will be based on the grading
scale you set up. The Date Completed that you enter will control the Term and Year the grade will be
attributed to.

Homeschool Tracker Plus allows you to choose how grades are to be calculated for your students. You
must choose one method for all students. You may change your selection at any time. Make your
selection in Tools: Options: Assignments. The options are outlined below. The examples demonstrate
how the different options may affect your student’s overall grades.

In addition to selecting the calculation method, you can also choose how percentage grades will be
rounded: to a whole number (0); to one decimal place (0.0); or to two decimal places (0.00).

Grade Calculation Method - Averages (default)

This method grades each assignment. Those grades are then averaged together for an overall Term
grade. Then, the Term grades are averaged for a Yearly grade as reported on the Report Card and
Transcript.

Individual Assignments

1. Grades are only calculated for Assignments marked as complete.

2. To create a Grade for a completed Assignment you must enter Points Possible and Points Earned.

3. Homeschool Tracker Plus calculates the grade for the assignment by dividing the points earned for
the Assignment by the points possible for the Assignment.

4. A letter grade is appears in the Assignments add/edit window based on the Grading Scale you have
selected. The percentage appears in the Grade column of the Assignment grid. For more details on
this, please see Grading Scales, below.

Term Grades

5. For Courses without weighting, or if you are not using Courses, the Term grade is calculated by
taking an average of the grades that have been calculated for each individual Assignment in that
Course — adding up all the calculated percentage grades for assignments in that Course and dividing
by the number of graded assignments for the Course.

133

——
| —



6. For Courses with weighting, the Term grade is calculated by taking an average for each weighted
Activity and multiplying it by the weight assigned to that Activity. Then, all weighted values are added
together to get the final grade. See: Weighted Grading, below, for more information.

Yearly Grades

e Yearly averages are taken by creating a simple average of the Term averages that have already been
calculated.

Examples for Non-weighted grading using Averages

Assignments — Term 1

Subject | Course Activity Pts Poss. | Pts Earned | Grade
Math Algebra 1l | Test 50 35 70.00%
Math Algebra 1l | Test 100 82 82.00%
Math Algebra 1l | Test 100 80 80.00%
Math Algebra 1l | Test 100 78 78.00%
Math Algebra 1 | Homework 35 34 97.14%
Math Algebra 1 | Homework 10 9 90.00%
Math Algebra 1 | Homework 10 9 90.00%
Math Algebra 1 | Homework 10 9 90.00%
Math Algebra 1 | Homework 10 10 100.00%
Math Algebra 1 | Homework 50 48 96.00%
Math Algebra 1 | Homework 25 24 96.00%
Total 969.14%

Term 1 Math: Algebra 1 =969.14/11 = 88.10%

Assignments — Term 2

Subject | Course Activity Pts Poss. | Pts Earned | Grade
Math Algebral | Test 50 25 50.00%
Math Algebral | Test 100 95 95.00%
Math Algebra 1l | Test 100 72 72.00%
Math Algebra 1l | Test 100 73 73.00%
Math Algebra 1l | Test 100 81 81.00%
Math Algebra 1 | Homework 50 50 100.00%
Math Algebra 1 | Homework 50 48 96.00%
Math Algebra 1 | Homework 35 33 94.29%
Math Algebra 1 | Homework 10 9 90.00%
Math Algebra 1 | Homework 10 10 100.00%
Math Algebra 1 | Homework 10 10 100.00%
Total 951.29%

Term 2 Math: Algebra 1 = 951.29/11 = 86.48%
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Yearly Grade Math: Algebra 1 = (88.10 + 86.48)/2 = 87.29%

Grade Calculation Method - Sum of Earned/Possible

This method will display a grade for each completed assignment. However, Term grades are calculated
by taking the total points earned for all completed assignments and dividing that value by the total points
possible for all of those items.

Individual Assighments

e Grades are only calculated for Assignments marked as complete.

e To create a Grade for a completed Assignment you must enter Points Possible and Points Earned.

e Homeschool Tracker Plus calculates the grade for the assignment by dividing the points earned for
the Assignment by the points possible for the Assignment.

e Aletter grade is appears in the Assignments add/edit window based on the Grading Scale you have
selected. This letter grade is just a reference on how your student performed on this single task. The
percentage appears in the Grade column of the Assignment grid. For more details on this, please see
Grading Scales below.

Term Grades

7. For Courses without weighting, or if you are not using Courses, the Term grade is calculated by
adding all the points earned for all completed assignments within the Term. This value is divided by
the total points possible for all of those completed assignments. A letter grade is attributed based on
the Grading Scale you have selected. See Grading Scales, below.

8. For Courses with weighting, the Term grade is calculated by adding all the points earned for all
completed assignments within an Activity for the Term. This value is divided by the total points
possible for all of those completed assignments. This result is multiplied by the weight assigned to
that Activity. Then, all weighted values are added together to get the final grade. See: Weighted
Grading, below, for more information.

Yearly Grades

e Yearly averages are taken by creating a simple average of the Term grades that have already been
calculated.

Examples for Non-weighted grading using Sum Earned/Possible

Assignments — Term 1

Subject | Course Activity Pts Poss. | Pts Earned
Math Algebral | Test 50 35

Math Algebral | Test 100 82

Math Algebral | Test 100 80

Math Algebra1l | Test 100 78

Math Algebra 1 | Homework 35 34

Math Algebra 1 | Homework 10 9

Math Algebra 1 | Homework 10 9

Math Algebra 1 | Homework 10 9

Math Algebra 1 | Homework 10 10
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Assignments — Term 2

Math Algebra 1 | Homework 50 48
Math Algebra 1 | Homework 25 24
Total 500 418

Term 1 Math: Algebra 1 = 418/500 = 80.01%

Subject | Course Activity Pts Poss. | Pts Earned
Math Algebra1l | Test 50 25
Math Algebra1l | Test 100 95
Math Algebral | Test 100 72
Math Algebral | Test 100 73
Math Algebral | Test 100 81
Math Algebra 1 | Homework 50 50
Math Algebra 1 | Homework 50 48
Math Algebra 1 | Homework 35 33
Math Algebra 1 | Homework 10 9
Math Algebra 1 | Homework 10 10
Math Algebra 1 | Homework 10 10
Total 615 506

Term 2 Math: Algebra 1 = 506/615 = 82.28%

Yearly Grade Math: Algebra 1 = (80.01 + 82.28)/2 = 81.15%

Grading Scales

Supplemental video available on this topic

If you are using Courses, you must select a grading scale to associate with the Course, but that is as far
as the grading need go. If you are not using Courses, the Default Grading Scale will be applied to graded

assignments.

Letter grades will not appear in the Assignment grid or Overview grid. They are visible, however, in the

Add/Edit window of the Assignment.

All changes and entries into the Grades grid are performed directly in the grid itself. There is a Default

Grading Scale already established. You can change the scale to meet your own needs.

Editing the Default Grading Scale

1. Click on the Maintenance tab, and then the Other tab

2. Choose Grading Scales in the “Select Table to Edit” drop down list
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http://www.homeschooltracker.com/support_plus_videos.aspx

[ #8 Homeschoo! Tracker Plus (60R [E=EE—)

File New Tools Database Help

I'MainMenu l Student I Teacher ‘ Maintenance Reports

Resources | School Info | Students | Subjects/Courses | YearsiTerms | Other | .
Select Table to Edt: |Grading Scales v | Fiter: |Active v| [ Add
I Grading Scale Archive

Default Grading Scale

Grading Scale with Ridiculous numbers for testing
High School "A" Level

New scale for testing purposes 60 through 95; indiv gp
ITess‘s Grading Scale

L

Testing for Length of Grading Scale Name Allowable

Figure 151 - Grading Scales Grid Panel

3. Right-click over the Default Grading scale and choose Edit. Note that the name of the Default Grading
Scale cannot be changed — however you can change the name of any other grading scale you create.

Add/Edit Grading Scale
Grading Scale: _-Defaulf Grclding Scale
Letter Grade for Failing Assignments: F
Minimum Passing Percentage for Pass./Fail Courses: ! 60
Letter Grade | Min Pct| Grade Point
As 98 4.00
A 94 4.00
A 90 375
B+ 86 350
B 20 3.00
B- 78 275
C+ 75 250
C 70 2.00
C- (] 1.75
D+ 66 1.50
D 64 1.00
D- 60 0.50

Figure 152 - Grading Scales: Default Grading Scale

4. Set the letter or symbol you want to use for any failing grade. The default is “F”.

5. Set the minimum passing percentage for pass/fail courses. The default is 60%. This means that in a
Course using the Pass/Fail grading option, any average grade that falls below 60% will be given the
“Fail” grade — any average grade that falls at or above 60% will be given the “Pass” grade.

6. To Edit an existing line:

e You can change the letter grade designation, minimum percentage, and/or grade point for any
line of the grading scale.

e Right-click over the line you want to change and choose Edit

e Enter the new information in the correct box and click Save

e Homeschool Tracker Plus will automatically order your items based on the Minimum
Percentage values — from highest to lowest.




e You can have more than one item with the same value in any of the three fields. If two lines have
the same Minimum Percentage, Homeschool Tracker Plus will randomly choose which letter
grade to display for the report card and transcript.

e You can choose to set items with the same letter grade, but different minimum percentages and
grade points, if you wish, so that an A at 94 percent receives one grade point and an A at 95
receives a different grade point.

7. To Delete an existing line:

e You can remove any grade line you no longer wish to use in a grading scale.

e If you already have graded assignments using this scale, the related grades will be changed
accordingly.

e If you'd like to remove the plus and minus grade, for instance, and work with a straight A, B, C, D
grading scale, you can right-click on the plus and minus grade lines in turn and choose Delete
from the context menu.

o If you delete a line in error, you'll need to use the Add Line button to replace it and re-enter the
information.

8. To Add aline to a grading scale:

e Click the “Add Line” button, or right-click over any line in the grading scale and choose “Add”

e Enter the letter grade, minimum percentage and grade point you would like.

e The minimum percentage must be a whole number

e The Grade Point can contain up to 2 decimal places

e Click Save to create your entry. Homeschool Tracker Plus will automatically display your items
in numerical order by the minimum percentage values.

Adding a Grading Scale

You can create as many grading scales as you like.

pPObdPE

Click on the Maintenance tab, then the Other tab

Choose Grading Scales in the “Select Table to Edit” drop down list

Click the Add button to open the add/edit window for a new grading scale

Enter a name for your grading scale. This can be anything you like from 1 to 100 characters. Click
Save to open the Add Grading Scale Window.

Enter a letter grade to represent failing grades. It can be any 1-4 characters. The default is “F”.
Courses with failing grades for the year do not receive grade points.

Set the minimum passing percentage for pass/fail courses. The default is 60%. This means that in a
Course using the Pass/Fail grading option, any average grade that falls below 60% will be given the
“Fail” grade. Any average grade that falls at or above 60% will be given the “Pass” grade.

. S .

Erter Mame for New Grading Scale:

Figure 153 - Grading Scales: Name New Grading Scale
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(e TS )y New Grading Scals]

Letter Grade for
Failing Assignments: F

Minimum Passing Percentage for
Pass/Fail Courses: 50

Letter Grade | Min Pct| Grade Fqlnll

[] Archive (hide from lists) [ Print ] [ Save ] [ Cancel ]

Figure 154 - Grading Scales: Add Grading Scale Window

7. Click the Add Line button and enter the information for your first letter grade and click Save
8. Repeat as needed for the other values in your scale. You can add as many lines as you need.
9. Click Save to add the Grading Scale to your list of scales.

Copying a Grading Scale

You may wish to create a new scale using some information from an existing scale. The Copy feature
allows you create a new scale with all the settings of the existing scale. You can then edit the parts of the
scale as needed for the newly created scale.

Right-click over the scale you want to start with

Choose Copy from the context menu

Enter a name for your new scale and click Save. Scale names can have 1-100 characters
Change any parts of the existing scale as needed; add or delete lines if you wish.

Click Save to add the scale to your list.

apr0dE

Assigning a Grading Scale to a Course

For Assignments where no Course is specified, only the Default Grading Scale will be used. When you
create Courses within your Subjects you can assign different grading scales to different courses. You can
also choose to use the letter grade or pass/fail options.

1. Click on the Maintenance tab and then click on the Subjects/Courses tab

2. Right-click over the Course you want to work with and choose Edit from the context menu; or you can
double-click on the Course to open the add/edit window

3. The Grading Options section is in the upper right corner of the Course window.

139

——
| —



Course Details Grading Options
Subject: [ History/Social Studies - 1

Scale: [ Defaut Grading Scale

Course: 20th Century World History
Code: 20THHIS o
Credit Units: 100 Calculation Option: Basic Weighting:  © Yes @ No

© LetterGrade ()

Figure 155 - Grading: Assigning a Grading Scale to a Course

4. Choose a grading scale from the drop down list
5. Choose whether to use A-F; Pass/Fail; or Percentage only grading for this Course.
6. Click Save to keep your changes.

What Is Weighted Grading?

Weighted grading is an optional feature. Only you can decide if weighting the various activities in a
Course — to give more importance to one area of work over another — is right for your students. Weighted
grading is assigned per Activity per Course and can be edited at any time.

If you “teach to proficiency”, meaning that you stick with a particular topic until the student has a full grasp
of the material, there is little value in setting up weighted grading as all grades will be at or near 100%.

Setting Up Weighted Grading

1. Click on the Maintenance tab then the Subjects/Courses tab.
2. Double-click on a Course, or click ADD COURSE to create a new Course.
3. Inthe Grading Options section of the Course window, choose YES for Weighting.

Add/Edit Course =

Course Details Grading Options
Subject: [Math

Scale: [Default Grading Scale v]

Course: Pre-Algebral -
Grading: @ LletterGrade () P/F () Percent
Code: FPREALG

Credit Units 1.00 Calculation Option:  Basic

Course Description:

(7] Samantha
[¥] Talitha

T
Activities Ll

Additional Reading  » Activity
Assemble Lapbooks

Class Discussion ‘
Classwork with Mom new activity
Co-op Class Quiz

Co-op Class
Debate BESE
Diagram Sentences Test Prep
Discussion

E Class Lecture

Add/Edit Activity Total Weight: 100

[T Archive fhide from lists) LSENE ] [ Cancel

Figure 156 - Turning Weighted Grading On for a Course




4. This will enable the Total Weight field, and add the Wt. (weight) column to the Activity window.

5. As (or after) you add Activities, click on the Weight field for each Activity to enter the value. The Total
Weight will adjust each time you add, change or remove an activity’s weighting.

6. Activities can have different weights in different Courses. Tests may count for 50% of the grade in
your Algebra course, but only 40% in your Presidents course.

7. If you would like to include an activity, but do not want items attached to that activity to have an effect
on the overall grade, set the weight for that activity to ‘0'.

8. If you click SAVE while the Total Weight is greater than or less than 100%, you will receive an error
message. Click OK and adjust your weights as necessary.

9. You may come back to this screen to edit the weighting at any time. Changes you make will affect all
the Term and Yearly grades of all assignments tied to this Course both in the Active and previous
School Years.

10. Be sure to click SAVE in order to apply the weightings you've created.

How much should I weight each activity?

It depends on what is important to you, the Course, your curriculum, your umbrella school if you report to
one, and, possibly, your student’s strengths and weaknesses. Generally, the larger a portion of the
course work the activity covers, the higher the weight assigned. So research papers are more than
journal entries, test more than quizzes, etc. The only unbreakable rule is that all your weights within a
course need to equal exactly 100%.

The Practical Effect of Weighted Grading

To see how Weighted Grading can make a difference in your student’s overall grade, we will take the
examples from above for Averages and Sum Earned/Possible grading and add the weighting component.
For our Algebra 1 Course, Test will carry a weight of 70% of the overall grade and Homework will account
for the other 30% of the overall grade.

Examples for Weighted grading using Averages

Assignments — Term 1

Subject | Course Activity Pts Poss. | Pts Earned | Grade
Math Algebral | Test 50 35 70.00%
Math Algebra 1l | Test 100 82 82.00%
Math Algebra 1l | Test 100 80 80.00%
Math Algebra 1l | Test 100 78 78.00%
Test Total 310.00
Math Algebra 1 | Homework 35 34 97.14%
Math Algebra 1 | Homework 10 9 90.00%
Math Algebra 1 | Homework 10 9 90.00%
Math Algebra 1 | Homework 10 9 90.00%
Math Algebra 1 | Homework 10 10 100.00%
Math Algebra 1 | Homework 50 48 96.00%
Math Algebra 1 | Homework 25 24 96.00%
Homework Total 659.14
( ]
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Term 1 Math:

Activity Total Score Average Weighting Weighted Grade
Test 310.00 77.50 70% 54.25
Homework 659.14 94.16 30% 28.25
Term Grade 82.50
Assignments — Term 2
Subject | Course Activity Pts Poss. | Pts Earned | Grade
Math Algebra 1l | Test 50 25 50.00%
Math Algebra 1l | Test 100 95 95.00%
Math Algebra 1l | Test 100 72 72.00%
Math Algebra 1l | Test 100 73 73.00%
Math Algebral | Test 100 81 81.00%
Test Total 371.00
Math Algebra1l | Homework 50 50 100.00%
Math Algebra1l | Homework 50 48 96.00%
Math Algebra1l | Homework 35 33 94.29%
Math Algebra1l | Homework 10 9 90.00%
Math Algebra1l | Homework 10 10 100.00%
Math Algebra1l | Homework 10 10 100.00%
Homework Total 580.29
Term 2 Math:
Activity Total Score Average Weighting Weighted Grade
Test 371.00 74.20 70% 51.94
Homework 580.29 96.72 30% 29.02
Term Grade 80.96

In our standard grading by Averages example above, the Yearly Math grade came to 87.29%. The most
significant difference in weighted vs. non-weighted grades will appear when there are a large number of

Yearly Grade Math: Algebra 1 = (82.50% + 80.96%)/2 = 81.73%

assignments in a particular activity, as well as more graded assignments overall.

Examples for Weighted grading using Sum Earned/Possible

Assignments — Term 1
Subject | Course Activity Pts Poss | Pts Earned | Grade
Math Algebral | Test 50 35
Math Algebra 1l | Test 100 82
Math Algebra 1l | Test 100 80
[ 142 )
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Math Algebra 1l | Test 100 78
Test Total 350 275 78.57
Math Algebra 1 | Homework 35 34
Math Algebra 1 | Homework 10 9
Math Algebra 1 | Homework 10 9
Math Algebra 1 | Homework 10 9
Math Algebra 1 | Homework 10 10
Math Algebra 1 | Homework 50 48
Math Algebra 1 | Homework 25 24
Homework Total 150 143 95.33
Term 1 Math:
Activity Total Score Weighting Weighted Grade
Test 78.57 70% 55.00
Homework 95.33 30% 28.60
Term Grade 83.60
Assignments — Term 2
Subject | Course Activity Pts Poss | Pts Earned | Grade
Math Algebra 1l | Test 50 25
Math Algebra 1l | Test 100 95
Math Algebra 1l | Test 100 72
Math Algebra 1l | Test 100 73
Math Algebra 1l | Test 100 81
Test Total 450 346 76.89
Math Algebra 1 | Homework 50 50
Math Algebra 1 | Homework 50 48
Math Algebra 1 | Homework 35 33
Math Algebra 1 | Homework 10 9
Math Algebra 1 | Homework 10 10
Math Algebra 1 | Homework 10 10
Homework Total 165 160 96.97
Term 2 Math:
Activity Total Score Weighting Weighted Grade
Test 76.89 70% 53.82
Homework 96.97 30% 29.09
Term Grade 82.91

Yearly Grade Math: Algebra 1 = (83.60% + 82.91%)/2 = 83.26%
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In our standard grading by Sum Earned/Possible example above, the Yearly Math grade came to
81.15%. The most significant difference in weighted vs. non-weighted grades will appear when there are
a large number of assignments in a particular activity, as well as more graded assignments overall.

Weighted Activities with no Completed, Graded Assignments

If an activity has a weight but no completed, graded assignments within the grading period, the overall
grade for the Course will be skewed accordingly as the percentage of the grade represented for that
Activity will be missing. Here are three options to remedy this situation:

Option 1 - Delete the Activity:

If you have found that you are not going to be using the “missing” activity at all for the Course, simply edit
the course to delete the activity and redistribute the weighting. You can also change the weighting for that
activity to zero, rather than removing it. Remember: Changes you make to the weighting of a Course will
affect all assignments attributed to that course, even in past or future years.

Option 2 - Enter One Completed Assignment:

If you need the activity for future grading periods or for other students taking the Course, you can add one
completed assignment for that activity with a points possible value of 1 and a points earned value of 1.
This will also skew the grade slightly, but in the student’s favor. This will give the activity its full weight in
the overall calculation of the grade for the Course.

Option 3: Create a new Course — one weighted; one non-weighted

Right-click on the weighted Course and choose Use as New.

This will create a duplicate of the original Course.

Assign a new Course Code; the Course Title must remain exactly the same.

In the Grading Options area, set Weighting to No. Alternatively, you can make this a weighted course

as well, just with different weightings to deal with the “missing” activity.

5. You can now assign this new Course to all Assignments within the Term where you will not be using
all the weighted Activities.

6. You must now change your “Course List Display Format” to Code or Code + Title in Tools: Options:
Assignments to insure selection of the proper course.

7. You can also verify your Course selection via the Overview grid. In the Report Card and Transcript

Reports you will see one entry for the Course name, with each term’s grade calculated properly

according to whether you have used the weighted or non-weighted course.

i NS

Printing Grades

Grades can be printed in Report Cards; Transcripts; Progress Reports and Assignments reports for
completed items. (See Reports)
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Attendance

Supplemental video available on this topic

Many jurisdictions require that you homeschool a certain number of days, hours or both within the school
year. The Homeschool Tracker Plus Attendance feature allows you to track days along with total hours,
time spent or sessions. You can set days present as full or half days.

Each Student has his own Attendance Calendar which shows the number of days “Present” for the Active
School Year. The All Students Attendance Calendar view shows the initials of each student marked as
present or absent on that date, as well as Holiday/Vacation/ Other days.

Full-day and Half-day Present options

You can choose to mark a date as a full day or ¥ day Present. When using Auto-Attendance, you'll set
minimum limits for Time Spent or Sessions to be met before a day will be marked as a Full day. Anything
less than those limits will cause a day to be marked as Y2 present. To use the % day Present feature you
must have either Time Spent or Sessions enabled in Tools: Options: Assignments.

The All Students View

When the All Students option is selected in the Student drop down list, the calendar will display:

[ Fomesthool Tracker Plus (200872000

File Mew Tools Database Help

Main Menu | Student | Teacher | Maintenance | Reports |
Agenda I Assignments | Attendance | Field Trips | Goals Progress | Journal | Memeorization | Overviewl Reading Leg |

7 |
(<]l october 2008 Set Holiday |

|

2 % [ @ Student: [AllStuderts Ad | [ sae

Showing Sessions

Auto Attendance is On |

CI |

o, 9 10
Present: GEO; JEA: || Present: GEQ; JEA; || Present: GEO; JEA; || Present: GEO; JEA;
KAT: TAL: THO KAT: TAL: THO KAT: TAL: THO KAT: TAL: THO

Tue

L

Present: GEO: JEA:
KAT: TAL: THO

13

Present: GEO; JEA;

KAT; SAM; TAL;
THO

14

KAT; SAM; TAL;
THO

Presert: GEO; JEA

1]

Present: GEO; JEA;

SAM: TAL; THO

16
SAM: TAL; THO

Present: GEO; JEA;

17
Presert: GEO; JEA;
SAM: TAL: THO

20

Presert: GEO; JEA;

SAM: TAL; THO

21

KAT; SAM; TAL;
THO

Presert: GEQ; JEA;

23
SAM: TAL; THO

Present: GEQ; JEA;

24
Presert: GEO; JEA;
SAM: TAL: THO



http://www.homeschooltracker.com/support_plus_videos.aspx

All Holiday/Vacation/Other days along with their descriptions

Present for any date on which at least one student is marked as “Present” or “Present: ¥z day”. Initials
will be displayed for each student who has been marked as present on that date

Absent for any date on which at least one student is marked as absent. The day will show the green
“Absent” color, but will also display the details for any student marked as present on that date.

Time Entry in the Attendance Calendar

Homeschool Tracker Plus gives you the option of tracking time as well as days in the Attendance
calendar. If you choose to track one of these values, you can also choose to include the value in the
Attendance Report.

There are four options available to you:

None — no time entry will be made

Manual (HH:MM) — manual entry of total time spent schooling per day in an HH:MM format

Sessions from Completed Assignments: The total Sessions entered for all assignments marked as
completed on that date will be displayed.

Time Spent from Completed Assignments: The total Time Spent entered for all assignments
marked as completed on that date will be displayed.

To Select a Time Entry Option

n

Click Tools in the Homeschool Tracker Plus menu bar and then click Options; or press F3.

Click on the Attendance tab

Choose a Time Entry Option from the drop down list.

e Sessions and Time Spent will only appear as options when you have elected to include those
fields in Tools: Options: Assignments.

Entering Manual Hours in the Attendance Calendar

N

Click on the Student tab and then the Attendance tab. @

Click on any date to bring up the Attendance window

Students Date Range
Check the students you want to mark as present or choose i
) All Students November 2008 [ |
All Students. @ Selected Students S M TWTF S
. . . 1
Click on a single date or click and drag over a range of T @ © * 5 65 7 ¢

. (=] 9 10 11 12 13 14 15
dates to be marked as present with the hours you enter. "I = el 16 1 18 Sl 2

Choose whether to skip over non-school days. This allows | %ﬁjﬁ;ﬁ;‘tha R
you to mark more than one week at a time without including B Thomas Nowilirin
weekends. Holiday/ Vacation/Other days are not skipped.
Click Present or Present: ¥ day

Enter the Total Hours for those days in the Hours and o
Minutes boxes provided. e, i
Choose whether to override anything that already exists on @ present
these days in the calendar. 4z a5
Click OK to mark the calendars as noted. Click Cancel or
close the window to quit without making changes to the

Attendance Calendar. |

= e = o

Figure 158 - Attendance: Manual Hours Entry

[¥] Skip over non-school days

Attendance Type

Replace any hours that may already exist in the date range
") Absent
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Entering Sessions or Time Spent on the Attendance Calendar

Homeschool Tracker Plus will automatically enter the Sessions or Time Spent values for all completed
assignments for a given date. The total will be displayed in parentheses after the word “Present”.

Marking Attendance

Auto-Attendance

Auto-Attendance uses the existence of completed assignments to automatically mark a day as “Present
on the attendance calendar. It uses the Date Completed field to determine which day to mark as
“Present”.

When Auto-Attendance is in use, a day recorded as “Present” will automatically change to blank/gray
when all previously completed assignments for that day are marked as incomplete, and/or all completion
dates for assignments on that day are changed to another date.

If there is a completed assignment on a date previously marked “Absent”, the notation will change to
“Present”.

If you choose to use the Auto-Attendance feature, we recommend that you set your Date Complete
Default to “Date Due” in Tools: Options: Assignments. This will allow you to mark multiple items as
complete and have the correct date marked as “Present” in the Attendance Calendar.

How Do I Turn On/Off Auto-Attendance?

Click Tools in the Homeschool Tracker Plus menu bar and then click Options; or press F3.

Click on the Attendance tab.

Check the box to “automatically set ‘present’ on date complete.

If desired, select the option to allow “present: ¥z day” and set the minimum amount of Time Spent

and/or Sessions to be met before a date is marked as a full day present. Anything less than that

minimum will be marked as % day when there are completed items on that date.

5. Click Save.

e Each time you mark at least one assignment complete for a particular date, that date will be
automatically marked “present” or “present: % day” on the attendance calendar.

e If you are tracking Time Spent or Sessions, the total will automatically appear in parentheses
following the word “present”, based on the completed assignments for that date.

PO

Manually Marking day as Present or Present: 2 day

You can manually enter “present” for one or more students at a time. If you are manually tracking hours in
the Attendance calendar, enter them at this time. If you are tracking Time Spent or Sessions, the total will
automatically appear in parentheses following the word “present”, based on the completed assignments
for that date.

1. Click the Student tab, then Attendance tab.
2. Click on any calendar day to bring up the Attendance window.
3. Click All Students, or click Selected Students and check names as appropriate.
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4. Click on the date you wish to mark, or click and drag over a
range of dates.

5. Choose whether to skip over non-school days. This allows
you to mark more than one week at a time without including
weekends. Holiday/Vacation/Other days are not be skipped.

6. Click Present: Y2 day or Present

7. If you're entering manual hours, enter them at this time in the
boxes provided.

8. Click OK to mark the calendars as noted. Click Cancel or
close the window to quit without making changes to the
Attendance Calendar.

Marking a day as Absent

You may wish to use the “Absent” feature to mark days where
one student will be “skipping” school while others are still in
attendance. Absent days can be skipped over when
Rescheduling, submitting from a Lesson Plan or Weekly Planner,

or in the Assignment Copy: Repeat Over Date Range procedures.

Click the Student tab, then Attendance tab.

apr®dE

Students

O All Students

@ Selected Students

Mowooe |
[[] Jean

7] Katie

[C] Samantha

[ Talitha

] Thomas

Attendance Type

") None
) Present: 1/2 day
@ Present

4[] 45

*) Absent

Click on any calendar day to bring up the Attendance window.

Click All Students, or click Selected Students and check names as appropriate.
Click on the date you wish to mark, or click and drag over a range of dates.
Choose whether to skip over non-school days. This allows you to mark more than one week at a time

Date Range
November2008 [

S M T wW T F S
1
2 3 4 5 6 7 8
9 10 11 12 13 14 15
16 17 18 [INR20NE2N 22
23 24 25 26 7 28 B
30
Today: 11/192008

[¥] Skip over non-school days

[¥] Replace any hours that may already exist in the date range

Figure 159 - Attendance:

Manually Marking 'Present'

without including weekends. Holiday/ Vacation/Other days are not be skipped.

o

Click Absent

~

attendance calendar.

Enter a reason/explanation in the box provided. If you leave the box blank, “Sick” will appear on the

8. Click OK to mark the calendars as noted. Click Cancel or close the window to quit without making

changes to the Attendance Calendar.

Removing a Present or Absent Entry

Click the Student tab, then Attendance tab.

Click None

ogs~wNE

changes to the Attendance Calendar.

Recalculate Present

Click on any calendar day to bring up the Attendance window.
Click All Students, or click Selected Students and check hames as appropriate.
Click on the date you wish to mark, or click and drag over a range of dates.

Click OK to mark the calendars as noted. Click Cancel or close the window to quit without making

You can use this tool to have Homeschool Tracker Plus audit your records and update your Attendance
Calendar based on your completed assignments. You can use this tool whether or not you choose to

make use of the Auto-Attendance function.

1. Click Tools in the Homeschool Tracker Plus menu bar and choose Recalculate Present; or click on

the “Auto Attendance” link at the top of the Attendance grid.
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T Homeschool Tracker Plus (2008-2009) e
File Mew |Tools| Database Help
| Main Menu Export Lesson Plan J Reports
[ Agenda i A; Import Lesson Plan Memorization
ARV E Reschedule... Add
(<] moy  Options F3 Yol Present Days: 6
] Security
! = School Year Calculator E
Borrowed ltems Due
1 Recalculate Present...
| Recalculate Time %ent..‘
Reset All Grids
\ Switch School Year »
Timer F4
7 Homeschool Tracker Plus (2008-2009) e s

MainMens | Student | Teacher | Maintenance | Reports |
Agenda | Assignments | Attendance | Field Trips | Journal | Memorization | Overview | Reading Log |

A% [ 7 Sudent: [Katie v [ Ad |

(<] November2008 [>| [ Sethoiday | Tota Present Days: 6.0

Showing / Hours Momgjhﬂssonq—

.
Csn & wn T me )0 wa ) W [Cicktorecakultepresem) St
I r " i r Ll ——

L

Figure 160 - Attendance: Activate Recalculate Present

2. Inthe Recalculate Present window, choose a date
range. The default date range is the Active School

| Recalculate Presel

Year.

3. Click the Students hyperlink and check the names for
the students whose Attendance Calendar you wish to
update.

4. Click Recalculate

5. Homeschool Tracker Plus will audit your database

This will re-examine all completed assignments and set the day as
'‘present’ in the Attendance Calendar for any student where a
completed assignment is found. This will overwrite any day that is
already marked as 'absent.’

Starting Date Completed: 1, 2008 @~

Ending Date Completed: June 20,2009 @~

Students All Students

for completed assignments and insure that each date

with a completed assignment is marked as “present”

in the Attendance Calendar.

e If you are using auto-attendance and have set
parameters for “Present: ¥z day”, your days will be
marked accordingly.

e This will override any days marked “absent” that have a completed assignment on that date.

e There is no regard given to non-school days, “absent” days or Holiday/Vacation/ Other days. The
existence of an assignment with a completion date will cause that day to be marked as “present”
on the Attendance Calendar.

[Recalculate][ Cancel ] ﬂ

—

Figure 161 - Attendance: Recalculate Present

View Assignments from the Attendance Calendar

You can right-click on any date in the Attendance calendar to view assignments on that date. The
assignments shown will be in accordance with your Student drop down selection. If you have selected All
Students, you will see the assignments for all students on that date. If you have selected a particular
student, you will see the assignments for just that student.

149

——
| —



Click on the Student tab, and then on the Attendance tab

Chose All Students or any one particular student from the drop down list

View Assignments

Right-click over a date and choose View Assignments (the only option)
Homeschool Tracker Plus will take you to a special view of the Assignment grid and display all
assignments completed on that date. In this view you can edit or delete any of the displayed items.

PoObdE

| File New Tools Database Help

Main Menu Student || Teacher Maintenance Reporis
| MoinMeny [[ Siugeni j| Teacher [ Maintenance [ Repors |

[ Agenda] Assignments | Atiendance | Fiekd Trips | Gools Progress | Joural | Memerization | Overview| Reading Log |
A Y [ @ Sudert [AlSudents <[ A |

You are viewing selected assignments

[ Reum | e
| Date Due [
| Date Given |  Start 'End | Order Goals  Attach...  Subject Title  Course Title  Activil

! =| Date Due : Friday, February 13, 2009 - 7 item(s)

2/13/2009 Katie 7:00 AM | 7:30 AM | Phys. Ed Exercis|
2/13/2009 Katie 10:00 AM |10:30 AM 1] | History America - 170... Readin:
|2/13/2009 nant 10:00 AM [10:30 AM 0 | History America - 170... |Readin

Figure 162 - Attendance: View Assignments

5. Click Return to go back to the Attendance area and return the Assignments grid to its normal view.

Printing Attendance

You can create an Attendance report by Student or by Month. (See Reports)

Field Trips

The Field Trips area allows you to track school-related outings. You may assign subjects/courses,
start/end times and time spent/sessions to each Field Trip. If you enter Time Spent/Sessions information,
that time will be included in the Attendance, Overview and Time Spent/Sessions reports for the
subject/course entered.

All field trips appear in the same window. When adding or editing a Field Trip, you can select which
students attended. A Field Trip item will be added for each student selected. Field trips will also appear in
the Assignment grid and Agenda. Field trips appear on the Assignment, Combined Assignment List, Daily
Task List, and Agenda reports. You can print a separate Field Trip report which includes the date of the
trip, the destination, and any notes you have entered regarding the trip.

Field Trips are automatically marked complete the first time you open Homeschool Tracker Plus after
the trip date has passed. All Field Trips have an activity of “Field Trip”, which cannot be edited or deleted.




Anatomy of a Field Trip

All Field Trips are required to have a Trip Description; Trip Date; Subject and at least one Student. The
data entry of a field trip appears on the Assignment grid in a special pattern. The Trip Description is
displayed in the Page/Lesson/Chapter column. The Notes will be displayed in the Directions column.

e, T TR ==

Student: Choose students on save

Destination: | [7] Has Time

Trip Date: March 6,2009 @~

Choose Goals
At

Figure 163 - Field Trip Add/Edit Window

Students - Required — Students are selected when you click SAVE on the Add Field Trip window. This
allows you to create one set of trip information for multiple students at one time.

Description - Required - (100 character limit) Enter a short description of the trip, perhaps your
destination.

Trip Date - Required - Defaults to your current system date. If “Today” falls outside the Active School
Year, the school year start date will show here. This date will dictate where the Field Trip assignment
appears in the Assignment grid.

Goals - Optional - You may elect to attribute goals to any assignment or group of assignments. Goals
can be created based on a grade level, subject, or any classification you like. (See Goals)

Subject - Required — Choose a Subiject for the Field Trip
Course - Optional — Choose a Course or leave this field blank if you prefer.

Location - Optional - The Location field allows you to track where each Field Trip was held. If you are
not required to track this information, you can simply leave the default Home location as is and ignore this
field.
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Topic - Optional — (100 character limit) You may enter a brief description of the field trip; basic facts
covered, etc. Topics for completed field trips can be printed out in the Scope & Sequence report. You can
disable this feature in Tools: Options: Assignments.

Attachments - Optional — You may attach a reference to a document, image or website to any field trip.
When an attachment exists, an asterisk will appear in the field in grid view. (See Attachments)

Has Time: Start/End Times - Optional — Use these fields to set specific starting and ending times for
your field trip.

Time Spent - Optional — Enter the total number of time in hours and minutes that the student spent on
the field trip.

Sessions - Optional — Instead of tracking actual hours and minutes, some users prefer to track
“sessions” — with one session being awarded each time that class is held.

Notes - Optional - This is an open field for whatever you wish to add. You might want to include
something about your experience on the trip, or whether you would go again. The text from this field
appears on the Field Trip report. In the Assignment grid view of a Field Trip, the Notes appear in the
Directions field.

The Field Trip Grid
Access the Field Trip grid by clicking on the Student tab and then the Field Trips tab.
U1 Homeschool Tracker Plus (2008-2005] ]

| FiI Mew Tools Database Help
Student | Teacher | Maintenance | Reports |
Agenda | Assignments | Aﬂendanoel Field Trips |Gna|s Progress |Journal | Memarization |Over\.riew| Reading Log |

Main Menu

A ¥ [F @ Sudent: [AlStudents -] | Add |
| Date ; |
|| student | Description | Date / | Start |End | Goals |Attach... | Subject Til

=l Date : 7/2/2008 - 3 item(s)

Katie Lunch wih an Astronaut |7/2/2008 12:00 PM  [1:30 PM History

Figure 164 - Field Trip Grid Panel

Collapse/Expand Icons

Ay
Use the blue up/down arrow icons to collapse or expand all the groupings on this grid. You can _
collapse/expand individual groupings by clicking the -/+ buttons on the grouping headers. Coﬁfpusrg/é%énd
Homeschool Tracker Plus will not retain your settings when you leave this screen. lcons

Choose Columns and Reset Icons IZ]
o

1. Click the Choose Columns icon.
2. Check the columns to include; uncheck the columns to exclude. Column selections will not be Figure 166 -

visible for features which you have elected to disable in Tools: Options: Assignments. Choose
Columns Icon
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3. Click Save to retain your selections; click Cancel to exit without changing your column view.
4. Things to remember:

] ) == Figure 167 -
e You can change your selections at any time. f'? Reset

e Excluding a column from view does not remove the data stored in that field. Columns Icon
e You can reset columns, column widths and column order to their original settings by click
the Reset Columns icon in the Assignment Grid header.

The Drop-Down Lists
e Student: Choose whether to view items for All Students, or one particular student.
The Search field

You can search among your field trips within the parameters of your drop down settings. Search text will
compare against Subject; Course; Activity; Topic; and Notes fields. Hidden fields will be included in the
search parameters. This search field is tied to the search fields in the other Student tab areas:
Assignment; Goals Progress; Memorization; and Reading Log.

Grouping and Sorting

Just as in the Assignment grid, you may choose to group and sort the displayed information in the Field
Trip grid according to any column heading. For full details please see the Using the Grids section.

Adding a Field Trip

You can open the Add Field Trip window in three ways:

e From Student: Field Trip screen — click Add
e From anywhere in Homeschool Tracker Plus — press F7
e Click on New in the menu bar, then Field Trip

See The Anatomy of a Field Trip, above, for a
description of each field.

Choose the student(s) to receive the new items

1. Fillin each field as desired. The only required
fields are Trip Description; Trip Date; Subject and

Students. Jl(:;a_ | Thomas
. V| beorge
2. Click SAVE. e
3. Choose one or more students from the list by l Salr_n:ntha
| Talitha

checking the box to the left of their name.

4. Click Submit to create a Field Trip entry for each
student selected.
e An entry will be made in the Agenda on the

_ | Checkall | |uncheckAll | [ submit || cancel
Trip Date. :
* An Assignment will be entered for each Figure 168 - Field Trip: Choose Students
Student attached to the field trip on the Trip
Date.

153

——
| —



Field Trips as Assignments

The Field Trip will appear in the Assignment grid for each student attached to the trip. The chart below
shows how the fields match up. The Activity field in the Assignment Grid columns will always show “Field
Trip”.

Field Trip Form Assignment Grid Columns
Student Student
Description Page/Lesson/Chapter
Trip Date Date Given; Due and Completed
Goals Goals
Subject Subject
Course Course
Location Location
Topic Topic
Start/End Times Start/End Times
Time Spent Time Spent
Sessions Sessions
Notes Directions
Editing a Field Trip

You may edit any part of any Field Trip except Student. Some fields can be edited in directly in the grid.
To make a change to a field filled by a drop-down list, you'll need to double-click on the Assignment to
open up the Edit window. Make your changes and click SAVE.

Editing in the Grid

The following fields can be edited directly in the Field Trip grid: Description; Trip Date; Topic; Time Spent;
Sessions; Notes.

1. To edit any of these fields, click once in the field.

2. Make your changes.

3. To keep your changes, click the SAVE button in the Assignment grid panel, or click on another item in
the grid. To cancel your changes, press the escape key on your keyboard before moving away from
the field.

Editing a Single Field Trip Entry

1. Click on the Student tab then on the Field Trips tab.
2. Choose a Student or All Students from the drop down list.
3. Double-click on the item you wish to edit or right-click over the item and choose Edit...
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Studenrt: George

Destination: Lunch wih an Astronaut [¥] Has Time
Trip Date: July 22008 (@~ Start: (12:00 PM |25| End: |D1:30 PM (=

Goals: Choose Goals
- Time Spent: 1z 30
Subject: History
Sessions: 0.00
Cotres: US_FL - USA & Florida 3

Location: Home -~ |

Topic:
Attachments:  View/Edit Attachments

MNotes:

One of the most popular programs at Kennedy Space Center, "Lunch with an Astronaut™ gives students a one-of-a4ind experience =
to meet @ member of NASA's Astronaut Corps and get their autograph.

Held daily, these sessions offer an up-close and personal opportunity to share in the exctement of space exploration through the
eyes and personal stories of one of NASA's best, all while enjoying a delicious meal. Young people will leam about the importance of
schoolwork and setting goals to achieve their dreams.

An impressive roster of Astronauts have appeared since the program’s inception in 2001, among them Wally Schima, John Glenn, Jim
\,L\,Q\‘f\?ﬂ- Gene m. Walt Cunningham, Story Musglave. Jon McBride and more.

[ Save ] [ Delete ] [ Cancel

Figure 169 - Field Trip Edit Window

4. Make any changes you would like.

5.

Click Save to keep your changes; click Cancel to exit without saving.

Group Edit

You can edit almost any field in two or more Field Trips at a time using the Homeschool Tracker Plus
Group Edit feature. The only field you cannot edit via Group Edit is Student. Group Edit allows you to
quickly and easily make changes to the Field Trip entries for all students taking the field trip at one time.

E N

o

Choose a particular student or All Students from the drop down list.

Use Shift-click or Ctrl-click to select the items you wish to edit.

Right-click over the selection and choose Edit. The Group Edit Field Trips window will appear.

Put a check next to each field you want to change for the selected group of items. As you check
them, the fields will become enabled.

Make a new selection for each checked field.

For any drop-down list, you can type directly in field to create a new item; or you can use the pencil
icon button next to any drop down list to add a new item to that drop down list, or to edit the displayed
item.

You can add start/end times by checking the Has Time box; remove start/end times by removing the
checkmark in the Has Time box; or simply edit the exiting start/end times for the selected field trips.
Remember, whatever choices you make here will be assigned to all the items you have highlighted.
Click Save to keep your changes; click Cancel to exit without saving.
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Group Edit Field Trips

| [7] Description: Lunch wih an Astronaut
7] Trip Date: Juy  2,2008 1200FM g2
7] Goals: Choose Goals ] Time Spent; 1] -

[T Subject: History ['.?f‘l ] Sessions:

[] Course: US_FL - USA & Florida (@]

CENES (2]
[ Location: Home lii

[ Topic:
[T Attachments: View/Edit Attachments

[ Motes:

One of the most popular programs at Kennedy Space -
Center, “Lunch with an Astronaut™ gives students a one- ;l
of-a+ind experence to meet a member of NASA's =
Astronaut Corps and get their autograph.

Held daily, these sessions offer an up-close and personal

Figure 170 - Group Edit Field Trips Window

The Field Trip and Assignment Group Edit

When you are in the Assignment grid view, you can select a group of Assignments and edit certain fields
for the entire group at once. If you happen to include a Field Trip in your selection, none of the changes
you make in the Group Edit window will be applied to the Field Trip.

Duplicating a Field Trip

1.
2.
3.

4.
5.

Select the item you wish to copy.

Right-click over the item and choose Use As New.

Click OK on the Use as New message. A duplicate of the original item will appear in an Add/Edit
Lesson window.

Change any information as needed.

Click Save to add the item to select students and add the item(s) to the Field Trip grid; click Cancel to
exit without saving

Marking a Field Trip as Complete

Homeschool Tracker Plus will automatically mark your Field Trips as complete on the day after the date
of the trip. No action is required on your part.

Deleting a Field Trip

Field trips can be deleted from any of the three views in which they appear.
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Deleting from the Field Trip grid

1. Right-click on any single entry, or use shift-click or ctrl-click to select multiple entries and then right-
click over the selection.

2. Click Delete in the menu options

3. Click OK to confirm deletion. Click Cancel to exit without deleting. Deleted items cannot be retrieved.

Deleting using the Assignment grid

1. Right-click on any single entry, or use shift-click or ctrl-click to select multiple entries and then right-
click over the selection.

2. Click Delete in the menu options

3. Click OK to confirm deletion. Click Cancel to exit without deleting. Deleted items cannot be retrieved.

Deleting from the Agenda

1. Right-click on any Field Trip entry
2. Choose Delete in the menu options
3. Click OK to confirm deletion. Click Cancel to exit without deleting. Deleted items cannot be retrieved.

Printing Field Trips

You can print out a list of completed Field Trips for any selected students. You can also print a form which
the student can use to make notes while on the field trip. (See Reports)

The Field Trip Right-Click Menu

The Right-Click menu is enabled when there is at least one item in the grid. You can right-click over an
individual item in the grid, or over multiple items using Shift-Click or Ctrl-Click.

e Add New allows you to add a new item to the grid. Clicking this option will Add New
bring up the Assignment Add/Edit window. Edit
e Edit:
o For single item selection: This will open the Add/Edit Assignment Delcie
window for that item. Use As New
o For multiple item selections: This will bring up the Group Edit window :
from which you may choose to globally edit fields for the selected St Toom
items. Figure 171 - Field Trip
e Delete allows you to permanently remove the selected item(s) from the Right-Click Menu

database. You will have an opportunity to confirm your selection before
deletion occurs. Deleted items cannot be retrieved.

e Use As New is only available for single item selections. This option creates a copy of the selected
record. You may then change the record as you wish and save it to the grid, or use the Copy button in
the Add/Edit Assignment window to make a single copy or to copy over a date range.

e Print Form generates a Field Trip Form with header information based on the Field Trip selected.
You can print a generic Field Trip Form from the Reports tab of Homeschool Tracker Plus.
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Library

Supplemental video available on this topic

The Library is a central repository for all your Resource and Reading Log items. Library items can be
used in either location. The Library will store the specifics of your books — title; author; publisher; a
thumbnail of the cover image; etc. The Reading Log and Resource entries will display this information as
well as details specific to a Resource or Reading Log entry.

Anatomy of a Library Item

("] Archive (hide from lists)

Figure 172 - Library Item Add/Edit Window

Title - Required - (200 character limit) This is the name of the book, reference material, website,
software, etc. If you are using the ISBN entry method, this field can be completed automatically.

Type - Required — Define the type of resource you're entering — book, reference, CD, etc. The Resource
type will default to the first item on your Maintenance: Other: Resource Type list. You may choose a type
from the drop-down list, or use the pencil icon button to add a new Resource Type or edit an existing one.
A Resource type can be simply “book” or you may prefer to note Fiction; Non-Fiction; Book; Magazine;
etc. it's entirely up to you how diverse your Resource Type list becomes.
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Custom - Optional — This field gives you another way to identify a library item. It is an alphanumeric field
that will hold up to 250 characters.

Author - Optional — (200 characters) If you are using the ISBN entry method, this field can be completed
automatically.

Publisher - Optional — (200 character limit) If you are using the ISBN entry method, this field can be
completed automatically.

ISBN - Optional — (20 character limit) The International Standard Book Number, or ISBN, is a 10 or 13-
digit number assigned to the book. You can enter the ISBN with or without dashes. For details on creating
items using ISBN entry, see below.

Call Number - Optional - (20 character limit) The library call number for the book. If you are using the
ISBN entry method, this field can be completed automatically. Note: Entries from the ISBN database will
include a numerical Call Number even for works of fiction.

Cost - Optional — The amount you paid for the book.
Purchased - Optional — Enter the date purchased

Grade Level - Optional — (10 character limit) Reading Level of the book; or the grade level the child was
in when the book was read.

Pages - Optional — The number of pages in the book

Location - Optional — The location of the book in your house. If you have an extensive library, you may
find it helpful to track where the book is stored when it's not in use. You can create a list of locations in
Maintenance: Other: Resource Locations

Borrowed - Optional — Track which items have been borrowed. You may also track where they were
borrowed from and when they are due to be returned. Set the reminder if you want this item to appear in
the Borrowed Items Due list a certain number of days before its return date. Use the Resource Location
list to create entries for “Borrowed From”.

Loaned Out - Optional — You can track which of your items have been loaned out to others. You may
also track who borrowed the item and when. Use the Resource Location list to create entries for “Loaned
To".

Thumbnail - Optional — an image file of the Resource item. If you use the ISBN entry process, the image
can be imported from there. If there is no image available, you can designate your own image file if you
wish.

Notes - Optional - This is an unlimited free text entry area.
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The Library Grid

To access the Library, click on the Maintenance tab, and then click the Library tab.

I File New Tools Database Help

MainMenu | Student | Teacher | Maintenance | Reports
Library lResources I School Info I Students | Subjects/Courses l Yearszerm-l_C);ha'ql

AY DD Fec [Acve o) A [sae ]

Figure 173 - Library Grid Panel

Collapse/Expand Icons
Ay
Use the blue up/down arrow icons to collapse or expand all the groupings on this grid. You can _
L . L . Figure 174 -
collapse/expand individual groupings by clicking the -/+ buttons on the grouping headers. Collapse/Expand
Homeschool Tracker Plus will not retain your settings when you leave this screen. lcons

Choose Columns and Reset Icons

1. Click the Choose Columns icon. @
2. Check the columns to include; uncheck the columns to exclude. Column selections will not be visible

for features which you have elected to disable in Tools: Options: Assignments. Figure 175 -
3. Click Save to retain your selections; click Cancel to exit without changing your column view. Choose

4. Things to remember: Columns Icon

e You can change your selections at any time.

e Excluding a column from view does not remove the data stored in that field. fl,.)
e You can reset columns, column widths and column order to their original settings by click the
Reset Columns icon in the Assignment Grid header. Figure 176 -
Reset

Columns Icon

The Drop-Down Lists
e Filter: Choose whether to view Active items; Archived items; or Both.
The Search field

You can search among your Library items. Search text will compare against Title; Type; Custom; Author;
Publisher; ISBN; Call Number; and Notes fields. Hidden fields will be included in the search parameters.

Grouping and Sorting

Just as in the Assignment grid, you may choose to group and sort the displayed information in the Library
grid according to any column heading. For full details please see the Using the Grids section.

Adding a Library Item

You can open the Add Library Item window by clicking on the Maintenance tab, then the Library tab, and
the click the Add button
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See The Anatomy of a Library Item, above, for a description of each field.

1. Fillin each field as desired. The only required fields are Title and Type.
2. Click the SAVE button.

Adding a Library Item via ISBN

Homeschool Tracker Plus offers a convenient way to quickly enter the Title, Author, Publisher, and Call
Number and Thumbnail of your Library items. You must be connected to the Internet to use this feature.

1. Open the Add Library Item window by clicking on the Maintenance tab, then the Library tab, and
finally click the Add button.
2. Click the ISBN hyperlink to open the ISBN Download window.

Add/Edit Library Ttem

Enter a 10 or 13-digit ISBN number in the box provided
below. You do not need to enter any spaces or hyphens
and the box below will automatically remove them.

Publisher: [C] Loaned Out

Call Mumber:

Purchased: = Thumbniail:

Figure 177 - ISBN Download Entry Window

3. Type in the 10- or 13-digit ISBN without dashes or spaces.

4. Click the Download button, which is enabled once there are 10 or 13 digits entered.

5. If you are not connected to the internet, you'll receive an “unable to connect” message. You might
also receive this based on your firewall settings, or if the site Tracker is trying to reach is temporarily
unavailable.

Hemeschool Trach-er

Unable to connect to http://ecs.amazonaws.com This may be dueto a
firewall/internet security setting on your computer or network that is
preventing Homeschool Tracker from accessing this site, or the service
may be temporarily unavailable,

Figure 178 - ISBN: Unable to Connect Message

6. If no match is found, you'll see a message to that effect. Click OK to be returned to the ISBN
download window and try again or cancel. The ISBN Lookup tool connects with a database from
Amazon.com. It will only locate books or Amazon e-books. Some smaller publishers of
homeschooling materials may not be available in this database, resulting in the ‘no matches found’
message.
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Homeschool Tracker - i-ﬂ

Figure 179 - ISBN: No Matches Found Message

7. If amatch is found, the Confirm Fields to Update window will appear.

e This window will show you the information found for  (‘confim Fields to Update [
. L e te S | e
the Title; Author; Publisher; Call Number and

Thumbnail fields. V] Title: Signing llustrated (Revised Edtion): The
e All fields are checked by default I Mickey Flodin
e You can uncheck the box for any field you wish to [ Perigee Trade
exclude |
e You can edit any of the fields at this time. :
e Click Save to add the item to your Library. : IGNING ==
e Click Cancel to exit the window without saving any LL TRATE[]
information. :

8. Continue filling in the other fields of the form as needed.

9. Click SAVE to add the Library item.

10. Thumbnail images themselves are not cached in the
database. That would cause the database file to grow to
astronomical proportions very quickly. Instead, the link to
the image is retained. Each time you call up the Library
item, Tracker will reload the image. If the computer you
are working on is not connected to the internet at that time,
the image will not be loaded.

Figure 180 - ISBN: Confirm Fields to Update

Adding Your Own Thumbnail

This feature can be used if the ISBN lookup does not provide a thumbnail of the book cover image, or if
you would like to associate a different image for your Library item.

1. Inthe Library Add/Edit window, click the Thumbnail hyperlink. This will open the Add/Edit Library Item
Thumbnail Image window.

2. Type or paste in the URL (web address) of file path for the image you want to use. You can click the
Browse button to navigate to an image file if you like.

3. For the entire image to be visible in the Thumbnail field, the image should be 120 pixels wide by 160
pixels high

4. Click OK to set the image.
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[] Loaned Out

Cost: 5 000 -
Purchased: - Trumbnad: [/

cottoy o oo =

Enter URL or file path for image:

.?‘E

Figure 181 - Library: Edit Thumbnail Window

Editing a Library Item

You may edit any part of any a Library item. Some fields can be edited in directly in the grid. To make a
change to a field filled by a drop-down list, you'll need to double-click on the Library item to open up the
Edit window. Make your changes and click SAVE.

Editing in the Grid

All of the fields of a Library Item can be edited directly in the grid with the exception of: Resource Type;
Location; Borrowed From; and Loaned To fields.

1. To edit any of these fields, click once in the field.

2. Make your changes.

3. To keep your changes, click the Save button in the Assignment grid panel, or click on another item in
the grid. To cancel your changes, press the escape key on your keyboard before moving away from
the field.

Editing a Single Library Item

Click on the Maintenance tab and then the Library tab.

Double-click on the item you wish to edit or right-click over the item and choose Edit...
Make any changes you would like.

Click Save to keep your changes; click Cancel to exit without saving.

PR
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Group Edit

You can edit almost any field in two or more Library items at the same time using the Homeschool
Tracker Plus Group Edit feature. The only fields you cannot edit via Group Edit are ISBN and Thumbnail.

1. Click on the Maintenance tab and then the Library tab.
2. Use Shift-click or Ctrl-click to select the items you wish to edit.
3. Right-click over the selection and choose Edit. The Group Edit Field Trips window will appear.

[ Title: Genesis, Finding Our Roots =

[ Type: J NON FIC i3 - =
[ Custom:

[C] Author: Ruth Beechick = 3
[ Publisher:

[ Call Number:

[ Cost:

[ Purchased:

[[] Grade Level: Year [[] Notes:

[] Pages:

[ Location: i

Figure 182 - Group Edit Library Item Window

4. Put a check next to each field you want to change for the selected group of items. As you check
them, the fields will become enabled.

5. Make a new selection for each checked field.

6. For any drop-down list, you can type directly in field to create a new item; or you can use the pencil
icon button next to any drop down list to add a new item to that drop down list, or to edit the displayed
item.

7. Remember, whatever choices you make here will be assigned to all the items you have highlighted.

8. Click Save to keep your changes; click Cancel to exit without saving.

Duplicating a Library Item

In general, you should only need one entry for each library item, but this option exists in case you need it.

1. Select the item you wish to copy.

2. Right-click over the item and choose Use As New.

3. Click OK on the Use as New message. A duplicate of the original item will appear in an Add/Edit
Lesson window.

4. Change any information as needed.

5. Click Save to add the item to the Library.
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6. If the title of your new item is identical to an existing library item, you will receive a warning about
adding a duplicate item. If you want to add it anyway, click Yes; if not, click No.

Creating Resources or Reading Log Items from the Library

The Library is the central repository for all your books, textbooks, and other schooling materials. As
needed, you will copy selected items to the Resource or Reading Log lists. With the Library, you will have
only one item listed in the database, but that item can be used over and over again in Reading Logs
entries or as Resources for one or more Subjects or Courses.

Create Resource

1. Click on the Maintenance tab, and then the Library tab.

2. Locate the Library item you want to use as a Resource. Right-click over the Library item and choose
Create Resource

3. The top part of the Add/Edit window shows the Library information you've entered.

" Add/Edit Resource

I
| Library kem:  Story of the Greeks - | i
[ Tyee: JnONFIC Grade Level: Year 6 leral'y Info

Author: Helene A. Guerber

V] Inchude In Assignment List:
e = ONLY check this box if you will NOT be using this
Subject: “ALL SUBJECTS® it resource in ANY assignment

Course: “ALL COURSES* ¥ [T Add Resource

Resource Info

Figure 183 - Create Resource from Library

4. In the lower half of the window, you’ll add the information pertinent for the Resource.

5. First, decide if you want this item to be available in the Resource drop down lists in the Assignment,
Lesson Plan and Weekly Planner windows. A check in the “Include...” box will make the Resource
available. Unchecking the box will hide the Resource from any drop down list.

6. Choose whether to associate the Resource with one particular Subject, or to All Subjects. If you
choose just one Subject, the Resource will only appear in drop down lists when that Subject is in use.
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If you choose All Subjects, the Resource will appear in the drop down lists no matter what Subject is
selected.

7. If you choose a specific Subject, you may then also choose a specific Course. Again, this will simply
serve to limit the number of Resources you need to sift through when selecting a Resource for your
Assignment, Lesson Plan or Weekly Planner items.

8. If desired, you can add Attachments to the Resource. (See Attachments)

9. Add any notes you'd like for this Resource. These notes will be separate from any notes you made for
the Library item itself.

10. Add’l Resource: This feature allows you to include resources on the “Resources by Student” report
that are not included in any assignment. The majority of Homeschool Tracker Plus users will have
no need for this feature. If you wish to create an Additional Resource, check the Add’l Resource box
to enable the student list and check the name(s) as needed.

Create Resource - Multiple Item Selection

1. Click on the Maintenance tab, and then the Library tab.
2. Use shift-click or ctrl-click to select the items you want to add to the Resource grid.
3. Right-click over the Library item and choose Create Resource

Create as Resource Item

Selected Library tem(s):

Augustus Caesar’s Word

Story of the Greeks

Story of the Romans

Gift of Music

Handbook of Nature Study

Signing llustrated (Revised Edition): The Complete Leaming Guide

7] Include In Assignment Lists
i ONLY check this box if you will NOT be using this
“ALL SUBJECTS® resource in ANY assignment

Figure 184 - Create Resource Item: Multiple Selections gy g -]! S 0

4. The top part of the window shows the titles you have selected.

5. In the lower half of the window, you'll add the information pertinent for
the Resources. Only select those options that will be true for all the items
selected

6. Click Save

7. If none of the selected items already exist in the Resource grid, you'll
see a message showing how many items were selected and the same

495  Library items selected: 2
oy Resources created: 2

number created as Resources. Figure 185 - Resource Items

. . . . . Created
8. This process will not create duplicates in your Resource grid. If one or reate

166

——
| —



more of the selected items is already in the Resource grid, you'll see a notice of how many items
were selected; how many Resources were created, and the list of those selected items that area
already in the Resource grid. As noted in this window, you can create duplicates in the Resource grid
via the “Use as New” right-click menu option. See Resources for more information.

oot I =

k.

OB Library items selected: 9

Resources created: 1
Existing Resouces already using the selected Library item: 8

= Augustus Caesar's World

+ Bulfinch's Mythology: The Age of Fable
+ Genesis: Finding Our Roots

» Missionary Travels

« Story of the Greeks

» Story of the Romans

» Gift of Music

» Handbook of Nature Study

If you want to create a duplicate Resource with the same Library item as

an existing Resource, please go to the Resources tab and choose 'Use as
Mew' from the right-click menu

Figure 186 - Resource Items Created: Exceptions

Create Reading Log Item

1.

Click on the Maintenance tab, and then the Lbrary tem:  Anne of Green Gables (Unabidged v [7] Librarv Info
lerary tab I Irrtp;or‘:gohity Maud Montgomeny %ismth-:ge?fﬂﬁfzﬂﬂ@ ry
. . Publisher: Stering Grade Level: Ages 9-12
Locate the Library item you want to use as a || sen: 1402714513 Pages: 304
Reading Log Item. Right-click over the hem Netes:

Library item and choose Create as Reading

Log Item.

The top part of the Add/Edit window shows
the Library information you've entered.
In the lower half of the window, you'll add -

the information pertinent for the Reading Student:  Katie =
Log Item. Stated On:  3/7/2009 =
Choose a Student to receive this Reading B Fnshed

Log |tem Goals: Choose Goals

/et Rewing Lo vy

Attachments:  View/Edit Attachments

Chose a Start On date or select ‘None’ at

the bottom of the calendar.

Notes:

If you like, you may also check the Finished

box and enter a date

Choose any Goals or Attachments to -
associate with this Reading Log Reading Log Info Dok

Add any notes you'd like for this Resource.

These notes will be separate from any notes you Figure 187 - Create Reading Log Item
made for the Library item itself.
10. Click Save to add it to your Student’s Reading Log.
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Create Reading Log Item - Multiple Item Selection

1.
2.
3.

©ooNoOA

Click on the Maintenance tab, and then the Library tab.
Use shift-click or ctrl-click to select the items you want to add to the Resource grid.
Right-click over the Library item and choose Create Reading Log Item

Create as Reading Log Item E@Iﬁ

Selected Library kem(s):

Baby lsland
Attack on Pear Harbor

Student:

Started On:

[T] Finished

Goals: View/Edit Goals
Attachments:  Miew/Edit Attachments

Notes:

Figure 188 - Create Multiple Reading Log Items from Library

The top part of the window shows the titles you have selected.

In the lower half of the window, you'll add the information pertinent for the Reading Log Items.
Choose a Student

Set dates; goals; attachments; and notes as pertain to all the titles selected.

Click Save

Go to Student: Reading Log to make any required changes to the individual items.

Deleting a Library Item

4,

Click on the Maintenance tab then on the Library tab.

Double-click on the item you wish to remove and click the Delete button; or right-click over the item
and choose Delete...

You can delete multiple items at once using Shift-click or Ctrl-click to select the items. Right-click over
the selection and choose Delete.

Click YES to confirm deletion; click NO to exit without deleting. Deleted items cannot be retrieved.

Archiving a Library Item

If you will not be using a Library item for the Active School Year but that item may be used again at a
future date, you may wish to Archive rather than delete the item.

1.

Click on the Maintenance tab then on the Library tab.
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2. Right-click over the Library item you wish to move to the inactive list

Choose Archive from the context menu. The Archive box will be checked.

4. When you return to the Library grid or change the filter from “Active” to “Archive Only”, the record will
be removed from the “Active” view.

w

You can archive two or more items at the same time. Use shift-click or ctrl-click to select the items you
wish to archive. Right-click over the selection and chose Archive from the context menu.

Un-Archiving a Library Item

At any time, you can choose to move a Library item from the Archive list back to the Active list.

Click on the Maintenance tab then on the Library tab.

Right-click over the Library item you wish to move to the inactive list.

Choose Unarchive from the context menu. The Archive box will be unchecked.

When you return to the Library grid or change the filter from “Active” to “Archive Only”, the record will
be removed from the “Archive Only” view.

pODdDE

You can un-archive two or more items at the same time. Use shift-click or ctrl-click to select the items you
wish to reactivate. Right-click over the selection and chose Unarchive from the context menu.

Printing Library Items
You can create a printout of Library items using any number of criteria. (See Reports)
Custom Library Report

If you want to create a report for specific Library items, you can select those items in the Library grid and
send them directly to a report format.

1. Click on the Maintenance tab and then the Library tab

2. Group and/or sort the grid to locate the items you want or use the Search field to refine the list of
items

Use Shift-click or Ctrl-click to select one or more Library entries

Right-click over the selection and choose Custom Library Report

5. Choose your report options. The Include and Status options are disabled as those parameters are

P w

determined by the items you selected in the grid.

6. Click OK on the options window and then preview your report. iy
Edit
The Library Right-Click Menu peiete
Use As New
You can right-click over an individual item in the Library grid, or over multiple Create Resource
items using the Shift-Click or Ctrl-Click procedures outlined above. Create Reading Log ltem
Archive
e Add New brings up the Add/Edit Plan Item window. Unarchive
o Edit:
o For single item selection: opens the edit window for the selected item. el
o For multiple item selection: opens the Group Edit window. e B""'I
o Delete allows you to permanently remove the selected item(s) from the Custom bibsey Bepor

Figure 189 - Library Right-
Click Menu
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database. You will have an opportunity to confirm your selection before deletion occurs. Deleted
items cannot be retrieved.
e Use As New creates a copy of the selected record. You can then change the record as you wish. It is
enabled for single item selection only.
e Create Resource
o For single item selection: adds the Library item to the Resource grid. You can choose to attribute
a specific subject or course and add resource notes if you like.
o For multiple item selection: adds each Library item to the Resource grid. Will not add duplicates
to Resource grid.
e Create Reading Log Item
o For single item selection: adds the Library item to the Reading Log grid for the student of your
choice.
o For multiple item selection: adds the selected Library items to the Reading Log grid for the
student of your choice — even as duplicates.
e Archive allows you to remove an item from the active view without having to delete it.
e Unarchive allows you to return an archived item to the active view.
o Reclassify is a special kind of Group Edit that lets you change the Library item selection for linked
items.
e Used By shows you where the selected Course is being used within the program.
e Custom Library Report allows you to select specific Library items to be included in a report.

The Resource Type & Resource Location

The Resource Type provides a basic category description for each of your Library items. The
Homeschool Tracker Plus default database contains a number of Resource Types already listed. You
should feel free to delete those you do not intend to use and add others that better meet your needs. You
can create any Resource Types necessary to meet your needs: as general as Book or Video, or as
specific as Book-History-WWII or Video-PBS-National Geographic, etc.

Resource Locations allow you to specify:

e where your borrowed Resources and Reading Log items came from
e to whom you've loaned your Resources or Reading Log items
e where the item is located in your home library

The Homeschool Tracker Plus default database contains a single Resource Location of “Library”. You
may edit this name to one that meets your needs and/or add additional Resource Locations as needed.
For full directions on adding, editing, deleting and archiving Resource Locations please refer to the
Maintenance Info section of this User Manual.

The Resource Type Grid

Access the Resource Type grid by clicking on the Maintenance tab, then the Other tab and then selecting
Resource Types from the Select Table drop-down list.
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File MNew Tools Database Help

| MainMenu | Student | Teacher | Maintenance | Reports |

T Homeschool Tracker Plus (2008-2009 PSR e

IJbrar_',rl Resources | School Info | Students | SubjectsiCourses | Years/Terms | Other |

Select Table to Edit: |Resource Types | Fiter: |Active < | Add

] [ Save

Figure 190 - Resource Type Grid Panel

The Drop-Down Lists

e Select Table to Edit: This allows you to select which Maintenance grid you wish to view.

e Filter: Choose whether to view Active items; Archived items; or Both.

The Resource Locations Grid

Access the Resource Locations grid by clicking on the Maintenance tab, then the Other tab and then

selecting Resource Locations from the Select Table drop-down list.

File Mew Tools Database Help
| Main Menu | Student | Teacher | Maintenance | Reports |

- ™
" Homeschool Tracker Plus (2010-2011) Q‘ﬂu

Library | Resources | School Info | Students | SubjectsiCourses | Years/Terms | Other |

Select Table to Edit: |Resource Types | Fiter: | Active »| | Add

| [ seve |

Figure 191 - Resource Location Grid Panel

The Drop-Down Lists

e Select Table to Edit: This allows you to select which Maintenance grid you wish to view.

e Filter: Choose whether to view Active items; Archived items; or Both.

Resource Type & Location Right-click Menu

You can right-click over an individual item in the Library grid, or over multiple
items using the Shift-Click or Ctrl-Click procedures outlined above.

e Add New brings up the Add/Edit window.

e Edit: opens the edit window for the selected item.

e Delete allows you to permanently remove the selected item(s) from the
database. You will have an opportunity to confirm your selection before
deletion occurs. Deleted items cannot be retrieved.

e Archive allows you to remove an item from the active view without having
to delete it.

e Unarchive allows you to return an archived item to the active view.

o Reclassify is special kind of Group Edit that lets you change the Library
item selection for linked items.

Add New
Edit
Delete
Archive

Unarchive

Reclassify...
Used By...

Figure 192 - Resource Type &
Resource Location
Right-Click Menu

e Used By shows you where the selected item is being used in the program.
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Reading Log

The Reading Log is an area where you can list those books or other materials your child reads outside of
the assigned curriculum, generally library books and such. You may choose to include Time
Spent/Sessions information for any/all of your student’'s Reading Log items. This can be captured on the
Time Spent/Sessions report. You can choose to disable the Reading Log tab in Tools: Options: General.

Anatomy of a Reading Log Item

You can track a number of details about the books your student is reading. The only required item for any
Reading Log Item is a Student name. The main information about a Reading Log item is entered in the
Library — title, author, etc. The Reading Log window allows you to enter additional data. When you open
the Add/Edit window of your Reading Log item, you will see the title, resource type, author, publisher,
ISBN, Call Number, Date Purchased, Grade Level, Item Notes and thumbnail of the original Library item.

— =
Reading Log

I Library tem:  Across Five Aprils -

Type: Book

Author: Irene Hunt

Publisher: Berkdey
| 1SBN: 5780425182789

ftemn Motes:

Student: Talitha
Started On:
[ Completed:

Goals: Choose Goals

AMtachmerts:  View/Edit Attachments

Notes:

Figure 193 - Reading Log Add/Edit Window

Student - Required — Each Reading Log item must be attributed to a particular student
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Started On - Optional — Enter a date when the book was begun. If no date is entered, this item will not
appear on the Agenda display. To exclude a date, click on the calendar drop down and choose “None” at
the bottom of the calendar.

Completed - Optional — Check this box when the book has been completed. Completed items will not be
included in the Reading Log portion of the Daily Task List. You can choose to add a date or not.

Goals - Optional - You may elect to attribute goals to any Reading Log item. When goals are attached,
an asterisk will appear in the field in grid view. (See Goals)

Attachments - Optional — You may attach a reference to a document, image or website to any Reading
Log item. When an attachment exists, an asterisk will appear in the field in grid view. (See Attachments)

Notes - Optional - This is an unlimited free text entry area. If you like, you can let your student use this
area to write his impression of the book, or you can enter your own notes.

The Reading Log Grid

Access the Reading Log grid by clicking on the Student tab and then the Reading Log tab.

’ B
"I Homeschool Tracker Plus (2008-2009) =

File Mew Tools Database Help

Main Menu Student | Teacher | Maintenance | Reports | i

Agenda | Assignments | Attendance | Field Trips | Goals Progress | Journal I Memaorization | Dverview| Reading Log |

A Y [@ (p Student: |AlStudents - | Ad | ve ‘

Figure 194 - Reading Log Grid Panel

Collapse/Expand Icons

Ay
Use the blue up/down arrow icons to collapse or expand all the groupings on this grid. You can _
collapse/expand individual groupings by clicking the -/+ buttons on the grouping headers. Coﬁfpusrgléigénd
Homeschool Tracker Plus will not retain your settings when you leave this screen. lcons

Choose Columns and Reset Icons

1. Click the Choose Columns icon. @
2. Check the columns to include; uncheck the columns to exclude. Column selections will not be visible

for features which you have elected to disable in Tools: Options: Assignments. Figure 196 -
3. Click Save to retain your selections; click Cancel to exit without changing your column view. Choose

4. Things to remember: Columns Icon

e You can change your selections at any time.

e Excluding a column from view does not remove the data stored in that field. f,,?
e You can reset columns, column widths and column order to their original settings by click the
Reset Columns icon in the Assignment Grid header. Figure 197 -
Reset

Columns Icon

The Drop-Down Lists

e Student: Choose to view Reading Log items for a specific student or All Students.
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The Search field

You can search among your assignments within the parameters of your drop down settings. Hidden fields
will be included in the search parameters. This search field is tied to the search fields in the other Student
tab areas: Assignments; Field Trip; and Memorization.

Grouping and Sorting

Just as in the Assignment grid, you may choose to group and sort the displayed information in the Library
grid according to any column heading. (See
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Using the Grids)
What Items appear in the Reading Log Grid?

The Reading Log will display items for your students based on the following parameters:

e The item has a Start date that is on or before the end date of your Active School Year and has no
Finish date

e The item has a Start date that is on or before the end date of your Active School Year and a Finish
date that is between the start and end dates of your Active School Year

e The item has no Start date and no Finish date

e The item has no Start date and has a Finish date between the start and end dates of your Active
School Year

The Reading Log will not display items for your students that fall within these parameters:

e The item has no Start date and the Finish date is prior to the start of the Active School Year
e The item has no Start date and a Finish date that falls after the end of the Active School Year

Adding a Reading Log Entry

You can open the Add Reading Log window in three ways:

e From Student: Reading Log screen — click Add
e From anywhere in Homeschool Tracker Plus — press F6
e Click on New in the menu bar, then Reading Log.

See The Anatomy of a Reading Log Item, above, for a description of each field.

Manually Adding a Reading Lot Item

1. Open an “Add Reading Log Item” window using one of the methods above.

2. The top part of the form will show Library information.

3. Choose a title from the Library Item drop down list. If the title you want is not listed, click the pencil
icon and choose add new to create a new library item.

4. In the lower half of the window, fill in each field as desired. The only required field is Student.

5. Click SAVE.

Adding a Reading Log Item from the Library

1. Click on the Maintenance tab, and then click on the Library tab.

Right-click over any Library item and choose Create Reading Log Iltem

3. The Add/Edit Reading Log window will appear showing the Title and other information from the
Library item selected.

4. Choose a Student name from the drop down list.

Enter whatever other information you would like.

6. Click Save.

N

o

Adding Multiple Reading Log Items from the Library
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© Now;

Click on the Maintenance tab, and then click on the Library tab.

Use Shift-click or Ctrl-click to select two or more items to work with
Right-click over the selection and choose Create Reading Log Item

A Create Reading Log Item window will appear listing all of the titles selected

et SN elme

i

|| Selected Library temis):
| 1

| A History of Us, Yolume 1 —
A History of Us, Volume &
A History of Us, Volume 7
A History of Us, Volume 8
A Horse Like Mr. Ragman
A Walk in the Woods
abecdedf

Abeka i
Across Five Aprils

After the War 2}

Student: = bt

Started On:  8/14/2011 =

»

m

[ Finished:  |8/1472011
Goals: View/Edit Goals
AMtachments:  View/Edit Atachments

Motes:

E Save 1 l Cancel

Figure 198 - Create Reading Log Item Window

Choose a Student from the drop down list.
Enter whatever other information you would like to be the same for all the selected titles.
Click Save.

Go to the Student: Reading Log tab to make additional changes or to copy any or all of these items to
another student.




Editing a Reading Log Item

You may edit any part of any Reading Log item except Student. Some fields can be edited in directly in
the grid.

Editing in the Grid

1. The following fields can be edited directly in the grid: Done; Start; End; and Notes.

2. Click once on the field you wish to edit.

3. Type in your changes.

4. To save your changes, move on to another field or click the SAVE button at the top of the window. If

you put a date in the End column without checking the Done column, the date will disappear when
you move to the next item.

Editing a Single Reading Log Item

=

To view the Reading Log, click the Student tab then the Reading Log tab.

Double-click on the entry you wish to Edit, or right-click over the item and choose Edit from the menu
to open the Edit Reading Log Item window.

Change any information as necessary.

If the book has been finished, you will want to check the “Completed” box.

If you're using Dates, checking the Completed box will enable the Completed date field.

Click Save to keep your changes; click Cancel to exit without posting to the Reading Log.

N

o0 AW

Adding Time to a Reading Log Item

1. Once a Reading Log Item has been created and saved to the Reading Log grid, you can edit that
item to add Time Spent, Sessions, and Pages read information.

2. Click on the Student tab, and then the Reading Log tab.

3. Double-click on the entry you wish to edit or right-click over the items and choose Edit from the menu
to open the Edit Reading Log Item window.

4. Click the Add Time button. Figure 199 - Reading Log:

Add Time Entry Window

Student: -2 . - .
: : - 00 Edit Reading Log Time Spent o)
StatedOn:  2/27/2009 ' '

[T] Completed:
Choose Goals

Date: Mach  9.2003 (D~

Figure 200 - Reading Log: Add Time

5. Enter a date for the entry.
6. If desired enter the number of pages or a range of pages read on that date.
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7. Enter the Time Spent or Sessions. These fields are enabled based on your selections in Tools:
Options: Assignments. If both Time Spent and Sessions have been disabled, only the Date and
Pages fields will be active.

8. Click SAVE to add the time entry to the Reading Log item.

9. You may edit a Time entry at any time by double-clicking on the entry in the Reading Log Edit
window.

Group Edit

You can use the Group Edit feature of the Reading Log grid to make changes to any field for two or more
Reading Log items at the same time.

1.
2.
3.

6.

Click on the Student tab, and then the Reading Log tab.
Use Shift-click or Ctrl-click to select the items you wish to edit.
Right-click over the selection and choose Edit to open the Group Edit window.

= 3
[C] Started On: 3/7/2009 [C]  Notes:
[ 4/3/2009
[T Attachments: View,Edit Attachments
[[] Goals: Edit Goals L

Figure 201 - Group Edit Reading Log Window

Put a check next to each field you want to change for the selected group of items. As you check
them, the fields will become enabled.

Make your new selections for each checked field. Remember, whatever choices you make here will
be assigned to all the items you have highlighted.

Click Save to keep your changes; click Cancel to exit without saving.

Mark as Complete

1.

4.

Right-click over a single item or use Shift-click or Ctrl-click to select multiple items and right-click over
the selection

Choose Mark Complete from the context menu.

You have two options for your completion date. The default selection is to enter a Finished Date
equal to the Start Date. Alternatively, you may select a date from the calendar to use as the Finished
Date. If you choose the first option, and no Start date exists, the item will be marked as complete but
no Finished date will be added.

Click OK.

Mark as Incomplete

1.
2.

Right-click over a single item or use Shift-click or Ctrl-click to select multiple items
Choose Mark Incomplete from the context menu.
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3. The checkmark will be removed from the Done column and the date will be removed from the End
column.

Copying a Reading Log Item
1. Right-click on an item or use Shift-click or Ctrl-click to select two or more items to be copied and right-

click over the selection.
2. Choose Use As New from the context menu.

Use As New Reading Log

Selected Resources:

Signing llustrated (Revised Edtion): The Complete Leaming Guide

Missionary Travels

A Horse Like Mr. Ragman

A Head Full of Notions: A Story About Robert Fulton (Creative Minds Biography)
Across Five Aprils

Choose the student(s) to receive the new items:

2 Katie ]
[T] George

] Jean

[] Samantha

[7] Taltha

[] Thomas

Figure 202 - Reading Log: Use as New Window

3. The Use As New window will display all the titles displayed in the order in which they were selected.

4. In the lower portion of the window, select the students who are to receive these Reading Log items. If
you choose a student who already has this book in his log, a duplicate entry will be created.

5. Click Save to enter the items in the selected Reading Logs.

Deleting a Reading Log Item

1. Click on a single item, or select multiple items using Shift-click or Ctrl-click

Right-click over the selection and choose Delete...

3. Click OK to delete the selected record(s); click Cancel to quit without deleting. Deleted items cannot
be retrieved.

N

Printing Reading Logs

You can create a printout of all or part of a Reading Log for any selected students. You can print a detail
report of the Reading Log “Add Time” entries. (See Reports)




The Reading Log Right-Click Menu

You can right-click over an individual item in the Reading Log grid, or over multiple items using the Shift-
Click or Ctrl-Click procedures outlined above.

e Add New allows you to add a new item to the grid.

o Edit:
o For single item selection: This will open the Add/Edit window for that item.
o For multiple item selections: This will bring up the Group Edit window Add New

from which you may choose to globally edit fields for the selected items. Edit

e Delete allows you to permanently remove the selected item(s) from the Delete
database. You will have an opportunity to confirm your selection before (e As New
deletion occurs. Deleted items cannot be retrieved.

e Use As New will copy the selected item(s) to the Reading Log of the i

. Mark Incomplete

student(s) you designate. S

e Mark Complete allows you to enter a checkmark in the Done box and a date

of completion for one or more items at once. Figure 203 - Reading Log
e Mark Incomplete allows you to remove the checkmark and completion date Right-Click Menu
from all selected record(s).
e Print Form generates a Reading Log form with header information based on the Reading Log item
selected. You can print a generic Reading Log Form from the Reports tab of Homeschool Tracker
Plus.

Resources

A Resource is any item used as part of your curriculum. It can be included in an assignment or it can
provide additional reference to a student or students. Resources are created from the items you enter into
the Library section of the program. (See Library)

Anatomy of a Resource

The main information about a Resource is entered in the Library — title, author, etc. The Resource window
allows you to enter additional data to designate how the item will be used within your assignments. When
you open the Add/Edit window of your Resource, you will see the title, resource type, author, publisher,
ISBN, Call Number, Date Purchased, Grade Level, Item Notes and thumbnail of the original Library item.

Include in Assignment List - Put a checkmark in the box if you want this item to appear in the Resource
drop-down list in Assignment, Weekly Planner or Lesson Plan add/edit windows. If you do not check the
box, you will not be able to select the Resource when adding Assignments, Lesson Plan and Weekly
Planner items.

Subject - Required — Each resource must be attached to a specific subject or the “All Subjects”
designation. By selecting a specific subject, you can limit the Resources that you’'ll have to wade through
when picking a resource for your Assignment, Lesson Plan or Weekly Planner item for a particular
subject.
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Course - Optional — This field is enabled when you choose a specific Subject in the Subject drop down
list. “All Courses” is the default selection. If you select a Course, this resource will only be available to you
for assignments using the selected Subject and Course.

Attachments - Optional — You may attach a reference to a document, image or website to any
Resource. When an attachment exists, an asterisk will appear in the field in grid view. (See Attachments)

Type: Wordbook

Author: Wanda Phillips
Publisher: | 5 H a Enterprises,
Incomporated

ISBN: 0936981148

ftem Notes:

Include In Assignment Lists
Subject: “ALL SUBJECTS™

Course: “ALL COURSES®

AMtachments:  Miew/Edit Attachments

Fesource Notes:

e . =)

Library tem:  Easy Grammar Plus Workbook - ([

Call Number: 425

Purchased: 10/12/2006

Grade Level: 5

- @

]

EASY

GRAMMAR
PLUS

WORKBOOK

OMLY check this box if you will NOT be using this
resource in ANY assignment

[~] Add1 Resource
[ Katie

[ George

[ Jean

[F] Samantha
[ Talitha

[ Thomas

Figure 204 - Resource Add/Edit Window

Resource Notes - Optional - The Notes field is a free entry area.

Additional Resource - Optional — Occasionally, you may have a book or other item that the student will
use in his studies that will not be tied to any particular assignment. This feature allows you to include such
resources on your Resources by Student report. If you wish to create an Additional Resource, check the
Add’l Resource box to enable the student list and check the name(s) as needed.

——
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The Resource Grid

Access the Resource grid by clicking on the Maintenance tab and then the Resources tab.

y
W' Homeschoal Tracker Plus (2008-2009) =R

File MNew Tools Database Help
| Main Menu | Student I Teacher | Maintenance | Reports |
Library | Resources | School Info | Students | SubjectsiCourses | YearsiTerms | Other |

-3 4 € Fiter: [J"\dive v][ Add J Save ‘

Figure 205 - Resource Grid Panel

Collapse/Expand Icons

Ay
Use the blue up/down arrow icons to collapse or expand all the groupings on this grid. You can _
collapse/expand individual groupings by clicking the -/+ buttons on the grouping headers. COllzlgpusrglégSa;nd
Homeschool Tracker Plus will not retain your settings when you leave this screen. lcons

Choose Columns and Reset Icons

1. Click the Choose Columns icon. o
2. Check the columns to include; uncheck the columns to exclude. Column selections will not be visible

for features which you have elected to disable in Tools: Options: Assignments. Figure 207 -
3. Click Save to retain your selections; click Cancel to exit without changing your column view. Choose

4. Things to remember: Columns Icon

e You can change your selections at any time.

e Excluding a column from view does not remove the data stored in that field. fl,.)
e You can reset columns, column widths and column order to their original settings by click the
Reset Columns icon in the Assignment Grid header. Figure 208 -
Reset

Columns Icon

The Drop-Down Lists
e Filter: Choose whether to view Active items; Archived items; or Both.
The Search field

You can search among your Resources Search text will compare against the Title, Notes, Author and
Publisher fields. Hidden fields will be included in the search parameters.

Grouping and Sorting

Just as in the Assignment grid, you may choose to group and sort the displayed information in the Library
grid according to any column heading. For full details please see the Using the Grids section.

Adding a Resource

You can open the Add/Edit Resource window in three ways:

¢ From Maintenance: Resources screen — click Add
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From anywhere in Homeschool Tracker Plus — press F12
Click on New in the menu bar, then Resource.

See The Anatomy of a Resource, above, for a description of each field.

Adding a Resource in an Assignment, Lesson Plan or Weekly Planner Item

You can add a new Resource as you are entering an Assignment, Lesson Plan, Schedule or Weekly

Planner item.

Option 1:

1. Inthe Assignment, Lesson Plan or Weekly Planner Add window, click the pencil icon to the right of
the Resource field and choose Add New... form the menu. This will open the Library Add/Edit window
for the visible item.

Student: = - 7 Date Given:
Goals: Choose Goals Date Due:
Subject: Christian Studies - ::f'.‘.i’- Has Time
Course: - ",‘) Start: (08:00 ¢
Activity: Activity “ ] Points Possible:
Resource: x ‘?w
Location: Away - |[@|  Time Spent:
Page/Lessn/Chap: Sessions:
Figure 209 - Resource drop down list: pencil icon

2. Enter the information for the new Library item. You can use the ISBN link to add the item if you like.

3. Click Save to keep the new Library item; click Cancel to exit without saving. If saved, the new Library
item will be added to the Resource grid and will appear in the Resource field.

Option 2:

1. Inthe Assignment, Lesson Plan or Weekly Planner Add window, click or tab into the Resource field.

2. Begin typing the name of your Resource. If there is an existing resource with the same letter pattern,
it will appear in the auto-complete box. Continue typing until you have entered the entire name.

3. Press the Tab, Return or Enter key on your keyboard to move to the next field, or click the SAVE
button. The Add New Library Item window will appear.

4. Enter the information for the new Library item. You can use the ISBN link to add the item if you like.

5. Click Save to keep the new Library item; click Cancel to exit without saving. If saved, the new Library

item will be added to the Resource grid and will appear in the Resource field.
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Adding a Resource from the Library

1. Click on the Maintenance tab, and then click on the Library tab.

Right-click over any Library item and choose Create Resource.

3. The Add/Edit Resource window will appear showing the Title and other information from the Library
item selected.

4. Choose a Subject from the drop down list.

Enter whatever other information you would like.

6. Click Save.

N

o

Adding Multiple Resources from the Library

1. Click on the Maintenance tab, and then click on the Library tab.
2. Use Shift-click or Ctrl-click to select two or more items to work with
3. Right-click over the selection and choose Create Resource
4. A Create Resource Item window will appear listing all of the titles selected
' i ™
Selected Library ftemis):
A History of Us, Volume 1
A History of Us, Volume &
A History of Us, Volume 7
A Histary of Us, Volume 8
A Horse Like Mr. Ragman
A Walk in the Woods
abcdadf
Abeka
Across Five Aprils
Aftartha Wiar
Include In Assignment Lists 5 ; : E :
’ OMNLY check this box if you will NOT be using this
Subject: “ALL SUBJECTS® t" resource in ANY assignment
e “ALL COURSES® : [£] AddY Resource
: [ Katie
Attachments:  View/Edit Attachments [ George
. [E] Jean
Resource Motes: ] Taitha
7] Thomas
Figure 210 - Create Resource Item Window
5. Choose a Subject from the drop down list.
6. Enter whatever other information you would like to be the same for all the selected titles.
7. Click Save.
8. Go to the Maintenance: Resources tab to make additional changes or to copy any or all of these

items to another student.
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Editing a Resource
Editing in the Grid

You can edit the Notes field by typing directly into that field in the grid. All other changes to a Resource
require that you open the Add/Edit window by double-clicking on the item, or right-clicking over the item
and choosing Edit from the menu.

Editing a Single Resource

1. To view the Resource grid, click on the Maintenance tab, then the Resources tab.

2. Double click on the item you wish to edit, or right-click over your selected item and choose Edit.

3. Change any of the existing information or enter new information for this Resource. If you change the
Resource Title, it will be changed in all drop-down lists and in any Assignment, Lesson Plan or
Weekly Planner items to which it is linked.

4. Click Save to keep your changes; click Cancel to revert to the previous version of the entry.

Group Edit

You can use the Group Edit feature of the Resource grid to make changes to any field for two or more
Resources at the same time.

1. To view the Resource grid, click on the Maintenance tab and then the Resources tab.
2. Use Shift-click or Ctrl-click to select the items you wish to edit.
3. Right-click over the selection and choose Edit to open the Group Edit window.

| Subject: Foreign Language v 4
Course:
7] Mtachments: View,/Edit Attachments

] Notes:

Figure 211 - Group Edit Resource Window

4. Put a check next to each field you want to change for the selected group of items. As you check
them, the fields will become enabled.

5. Make your new selections for each checked field.

Remember, whatever choices you make here will be assigned to all the items you have highlighted.

7. Click Save to keep your changes; click Cancel to exit without saving.

o
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Use As New

In general, you only need one entry for each Resource. If the same item will be used for more than one
Course, you might choose to create a copy for each individual Course.

1. To view the Resource grid, click on the Maintenance tab and then the Resources tab.

2. Right-click on the item you wish to copy.

3. Choose the “Use as New” option. A reminder will appear telling you you're looking at a copy of the
original item. Click OK

4. Make any changes that you like.

5. Click Save to keep your changes; click Cancel to exit without saving.

Deleting a Resource

You may only delete resources that are not attached to any Assignment, Lesson Plan or Weekly Planner
items. If the Resource is attached to one of these items you need to:

o Delete the Assignment, Lesson Plan or Weekly Planner item(s) or
e Assign a different resource to those item(s) or
e Choose to Archive the resource rather than delete it (see below).

Deleting a Single Resource

1. To view the Resource grid, click on the Maintenance tab and then the Resources tab.

Right-click on the Resource you wish to remove and choose Delete...from the context menu.

3. If the Resource is not in use:
e A window will appear asking you to confirm deletion.
e Click Yes to remove the item from the list; click No to leave it in the Resource grid.
e Deleting a Resource does not remove it from the Library.

4. If the Resource is in use in the program the Used By window will appear and you can Reclassify the
connected items to a different Resource so that the one you are working with may be deleted. (See
The Reclassify Feature)

n

Deleting Multiple Resources

To view the Resource grid, click on the Maintenance tab and then the Resources tab.

Use Shift-Click or Ctrl-Click to select the items you wish to delete.

Right-click over the selection.

Choose Delete from the menu.

Click YES to confirm the deletion; click NO to exit without deleting.

If you choose YES, only those items which are not attached to any Assignment, Lesson Plan or
Weekly Planner item will be permanently and irretrievably removed from the Resource list.

oAb E

Archiving Resources

To view the Resource grid click on the Maintenance tab and then the Resources tab.

Click on a single item or use Shift-Click or Ctrl-Click to select the items you wish to archive.
Right—click over the selection.

Choose Archive from the menu.

pODdPE
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5.
6.

A checkmark will appear in the Archive box for each item selected.
The items will not be moved from the “Active” filtered view until you change the filter, or leave the
Resource grid and return to it.

Un-Archiving Resources

Nogos~wDdbE

To view the Resource grid, click on the Maintenance tab and then the Resources tab.

Change the Resource filter to “Archive Only” or “Both”

Click on a single item or use Shift-Click or Ctrl-Click to select the items you wish to archive.
Right—click over the selection.

Choose Unarchive from the menu.

The checkmark will be removed from the Archive box for each item selected.

The items will not be moved to the “Active” filtered view until you change the filter, or leave the
Resource grid and return to it.

Printing Resources

You can print any or all of the Resources used by your students. (See Reports)

The Resource Right-Click Menu

You can right-click over a single item, or over multiple items using Shift-Click or Ctrl-

Click.

Add New
Edit
Add New allows you to add a new item to the grid. . 'Iet
elete
Edit:
) . . . . o . Use As New
o For single item selection: This will open the Add/Edit window for that item.
o For multiple item selections: This will bring up the Group Edit window from Archive
which you may choose to globally edit fields for the selected items. B CTINE
Delete: Reclassify...
o For single item selection: Homeschool Tracker Plus will search the Used By...
database for any Assignments, Lesson Plan or Weekly Planner items that _
. Figure 212 - Resource
have been attached to the selected Resource. You can then reclassify those Right-Click Menu

items by choosing a different Resource so the original item can be deleted.
Deleted items cannot be retrieved.

o For multiple item selection: only those Resources which have not been used for any Assignment,
Lesson Plan or Weekly Planner item will be removed from the list. Deleted items cannot be
retrieved.

Use As New is only available for single item selections. This option creates a copy of the selected

record.

Archive allows you to deactivate the selected item. This will remove the item from the “Active” filtered

view in the maintenance list and from all appropriate drop-down lists, while maintaining its relationship

with all linked items.

Unarchive allows you to reactivate previously archived items. This will return the item to the “Active”

filtered view in the maintenance list and to all appropriate drop-down lists.

Reclassify is a special kind of Group Edit that lets you change the Resource for Assignments,

Lesson Plan and Weekly Planner items at the same time. (See
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e Used By and Reclassify)
e Used By shows you which Assignments, Lesson Plan and Weekly Planner items have the selected

Resource assigned to them.

Borrowed Items

You can create a list of items due to be returned ‘X’ days in advance of their return date. The list will show
all Library items that have a date due within the number of days you designate from today. It will also
include items which have not yet been returned that were due in the past.

If you like, you can have Tracker open a Borrowed Items Due window each time you open the program,
showing which items are due to be returned.

Setting the Default Number of Days

1. Click on Tools and then Options, or press F3.

2. Click the Notifications tab

3. Enter the number of days before the due date that you want the item to appear on the Borrowed
Items Due list. This value will be entered in the “Remind Me” field of each Resource and Reading Log
item. You can edit the field to enter any value you'd like.

Setting the Number of Days in a Library Item

1. Asyou add a new Library item, or edit an existing item, you can change the default number of days.
2. To activate the reminder area, check the Borrowed box.

e ®
Title: [¥] Bomowed
Type: FIC - |7 Bomowed From: 4
Custom: Date Due: -
Kbt [] Remindme |10 %/ days priorto Date Due

Figure 213 - Library Item: Mark as Borrowed

3. Choose a Borrowed From location from the drop down list, or click the pencil icon to add a new
location. You may leave this field blank if you like.

Enter a Date Due

Check the Remind Me field and edit the default number of days if you wish.

Continue to add or edit the item.

Click SAVE.

No ok

Enabling the Borrowed Items Due Reminder

1. Click on Tools and the Options, or press F3.
2. Click the Notifications tab
3. Check the box to “Show list of library items due every time you start the program”
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4. Click Save to keep your changes.




Creating the Borrowed Items Due List
.ﬁﬁmumm}!w”l

File

MNew | Tools | Database Help

1. Click Tools in the menu bar.
2. Click Borrowed Items Due.

3. The list will appear on your screen.

Main Meny Import/Export

Library | Rel

¥ Options F3

I Security
School Year Calculator
Borrowed ltems DueI}
Recalculate Present...
Recalculate Time Spent...
Reset All Grids
Switch School Year 2
Timer F4

Figure 214 - Tools: Borrowed Items Due

Reschedule...

& ls

@ 31272008 - Up a Road Slowly
& 3182008 - Little Women
& 32172009 - Zellie Blake - Lowell, MA 1235

Figure 215 - Borrowed ltems Due Window

4. Each time you generate the list, it will be created based on today’s date, the number of days you
asked to be reminded in advance, and the Date Due of your Reading Log and Resource items.
5. You can print the list from this window by clicking the Print button.

Working with the Borrowed Items Due List

1. You may double-click on any item in the list to open the Edit window for that item.

2. If you edit the Date Due so that it no longer meets the criteria of the list, it will no longer appear on the

list after you save your changes

You can dismiss items from the list as they are returned.

4. Use shift-click or ctrl-click to dismiss specific items. Once you've made your selection, click the
Dismiss buttons. All highlighted items will be removed from the list, and the checkmark will be
removed from the Remind Me field in the Add/Edit window for that item.

5. You can remove all items form the list — and the checkmark from the Remind Me field — by clicking
the Dismiss All button.

w

Printing the Borrowed Items Due List

Click the Print button in the Borrowed Items Due window
Enter your report title and choose a grouping preference
Click OK

Click the “Click here...” link to preview the report.

Click the Printer icon to print the report as shown.

arMODdE

190

——
| —



Memorization Items

You may use the Memorization area to track anything your student is to memorize — bible verses, spelling
or vocabulary lists, poems, etc. This is an alternative to creating these items as regular assignments. This
feature was added at the request of Homeschool Tracker Plus users. If it does not fit your
homeschooling style, you can disable this tab in Tools: Options: General. Memorization items can be
included in the Daily Task List Report.

Anatomy of a Memorization Item

Add/Edit Memorization Task @‘
Students - Required — S.tudgnts are se_lected when you click e e
SAVE on the Add Memorization Task window. 1t T
ype:
List Type - Required - (100 character limit) You can enter Lt
anything you like. You might choose to use the Topic the item Gl Choose Goze
falls under: Bible; Spelling; Vocabulary; Poem, etc. Doniption(l e Alotos:

Title - Required - . (100 character limit) This can be anything
you like, perhaps the name of the poem, citation of the verse,
perhaps the lesson the spelling or vocabulary words are gleaned
from, etc.

Started On: 3/22/2009

Goals - Optional - You may elect to attribute goals to any e e

Memorization task. When goals are attached, an asterisk will jCometee.
appear in the field in grid view. You can enable/disable this
feature in Tools: Options: Assignments (See Goals)

Description/Text/Notes - Optional - The text entered here will Figure 216 - Memorization
appear on the Daily Task List report when you choose to display Add/Edit Window

Memory notes. This is an unlimited field. Use this area to put the

details of what is to be memorized: the text of the verse or poem; words from the spelling or vocabulary
list, etc. In this way, all the information your student needs will be in one place on their assignment sheet.

Started On - Optional - The date the item was assigned. If you decline to enter a date, this item will not
appear on any report, nor on the Agenda screen. If you enter a Started On date, but no Date Due, the
item will appear on the Agenda only on the Started On date.

Date Due - Optional - You may choose to assign a due date or not, as your needs dictate.

Completed - Optional - The date the item was successfully mastered. If you never mark the item as
finished it will continue to appear on your Daily Task List report in every school year.
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The Memorization Grid

Access the Memorization grid by clicking on the Student tab and then the Memorization tab.

| File Mew Tools Database Help i

| Main Menu Student | Teacher | Maintenance | Reports |

| Agenda | Assignments | Attendance | Field Trips | Goals Progress | Journal | Memarization |Over~.riew| Reading Log |

A Y [ @ Sudent: [Al Students » [ Al [ sae ‘

Figure 217 - Memorization Grid Panel

Collapse/Expand Icons
Ay
Use the blue up/down arrow icons to collapse or expand all the groupings on this grid. You can _
L . L . Figure 218 -
collapse/expand individual groupings by clicking the -/+ buttons on the grouping headers. Collapse/Expand
Homeschool Tracker Plus will not retain your settings when you leave this screen. lcons

Choose Columns and Reset Icons

1. Click the Choose Columns icon. w
2. Check the columns to include; uncheck the columns to exclude. Column selections will not be visible

for features which you have elected to disable in Tools: Options: Assignments. Figure 219 -
3. Click Save to retain your selections; click Cancel to exit without changing your column view. Choose

4. Things to remember: Columns Icon

e You can change your selections at any time.

e Excluding a column from view does not remove the data stored in that field. fl,.)
e You can reset columns, column widths and column order to their original settings by click the
Reset Columns icon in the Assignment Grid header. Figure 220 -
Reset

Columns Icon

The Drop-Down Lists

e Student: Choose whether to view items for All Students, or one particular student.
The Search field

You can search among your Memorization Tasks. Search text will compare against Type; Title; and Notes
fields. Hidden fields will be included in the search parameters. This search field is tied to the search fields
in the other Student tab areas: Field Trip; Memorization; and Reading Log.

Grouping and Sorting

Just as in the Assignment grid, you may choose to group and sort the displayed information in the
Memorization grid according to any column heading. (See Using the Grids)
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Adding a Memorization Item

You can open the Add Memaorization Item window in three ways:

e From Student: Memorization screen — click Add
e From anywhere in Homeschool Tracker Plus — press F11

e Click on New in the menu bar, then Memorization Task ghogse Students .
Choose the student(s) to receive the new items
See The Anatomy of a Memorization Item, above, for a description e —
. f |E_ | Thomas
of each field. | George
I 7] Jean
1. Fillin each field as desired. The only required fields are List :J ?alf,:s"”‘a
) |[F] Talitha

Type, Title and Students. :
2. Click SAVE.
3. Choose one or more students from the list by checking the box

to the left of their name. Check All | [ uncheck All | [ submit | [ cancel |
4. Click Submit to create a Memorization item entry for each

student selected. Figure 221 - Memorization
5. An entry will be made in the Agenda if a Started On date has Choose Students Window

been entered.

Editing a Memorization Item

You may edit any part of any Memorization item except Student. Some fields can be edited in directly in
the grid.

Editing in the Grid

1. Allfields except Student can be edited directly in the grid. Date fields can only be edited in the grid if
there is already a date showing.

2. To edit any of these fields, click once in the field.

Make your changes.

4. To keep your changes, click the SAVE button in the Assignment grid panel, or click on another item in
the grid.

5. To cancel your changes, press the escape key on your keyboard before moving away from the field.

w

Editing a Single Memorization Item

Click on the Student tab then on the Memorization tab.

Choose a Student or All Students from the drop down list.

Double-click on the item you wish to edit or right-click over the item and choose Edit...
Make any changes you would like.

Click Save to keep your changes; click Cancel to exit without saving.

apr0dE
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Group Edit

You can edit two or more Memorization Items at a time using the Homeschool Tracker Plus Group Edit
feature. The only field you cannot edit via Group

Edit is Student.

1. Use Shift-click or Ctrl-click to select the _ I
items you wish to edit. it Type: e

2. Right-click over the selection and choose [7] Title:

Edit to open the Group Edit Memorization 7 Goals: Edt Goals
Items window. e

3. Put a check next to each field you want to : '
change for the selected group of items. As
you check them, the fields will become
enabled.

4. Make a new selection for each checked
field. Remember, whatever choices you
make here will be assigned to all the items
you have highlighted.

5. Click Save to keep your changes; click
Cancel to exit without saving

Mark as Complete Figure 222 - Group Edit Memorization Items

1. Right-click over a single item or use Shift-click or Ctrl-click to select multiple items and right-click over
the selection and

2. Choose Mark Complete... from the menu.

3. You have two options for your completion date. The default selection is to enter a Finished Date
equal to the Start Date. Alternatively, you may select a date from the calendar to use as the Finished
Date.

4. Click OK. All selected items will now display a check in the Done column and the date selected in the

End column.

Mark as Incomplete

1.

Right-click over a single item or use Shift-click or Ctrl-click to select multiple items and right-click over
the selection.

Choose Mark Incomplete... from the menu.

The checkmark will be removed from the Done column and the date will be removed from the End
column.

If you open the Edit window for this item, the check will be gone from the “Finished?” box and the
Finished Date field will be blank.

Copying Memorization Items

Single Item Copy

1.
2.

Right-click on an item and choose Use as New...
Click OK on the Use As New message. You are now looking at a COPY of the original item.
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3. Make any changes necessary.
4. Click Save to choose a student or students to receive this item; click Cancel to exit without saving.
5. The original record will not be changed in any way.

Multiple Item Copy

1. Use Shift-click or Ctrl-click to select two or more items to be copied.

2. Right-click over the selection and choose Use as New...

3. Choose one or more students to copy these items to.

4. Click Save to keep the new record; otherwise, click Cancel. The original record will not be changed in

any way.
Deleting a Memorization Item
1. Select an item by clicking on it, or select multiple items using Shift-click or Ctrl-click

2. Right click over the selection and choose Delete... from the menu.
3. Click YES to delete, click NO to retain the record(s). Deleted items cannot be retrieved.

Printing Memorization Items

Memorization items can be included in the Daily Task List report or in the Memorization report. (See
Reports)

The Memorization Right-Click Menu

You can right-click over an individual item in the Memorization grid, or over multiple items using Shift-
Click or Ctrl-Click.

e Add New allows you to add a new item to the grid. Clicking this option will bring up the Assignment
Add/Edit window.

o Edit:
o For single item selection: This will open the Add/Edit Assignment Add New
window for that item. Edit
o For multiple item selections: This will bring up the Group Edit window Delete
from which you may choose to globally edit fields for the selected Use As New
items.
e Delete allows you to permanently remove the selected item(s) from the Mark Complete
database. You will have an opportunity to confirm your selection before Mark Incomplete

deletion occurs. Deleted items cannot be retrieved.
e Use As New Right-Click Menu
o For single item selection: This option creates a copy of the selected
record. You may then change the record as you wish and save it to the grid.
o For multiple item selections: This will bring up Choose Students window, allowing you to copy the
selected items to one or more students as selected.
e Mark Complete allows you to enter a checkmark in the Done box and a date of completion for one or
more items at once.
e Mark Incomplete allows you to remove the checkmark and completion date from any selected
record(s).
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Chores

Chores are an optional feature of Homeschool Tracker Plus. You can assign Chores to your students
using the Agenda feature of the program. (See Agenda) In this area, you'll find information on creating
new chores for your Maintenance: Other: Chore list.

The Chores Grid

You can access the Chore list by clicking on the Maintenance tab and then the Other tab. Chores are
listed in alphabetical order. You can enter as many Chores as you would like. There is no default Chore
entered.

W1 Homeschool Tracker Plus (2008-2009 | =N

File Tools Database Help
| Main Menu | Student | Teacher | Maintenance | Reports |
Grades | Resources | School Info | Students | Subjects/Courses | YesrsiTerms | Other |

Select Table to Edit: [Chor&s v] Filtter: [Adive v] [ Add ] [ Save ]
Chore | Archive
Activity Time |
|| Bedtime Prep and Quite Reading r

Figure 224 - Maintenance: Other: Chores Grid Panel
Filter

The Filter drop-down controls which items are displayed in the grid. The options are Active, Archive Only
and Both. The default setting for this filter is “Active”, displaying all the Chores that are currently available
for use. The “Archive Only” setting shows those items you have chosen to Archive. The “Both” setting
shows all Chores whether they are Active or

Archived. _ _
racoe NN W =
Adding a Chore e
1. Click on the Maintenance tab, then on the
Other tab.
2. Choose Chores in the “Select Table to Edit”
drop down

3. Click the ADD button at the top of the grid.
The Add/Edit Chore window will appear

4. Enter a name for your Chore, up to 100
characters.

5. Inthe directions area, you can add any
details about the chore that you want.
These directions can be included when Figure 225 - Add/Edit Chore Window
printing chores in the Daily Task List report.

6. Click Save to keep the new Chore; click Cancel to exit without saving.
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Editing a Chore

1. Click on the Maintenance tab, then on the Other tab and choose Chores from the Select Table drop
down.

2. Right-click a chore

3. Make any changes needed to the Chore title or directions

4. Click Save to keep your changes; click Cancel to exit without saving.

Deleting a Chore

Chores can only be deleted if they assigned to any Student in the Agenda. When a Chore is already in
use, you must first delete the Chores from the Agenda or use the Reclassify feature to put a different

Chore in its place.
Used By A @1

Double-click any row to view the selected
items. Click the Reclassify All button to

1. To view the Chore grid click on the Maintenance tab
and then the Other tab and choose Chores from the

“Select Table” drop down list. change all items at the same time.

2. Right-click over the Chore you want to remove and View | Table | Items
choose Delete; or press the Delete key on your view | Appointments | 27
keyboard.

e |If the Chore is in use, the Used By window will
appear. Please refer to the Reclassify section for
more information

e If the Activity is not in use you will be asked “are
you sure?”

3. Click YES to delete the item; click NO to cancel the Reclassify ] [ Cancel
delete process

Figure 226 - Chore Used By Window

Archiving a Chore

If you will not be using a Chore for the Active School Year but that Chore has been used for one or more
students in previous years; or if the Chore may be used again at a future date, you may wish to Archive
rather than delete the Chore. You can reactivate the Activity at any time.

Click on the Maintenance tab and then on the Other tab

Choose “Chores” from the drop down list.

Right-click over the Chore you wish to move to the inactive list

Choose Archive from the context menu. The Archive box will be checked.

When you return to the Chore list or change the filter from “Active” to “Archive Only”, the record will
be removed from the “Active” view.

6. You can archive two or more items at the same time. Use shift-click or ctrl-click to select the items
you wish to archive. Right-click over the selection and chose Archive from the context menu.

aprOdE

Un-Archiving a Chore

At any time, you can choose to move a Chore from the Archive list back to the Active list.

1. Click on the Maintenance tab and then on the Other tab.
2. Choose “Chores” from the drop down list.
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Change the Filter drop down from “Active” to “Archive Only” or “Both”.

Right-click over the Chore you wish to move to the active list

Choose Unarchive from the context menu. The Archive box will be unchecked.

When you return to the Activity list or change the filter from “Active” to “Archive Only”, the record will
be removed from the “Archive Only” view.

You can un-archive two or more items at the same time. Use shift-click or ctrl-click to select the items
you wish to reactivate. Right-click over the selection and chose Un-Archive from the context menu.

Printing Chores

Once you have created your chores and entered them into the Agenda you can print them out for your
student using the Agenda or Daily Task List reports. (See Reports)

The Chore Right-Click Menu

You can right-click over an individual Chore, or use shift-click or ctrl-click to select multiple activities and
right-click over the selection to perform various functions on the selected item.

Add New allows you to add a new item to the grid.

Edit opens the Edit Chore window for that item. Add New
Delete allows you to permanently remove the selected item from the Edit
database. Delete
o Ifthe Chore is in use, Homeschool Tracker Plus will search the
database for any items that have been attached to the selected Chore. Archive
You can then reclassify those items by choosing a different Chore so the Unarchive
original item can be deleted. Deleted items cannot be retrieved.
o For multi-item selection, any Chores not in use will be removed. Reclassify...
Activities which are used within the database will remain. Used By...
Archive allows you to deactivate the selected item(s). This will remove the Figure 227 - Chore
item from the “Active” filtered view in the maintenance list and from all Right-Click Menu
appropriate drop down lists, while maintaining its relationship with all linked
items

Unarchive allows you to reactivate previously archived items. This will return the item to the “Active”
filtered view in the maintenance list and to all appropriate drop down lists

Reclassify a special kind of Group Edit that lets you change the Chore selection for linked items.
Used By shows you where the selected Chore is being used within the program.

Agenda

Supplemental Video available on this topic

The Agenda is a graphical representation of the work your student is to accomplish. Each Active Student
in your database will have his own Agenda page. You can view one student at a time; all students side by
side; or any selected students you choose.
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http://www.homeschooltracker.com/support_plus_videos.aspx

You can create Appointments and Chores for any student. You can also choose to display Assignments;
Attendance; Field trips; Holidays; Journal notations; Memorization Items; Reading Log items; and Term
start/end dates from other areas of the program. You can turn off the Agenda tab in Tools: Options:
General.

If you do not use the Start/End times feature for your Assignments, you may not find the Agenda view to
be very useful.

Assignments Field Trips Journal Reading Log

Terms > Student: Agenda HVO Days

-~

Memorization Appointments Chores

Figure 228 - Iltems Viewable in Student: Agenda
The Agenda Display

Access the Agenda by clicking on the Student tab and then the Agenda tab.

1 Homeschool Tracker Plus (2008-2009)
“ File Mew Tools Database Help

|| MainMens | Sudent | Teacher | Maint | Reports |
I Agenda | Assi | Attendance | Field Trips | Goals Progress | Journal | Memorization | Overview | Reading Log |

A Y ¥ @ Sudent: [AlStudents v [ A ]

View: Figure 229 - Agenda Grid Panel

Increment: |15 Minutes |

Drop Down Lists

4 March 2009 »
ST W.T E S

e e e e Student: Choose one Student or All Students. In the All Students view,

; ;1311@»13 11 you'll see each student’s agenda, side by side. You can use the horizontal
15161718 19 20 21 scroll bar to see more information. See View Multiple Students below, to learn

2223242526 27 28

293031 12 3 4 how to view two or more but not necessarily all students at once.

] e View: Choose the Day; School Days; Week; Month; or List view
e Increment: For the Day; School Days; and Week views, you can choose
from 15 minutes, 30 minutes or 1 hour increments.

Today

Date Options

e The effects of clicking on a date or range of dates changes based on
your selected view.
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e Day: You can click on any single day, or click and drag over any range of dates to display those dates
in the Agenda. You can ctrl-click on any or more non-consecutive dates to display them side by side
in the Agenda. Regardless of the order in which you click on them, they will display in date order. The
selected dates will be highlighted on the calendar.

e School Days: This option will show only those days which are designated school days in the
Maintenance: School Info area. Click on any date and all the school days for that week will be
displayed.

e Week: Click on any single date. The Sunday to Saturday (or Monday to Sunday) in which that date
falls will be displayed.

e Month: Click on any single date. Five weeks will be displayed, including the date selected. You can
scroll from month to month using the vertical scroll bar. The top-left Monday will show you want
month you are viewing.

e List: This view most closely approximates the Student: Assignments view. You may find it helpful
when working with your appointments and chores. Please refer to that section, below.

The Calendars

. . Ll March 2009 »
Two different calendars service the Agenda area. For the Day; School Days; SMTWTES
Week and Month options, you'll see the first calendar. Below the calendar is a 1 ?; ?; ?i ?g ?; 28
“Today” button. This will automatically return to the view to the current date. 2 9101112013 14

151617181920 21
222324252627 28

— - When you choose the List view, a different calendar 23031 1 2 3 4
(<]  March200s 5] s _ _ 1234
=) = is in use. You can click on any date, or click and .
S M TWTF S S Today ]
§ = 3 4 B & 9 drag on any range of dates in this calendar as well.

8 9 10 11 12 [13] 14 Clicking the Today link at the bottom of the calendar Figure 230 - Agenda

71 9 . . .
;_3 li ;4 2? ;a 30 ;; will take you to a list view of the current date. You Calendar 1
29 30 3 can check the box to “View Entire School Year” in
the List view. This will show all items within the start/end dates of the Active

Today: 3/132009

_ School Year.

|| View Entire School Year

Figure 231 - Agenda oot D ==

Calendar 2
[¥] Incomplete Assignments [¥] Appointments
. Complete Assignments [7] Atendance
Choose Items to Display
[¥] Field Trips [#] Chores
Yo.u can choose to display ten.dn‘feretnt type§ . o B Hokdoy/Afacation/Other Days
of items on the Agenda. Each item displays in [C] Incomplete Memorization tems
a different color for easier identification. To [F] Comgicte Memarization kems [4] Tems
make your selections, click the Choose 7] Joumdl kems

Agenda Items link and check those things you [7] Incomplete Reading Log tems
wish to see. Once you've made your
selections, the dates on the monthly calendar
will be bolded for those dates which contain
one or more of the types of items selected. If
you are using the Student Colors option, each
item displayed in the time portion of the Day, School Days, and Figure 232 - Choose Agenda Items Window
Week formats will show the student’s assigned color on the left

side of the item.

[] Complete Reading Log tems

Check Al | | UncheckMl || 0K || Cancel
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Assignments, Memorization tasks, and Reading Log items that span more than one day will be displayed
in the top section of the date area from the date given through the date due. Items without specific
start/end times will also appear in the top section of the date area.

View Multiple Students

Use the Student drop down list to select a specific student or the “all students” view. To view two or more
but less than all students at a time, you can check the View Multiple Students box — which causes the
Student filter to appear.

Choose Agenda ktems Choose a tems
View Muttiple Students [¥] View Muttiple Students
Students  Selected Students
Subjets Al Subjects Subjects  All Subjects
Courses All Courses Courses All Courses
Activities Al Activities Activities Al Activities
Resources  All Resources Resources  All Resources

Click the Students link and choose the ones you'd like to view. In the monthly view, all the information for
each selected student will be shown in each date — but you won't be able to distinguish which items
belong to which student, so it is of limited value in this case. When the “View Multiple Students” option is
checked, these selections override your selection in the student drop down list. When you uncheck “View
Multiple Students” again, the drop down selection will be in effect.

Additional Filters

Use the Subjects; Courses; Activities; and/or Resources filters to limit the assignments and field trips
which are displayed. These values are carried over from the same filter selections in the Reports and
Reschedule options windows.

Appointments and Chores

You can add appointments or chores to your student’s schedule. These items can be included in the Daily
Task List report, along with Assignments, Field Trips, Reading Log and Memorization Tasks.

Adding Appointments

1. Click on the Student tab and then the Agenda tab.
2. Click the ADD button to bring up the Add/Edit Appointment window.
3. To add an Appointment:
e Type the name or type of appointment in the What field
o |f desired enter something in the Where field.
e Set the start date. As most appointments begin and end on the same day, the End date will
default to the same as your start date.
e Set the start and end times. If there are no specific times to be assigned, check the All Day Event
box.
4. Click Save to add the item to the Agenda; click Cancel to exit without saving.
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5. When you click Save, you'll be given the chance to select all the students to receive this appointment
on their schedule.
6. Click Submit.

Student: Choose students on save

@ Appointment (™) Chore

What:

Where:
Start: *March 14, 2009 &[] M Day Evert
7] End: [ March 14,2009 "

Figure 233 - Add/Edit Appointment
Adding Chores

1. Click on the Student tab and then the Agenda tab.
2. Click the ADD button to bring up the Add/Edit Appointment window.

Figure 234 - Add/Edit Chore Window

3. To add a Chore:

¢ Inthe Add/Edit Appointment window, click the Chore radio button.

e Choose a Chore from the list. You may click on the pencil icon button to add a new Chore from
this window or to edit the Chore displayed in the window.

e Set the start date. As most chores begin and end on the same day, the End date will default to
the same as your start date. To enter multiple chores — see the directions for Copying
Appointments or Chores, below.

e Set the start and end times. If there are no specific times to be assigned, check the All Day Event
box.




6.

Click Save to add the chore to the Agenda; click Cancel to exit without saving.

When you click Save, you'll be given the chance to select all the students to receive this chore on
their schedule.

Click Submit.

Group Edit for Appointment or Chore Start/End Times

N

N

You can use the Group Edit feature in the List view of the Agenda to reset the starting and ending
times for any two or more of your Appointments or Chores at the same time.

Click on the Student tab and then the Agenda tab Sroup Edit Appaintment ===
Set the View drop-down to List

Click on a single date, click and drag over a range of dates,
or check the ‘View Entire School Year’ box

Click the Choose Agenda Items link and check just chores
and/or appointments

Use Shift-click or Ctrl-click to select the items you want to
change

Right-click over the selection and choose Edit

Set the new start/end times you want for these items or click the All Day Event box
Click Save to keep the changes or click Cancel to exit without making changes.

Start: 11:00 AM o

End: 11:30 AM =

Figure 235 - Group Edit Appointment/Chore

Making a Single Copy of an Appointment or Chore

arMODdE

Double-click on any Appointment or Chore

Click the Copy button in the Add/Edit window

Check the name(s) of the student(s) to receive the copy
Click Preview and confirm the items to be created

Click Submit

Copying Appointments or Chores

You can make multiple copies of Appointments or Chores as you enter them, or after the fact.

To make copies as you create the new item, enter your details as above, and then click the Copy

button and follow the directions below.

To make copies from an existing Appointment or Chore, right-click on the item and choose Copy

To make multiple, repeating copies of a selected item for one or more students, click “Repeat over

date range”

Place a check next to the names of the Students to receive the new items.

Set Start and End Copy on Dates — these are the first and last dates you want the Appointment or

Chore to appear.

Day Options:

e Choose to Skip Scheduled Holidays days or not — those days you have marked as
Holiday/Vacation/ Other days in the Attendance Calendar.

e Choose to Skip Absent Days or not. If one student is going to out of the classroom, but school is
still held, you may choose to mark those days as Absent for that student in advance and have
those days skipped during the Copy process. See: Attendance.

Choose to Skip Non-School Days or not. A non-school day is any day not checked off in
Maintenance: School Info.
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e Choose to copy for Selected Days, 2 Wk., or for Every Other Day:

e If you choose Selected Days, check off the days of the week as needed. Non-school days will be
disabled if “Skip Non-School Days” is checked.

e If you choose 2WKk, the second set of days will be enabled. Check off the two-week pattern you
would like to follow — perhaps M, T, W the first week; TH, F the next, etc.

e If you choose the Every Other Day option, Homeschool Tracker Plus will automatically count
every other calendar day from your Start On date to your End on date, but will only place
assignments on “Other” days that meet your Holiday, Absent and Non-school day parameters as

well
\ Copy Calendar Item m’

Type of copy Date options
) Single copy @ Repeat over date range Start Copy On: March 14, 2009 B~

Choose students to receive new items End Copy On: March 14, 2009 [Ehg

HKate | Day options

%feeaor:ge Skip Scheduled Holidays
7] Samantha Skip Absent Days

[] Talitha
[] Thomas

[7] skip Non-School Days
@ Selected Days @ 2Wk @ Every Other Day

|[O0s @M MT @Ww MR @F Os |

Preview H Cancel ]

Figure 236 - Copy Calendar Item

Click Preview to review the items about to be created.

Take a moment to review the items to make sure that they are correct before clicking the Submit
button.

You can change the grouping and/or sorting of the grid, column order and size, and even exclude
certain columns if you like to make it easier for you to review.

Click Submit to send these items to the Agenda. Click Cancel to start over.

Editing Items within an Agenda

You can edit any item displayed on an Agenda

1
2.
3.

4,

Right-click on the item you wish to change and choose Edit.

The Add/Edit window for that item will open.

Make any changes you like and click Save or Save & Close. The changes you make here will be
reflected on the “home” grid of that item as well (assignments, field trips, reading log, etc.).
There is no Group Edit feature in the Agenda.

Moving Items within an Agenda

You can change the date and/or time of any item without opening the Edit window.
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To change the date

Click once on the item.

Drag it to the new date

Release the mouse button.

For all-day items, click once on the item and drag one end or the other over to a different date to

lengthen the time frame.

5. If you accidentally drag an item to a different student, that change will not be maintained. The item will
be returned to its original position as soon as the Agenda screen is refreshed.

6. Terms, Attendance and Holiday items cannot be made into multi-day events.

PObdPE

To change the start/end times

Click once on the item.

Click and drag the top or bottom edge to set the new start or end time

To remove start/end times, click and drag the item into the dark blue area.

To add start/end times to an all-day item, click and drag the item into the main Agenda area. Then
click and drag the top/bottom edges to set the times you want. T

5. Terms, Attendance, Holiday, Memaorization and Reading Log items cannot be given start/end items.

PoObdE

Start/End Times Option

o If you have the Start/End Times feature turned on in Tools: Options: Assignments, you can change
the start/end times of Agenda items using the steps above.

o If you have the Start/End Times option turned off, you can move items from the “all day” area at the
top of the date into the timed area to arrange your items, but no start/end times will be attributed to
the Assignments and Field Trips unless and until you enable the Start/End times feature.

Copying Items to another Agenda

You can copy any Appointment, Assignment, Chore, Field Trip, Memorization, or Reading Log item to any
other student’s Agenda. You cannot copy Attendance, Holidays or Terms.

Click on the Student tab and then the Agenda tab.

Choose a Schedule from the grid filter.

Choose the item you want to copy to another student

Right-click on any single item you wish to copy and choose “Copy to Student”; or use shift-click or

ctrl-click to select any 2 or more items; right-click over the selection and choose “Copy to Student”

Put a checkmark next to the name of any one or more students.

6. Click Submit to enter the copy onto each selected schedule; click Cancel to exit without making
copies.

7. Copied items will appear on the Agenda and related grids for the selected student(s) with the exact
same day/time parameters as the original item.

8. No duplicate check is performed as part of this function.

poOdE

o,

Deleting Items in an Agenda

1. Click on the Student tab and then the Agenda tab.
2. Choose a Student from the drop down list.
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Right-click over the item you wish to remove and choose Delete.

4. You can delete multiple items at once by using shift-click or ctrl-click to select them. Right-click over
any part of the selection and choose Delete.

5. Click YES to confirm deletion; click NO to close without deleting.

e Deleted items cannot be retrieved.

e Deleted items will be removed from their home grids as well

Printing Agendas

There are a number of formats available for printing Agendas. Appointments and Chores can also be
printed on the Daily Task List report. For full details, see the Reports section of this User Manual. (See

Reports)

The Agenda Right-Click Menu

You can right-click over a single item, or over multiple items using Shift- Copy...
Click or Ctrl-Click. Copy To Student...
Delete

e Copy is only an option for Appointments and Chores. It allows you to

make single or multiple copies of the selected item. Edit
e Copy to Student allows you to copy a single item or multiple items to Figure 237 - Agenda
another Student Agenda. No duplicate check is performed during this Right-Click Menu

operation.
e Delete removes one or more selected items.
o Edit opens the add/edit window of the selected item.

Overview

The Overview screen gives you a snapshot of how your student is progressing in each subject/ course,
subdivided by activity, for any given Term. This information is automatically generated based on
completed assignments in each subject/course/activity combination. Values are entered into Term totals
based on the Date Completed.

The Overview Grid

Access the Overview grid by clicking on the Student tab and then the Overview tab.

(2008-2009)

| File New Tools Database Help

: Main M_enu Student Teacher | Maiptenance I Repqﬁs . -
. Agenda ] .&ssiénments ] Attendance [ Field Trips [ Goals Progress [.Journal I.-Memization Overview | Reading Log

Ay Student: [George = v

| Tem: |T12008-2009 - Grade Calculation: Sum of Eamed/Possble | Rounding: One Decimal Place (0.0)

Figure 238 - Student: Overview Grid Panel
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Collapse/Expand Icons

[y
Use the blue up/down arrow icons to collapse or expand all the groupings on this grid. You can _
collapse/expand individual groupings by clicking the -/+ buttons on the grouping headers. Coﬁgpusree/éigénd

Homeschool Tracker Plus will not retain your settings when you leave this screen. lcons

The Drop-Down Lists

e Student: Select the student whose records you want to review.
e Term: Choose the Term you wish to view. Only the Terms for the Active School Year will be
available.

Grading Indicators

The grading options you've selected are displayed at the top of the grid regarding calculation type and
rounding options. Set these options in Tools: Options: Assignments.

Viewing Your Student’s Progress

1. Click on the Student tab, and then the Overview tab.
2. Select a Student from the drop down list.
3. Select a Term to view. The default will be the current Term.

What does the Overview show me?

The student’s work is grouped by activity within the Subject/Course. Weighted courses will list all activities
tied to that course so if a grade seems low, you can immediately see what is missing. Non-weighted
courses show only those activities with completed assignments. Grades and total Sessions or Time Spent
are calculated for assignments within an activity that have been marked as complete within the Term
selected.

Overview Rows

e Subject heading — Full subject name and subject code.

e Course heading — Full course name and course code. If no Course is designated, the Subject name
and code will be repeated on this line.

e Activities:
0 Weighted courses — shows all activities attributed to that course and the weight assigned to the

activity.

o Non-Weighted courses — shows only those activities that have completed assignments.

e Total Line — a total of the grade and Time Spent/Sessions.

Overview Columns

e Poss — The total of all points possible for the completed assignments in the activity.

e Earn — The total of all points earned for the completed assignments in the activity.

e Avg — Shows the average grade in percentage format for the completed assignments in the activity.
In the Total row, the Avg shows the calculated average for non-weighted courses based on your
selected grading options.
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e Grade — The letter grade that will be awarded for the Subject/Course based on the grading scale
assigned.

e Witd Val — For weighted courses, this column shows the weighted value of the percentage in the Avg

column. In the Total row, the Wtd Val shows the sum of all the values in the column. This will be the

percentage value that is used to determine the letter grade for the term. See Grades, Grading Scales

and Weighted Grading for details on how weighted grades are calculated.
e Time Spent —The column will display the total Time Spent for completed assignments within the

activity.
e Sessions — The column will display the total Sessions for completed assignments within the activity.
" Homeschool Tracker Plus (2008-2000] .. ot~ L LB IR BBRE .~ &

| File MNew Tocls Database Help
Main Menu Student | Teacher ] Maintenance [ Repois |

..Agenua [ Assignments l Attendance [ Fi.eld Tripsl-] Goals ng Izrr;_[b;emmzmoﬂ Overview I Reading Log .

- Student: | Katie -

Tem: [T120082009  ~| | Grade Colouston: Averages fradtionsl) |  Rounding: Two Decimal Places (0.00)

Activity | Poss Earn Avg Grade ‘wtd Val TimeSpent

ubject: Christian Studies [CHRSTU]

=l Course: Bible [BIBLE]

Discussion | | 0:30)
Read | 0:00{
TOTAL 0:30
T S S|
=l Course: Composition [COMP]
Assemble Lapbooks (10%) : = [ ooo] o0 o.0] I o0 0:00
Debat= (15%)  This is a weighted Course. The weight 0.00 0.00 0.00] | 0.00 0:00)
Drawing (20%) : LT s 0.00 0.00 0.00| | 0.00 0:00
Exercise (25%) i A Bt 0.00 0.00 0.00] | 0.00 0:00)
Journal (12%) the Overview window. 0.00 0.00 0.00] | 0.00 0:00)
Writing Assignment (18%) - 350,00 45.00 12.86| | 2.31 0:00)

TOTAL Fl 2.31 o:oi

Reading 20.00] 1850 52.50] [

2:00
TOTAL 52.50 | Pass| 2:00
=1 Course: Italian Literature [ITALLIT]
IH;I.E_T.I%_D..___._._. e | | T o T | -
| TOTAL | | | | 0:00
=] Course: Public Speaking and Debate [PSD]
Research 7.00| 6.75 98.33| I 1:30
TOTAL | 08.33 | A+ 1:30

Figure 240 - Overview Explained
View Assignments

You can right-click on any activity to view the completed assignments used to generate the information

shown. You can right-click on the Total line to view all assignments for all activities in a particular course.

1. Right-click on an Activity or Total and click View Assignments.

2. The Assignment grid will open. The usual filters and the calendar will be disabled. The filters will be
set to match the Student/Subject/Course/Activity selection you made in the Overview screen. The
note over the filter area reminds you of this. Your column customization is retained.

3. All completed assignments for the Term will be shown.

e You can edit any one or all of the items.
e You may choose to add an assignment for this or any other subject/course/activity combination.
e You can delete any item in view.

4. When you have finished viewing/editing the items, click RETURN to go back to the Overview screen.

When you click on the Assignment tab again, you'll see the “normal” view of that screen.
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File Mew Tools Database Help

Main Menu w|Teacher|Mauﬁenance|Repms|

| Agenda | Assignments | Atendance | Field Trips | Goals Progress | Journal | Memorization | Overview | Reading Log |

A~ Y Student:

Tom (20020

| Grade Calculation: Averages fradtional)

Rounding: One Decimal Place (0.0)

Activity

| Poss Earn

Avg Grade

wtd Val TimeSpent

Sess

| = Subject: Art [ART]

=l Course: Art [ART]

Additional Reading

80.00| 70.00|
1 I

87.5]

0:00

0.00

TOTAL

ozl

I <j Subject: English [LANGUA]

|=I Course: English 9 [LITERAT]

-:ile N;:wTool Database Help
Main Menu | Student | Teacher | Maintenance | Reports |

View Assignments

B+

0:00

0.00

Figure 241 - Overview: View Assignments

Agenda | Assignments | Atiendance | Field Trips | Goals Progress | Journal | Memorization | Overview | Reading Log |

A Y[ @M Sudent: [Kati -] |

Add |

Retum

You are viewing selected assignments
based on a link you clicked from
somewhere else in the program.

When you are finished working on
these items, click on the "Retum"
button below to clear this filter set.

Course Title / I

Date Given | Student | Subject Title

| Start

|End

|Course Title ; |Activity

| ore

=l Course Title : - 3 item(s)

10/6/2008 Katie Art

7:00 AM

7:30 AM

Additional Reading

10/7/2008 Katie Art

7:00 AM

7:30 AM

Additional Reading

10/31/2008 Katie Art

Figure 242 - View Assignments: Assignment Grid

The “All Students” view

Additional Reading

The All Students option is included in the Overview Student drop down list so that your drop down list
selection doesn’t change as you move from screen to screen. However, there is no way to display all the
information for all students in one screen. Therefore, if you choose the All Students option in the
Overview screen you will see a message stating that the Overview grid cannot be displayed for the All

Students view.

Printing the Overview

Use the Overview report to print out a replica of the Overview screen for any Student. While the screen
view is limited to the Terms of your Active School year, the Overview report allows you to select any date
range you like. (See Reports)




Goals

Setting Goals is an optional feature of Homeschool Tracker Plus. Creating goals allows you to outline

what you hope to accomplish in the coming year. You can create as many different sets of goals as you

like, either by grade level, by student, by year, etc. — whatever fits your needs or reporting requirements.
You can disable this feature in Tools: Options: Assignments.

Goals can be linked to Assignments, Field Trips, Lesson Plans, Memorization Tasks, Reading Log or
Weekly Planner items. Linking goals to Lesson Plan or Weekly Planner items will automatically attach
them to Assignments created from these items.

Once a goal has been linked to an Assignment, Field Trip, Memorization Task or Reading Log item, an
entry will appear in the Student: Goals Progress grid showing that the achievement of that goal is In
Progress. You can add notes to the Goals Progress items, and also mark a date on which they become
complete — that is, when the student has achieved that particular goal to your satisfaction.

You can export all or any part of your Goals lists to share with other Homeschool Tracker Plus users.
You can import a Goals list from any other Homeschool Tracker Plus user. See the Import/Export
section for more information.

The Teacher: Goals Grid

M1 Homeschool Tracker Plus (2008-2009) [F=EE

File MNew Tools Database Help

| MainMenu | Student | Teacher | Maintenance | Reports |

Goals | Jounal | Lesson Plans | LP Schedules | Weekly Planner |
A Y @ Fiter [kzive v] l Add |

Figure 243 - Teacher: Goals Grid Panel

Collapse/Expand Icons
AY
Use the blue up/down arrow icons to collapse or expand all the groupings on this grid. You can _
T . s L . Figure 244 -
collapse/expand individual groupings by clicking the -/+ buttons on the grouping headers. Collapse/Expand
Homeschool Tracker Plus will not retain your settings when you leave this screen. lcons

Choose Columns and Reset Icons

1. Click the CHOOSE COLUMNS icon. @

2. Check the columns to include; uncheck the columns to exclude. Column selections will not
be visible for features which you have elected to disable in Tools: Options: Figure 245 -
Assignments. Choose

3. Click Save to retain your selections; click Cancel to exit without changing your column Columns Icon
view.

4. Things to remember: &l Figg;esst% -
e You can change your selections at any time. Columns Icon

e Excluding a column from view does not remove the data stored in that field.
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e You can reset columns, column widths and column order to their original settings by click the
RESET icon in the Assignment Grid header.

The Drop-Down Lists
e Filter: Choose whether to view Active items; Archived items; or Both.
The Search field

Use the Search field to quickly find the Goal(s) you are looking for. Search text will compare against the
Set, Area/Discipline, and Goal fields. Hidden fields will be included in the search parameters.

Grouping and Sorting

Just as in the Assignment grid, you may choose to group and sort the displayed information in the Goals
grid according to any column heading. (See
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Using the Grids)
Anatomy of a Goal

Goal Set - This provides a way of classifying your goals. Your Goal Set might be a Student name, grade
level, school year, etc. Enter anything you like, up to 100 characters.

Area/Discipline - This can be anything you like, up to 100 characters. You might choose to classify by
Subject or Course.

Goal - This is where you'll type out the actual goal that your student is working towards. Your goals can
be as specific or general as you like. There is no size limit on this field.

Adding Goals

1. Access the Goals grid by clicking on the Teacher tab and then the Goals tab.
2. Click ADD. The Add/Edit Goal window will appear.
See The Anatomy of a Goal, above, for a description | add/Edit Goal
of each field. Fill in the fields as appropriate. All fields
are required.
3. Click Save to add the Goal to your list; click Cancel
to exit without saving.

[ Archive hide from lists)

Figure 247 - Add Goal Window
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Editing Goals

Editing in the Grid

1. You can edit the details of any goal by typing directly in the
grid.

2. Click once in the Goal field. e Semerdaxy

3. Type in your changes. Area/Discipline:  Arithmetic

4. To save your changes, move on to another field or click the Goal: Explore the application of numbers and
SAVE button at the top of the window. SLeIsEgci i SYm ey A,

Editing a Single Goal

1. Double-click on the goal you wish to edit or right-click over 7] Archive (hide from lists)

the item and choose Edit...

2. Change any information you like. The changes you make will
be reflected in the Goals grid and in any Goals already
linked to Assignments.

3. If you want to archive the goal, you can check that box now.

4. Click Save to keep your changes; click Cancel to exit without saving.

Figure 248 - Edit Goal Window

Group Edit

1. You can use the Group Edit feature of the Goals : -
grid to make changes to the Goals Set or Group et Goss [N g
Area/Discipline fields for two or more Goals at the ' ] Goal Set: Elementary
same time. You can also use Group Edit to archive [F] Area/Discipline:
any goals. T

2. Use Shift-click or Ctrl-click to select the items you
wish to edit.

3. Right-click over the selection and choose Edit.

4. Puta check next to each field you want to change Figure 249 - Group Edit Goals
for the selected group of items. As you check them,
the fields will become enabled.

5. Enter your new selections for each checked field. Remember, whatever choices you make here will
be assigned to all the items you have highlighted.

6. Click Save to keep your changes; click Cancel to exit without saving.

Duplicating a Goal

If you want to use the same goal for a different Goal Set or Area/Discipline, you can make a copy of the
existing item with the ‘Use As New’ right-click menu option.

Click on the Teacher tab, and then on the Goals tab.

Right-click over any item and choose Use As New

You'll see a notice reminding you that you will be working with a copy of the original item. Click OK
In the Add/Edit Goal window, change any of the fields as you like

Click Save to add the new item to your Goal list.

a0 PE
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Linking Goals

1.

w

6.

Double-click on the Assignment, Field Trip, Lesson Plan item, Memorization Task, Reading Log entry
or Weekly Planner item you wish to link to a Goal or right-click over the item and choose Edit...
Click on the Choose Goals... link.

The Choose Goals window will appear.

You may use this opportunity to add a new Goal to the list.

e Click the ADD NEW GOAL button.

e Add a new item and click SAVE.

You may select any goals to link to the item you have chosen.

If you check the Goal Set name, the entire goal set will be linked.

If you check the Area/Discipline name, all goals under that area/discipline will be linked.

If you check an individual goal, that item will be linked.

e Linked items will be highlighted in yellow for easy identification.

Click Save to keep your changes; click Cancel to exit without saving.

Un-Linking Goals

1.

w

5.

Double-click on the Assignment, Field Trip, Lesson Plan item, Memaorization Task, Reading Log entry
or Weekly Planner item you wish to link to a Goal or right-click over the item and choose Edit...

Click on Edit Goals...

The Choose Goals window will appear with linked goals highlighted in yellow

Uncheck those items you wish to un-link from this item.

e If you uncheck the Goal Set name, the entire goal set will be un-linked

e If you uncheck the Area/Discipline name, all goals under that area/discipline will be un-linked

e If you uncheck an individual goal, that item will be un-linked.

Click Save to keep your changes; click Cancel to exit without saving.

Goals and Group Edit in other Grids

1.

O N gOkrWN

You can link Goals to multiple Assignment, Field Trip, Lesson Plan item, Memorization Task, Reading
Log entry or Weekly Planner items using Group Edit feature in those grids.

Select the items you wish to edit using shift-click or ctrl-click.

Right-click over the selection and choose Edit... to bring up the Group Edit window.

Check the box to the left of Goals to enable the field.

Click on Choose/Edit Goals. Only the goals for the first item in your selection will appear as linked.
Check or uncheck the goals you want to attach to the selected items.

Click Save. You'll be returned to the Group Edit window. Click Save or check another area to edit.

All items will now be linked only to the goals you have just selected. If other goals were previously
attached to one or more items, those goals will be removed in favor of the new selections.

Deleting Goals

You may only delete Goals which are not linked to any Assignment, Field Trip, Lesson Plan or Weekly
Planner item. If the Goal is attached to one or more of these items you need to:

Delete the linked item(s) or
Assign a different Goal to the item(s) or
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Archive the Goal rather than delete it.

Click on the Teacher tab, then the Goals tab.

Right-click on the Goal you want to delete.

e |Ifthe Goal is not linked to any item in the database you'll see a confirmation message. Click Yes
to delete the item. Deleted items cannot be retrieved.

e |fthe Goal is attached to one or more items in your database, the Used By window will appear.

e This will show you how many of each type of item are using this goal.

e Double-click on the View link to see these items.

e Toremove the Goal links, you need to edit those items individually, or with Group Edit in that
item’s grid.

When all linked items have been edited or deleted, come back to the Teacher: Goals grid.

Right-click over the Goal to be deleted and choose Delete....

If all links to the Goal have been broken, you'll see a confirmation message.

Click Yes to delete the item. Deleted items cannot be retrieved.

Archiving a Goal

If you will not be using a Goal for the Active School Year but that item may be used again at a future date,
you may wish to Archive rather than delete the item.

b

Click on the Teacher tab and then on the Goals tab.

Right-click over the Goal you wish to move to the inactive list

Choose Archive from the context menu. The Archive box will be checked.

When you return to the Goals grid or change the filter from “Active” to “Archive Only”, the record will
be removed from the “Active” view.

You can archive two or more items at the same time. Use shift-click or ctrl-click to select the items
you wish to archive. Right-click over the selection and chose Archive from the context menu.

Un-Archiving a Goal

At any time, you can choose to move a Goal from the Archive list back to the Active list.

PObdPE

Click on the Teacher tab and then on the Goal tab.

Right-click over the Goal you wish to move to the inactive list.

Choose Unarchive from the context menu. The Archive box will be unchecked.

When you return to the Goals grid or change the filter from “Active” to “Archive Only”, the record will
be removed from the “Archive Only” view.

You can un-archive two or more items at the same time. Use shift-click or ctrl-click to select the items
you wish to reactivate. Right-click over the selection and chose Un-Archive from the context menu.

The Teacher: Goals Right-Click Menu

The Right-Click menu is enabled when there is at least one item in the grid. You can right-click over an
individual item in the grid, or over multiple items using Shift-Click or Ctrl-Click.

Add New opens the Add/Edit Goal window with the Goal Set and Topic matching the one you have
highlighted.
Edit
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o For single item selection: This will open the Add/Edit window for that item.

o For multiple item selections: This will bring up the Group Edit window
from which you may choose to globally edit fields for the selected items. Add New
e Delete Edit
o For single item selection: allows you to permanently remove the Delete

selected item from the database. It causes the program to check for
items using the Goal you wish to delete. You must remove the link in
order to delete the goal. Deleted items cannot be retrieved. Archive
o For multiple Item selection: when you select one or more items and the
choose Delete from the right-click menu, only those Goals which are
not attached to an Assignment, Field Trip, Lesson Plan or Weekly . Used By...
Planner item will be deleted. Deleted items cannot be retrieved.
e Use as New allows you to use an existing item to create a new Goal.
e Archive allows you to remove an item from the active view without having
to delete it.
e Unarchive allows you to return an archived item to the active view.
e Used By allows you to view which items are attached to a particular Goal.

Use A=z Mew

Unarchive

Goals Right-Click Menu

The Student: Goals Progress Grid

. 2‘_’ Homeschaool Tracker Plus

File MNew Tocls Database Help

Main Menu Student | Teacher | Maintenance | Reports | |
Agenda | Assignments | Attendance | Field Tripsl Goals Progress |Jourrral | Memornization | Dverviewl Reading Log |

AYE G sim - |
|

Figure 251 - Student: Goals Progress Grid Panel

Collapse/Expand Icons
Ay
Use the blue up/down arrow icons to collapse or expand all the groupings on this grid. You can _
L . L . Figure 252 -
collapse/expand individual groupings by clicking the -/+ buttons on the grouping headers. Collapse/Expand
Homeschool Tracker Plus will not retain your settings when you leave this screen. lcons

Choose Columns and Reset Icons

1. Click the CHOOSE COLUMNS icon. L.,“{_I
2. Check the columns to include; uncheck the columns to exclude. Column selections will not be
visible for features which you have elected to disable in Tools: Options: Assignments. Figure 253 -
3. Click Save to retain your selections; click Cancel to exit without changing your column Choose
. Columns Icon
view.
4. Things to remember: _ _ - Figure 254 -
e You can change your selections at any time. ? Reset

e Excluding a column from view does not remove the data stored in that field. Columns Icon
e You can reset columns, column widths and column order to their original settings

by click the RESET icon in the Assignment Grid header.

216

——
| —



The Drop-Down Lists

e Student: Choose to view items for All Students, or select a specific student
e Filter: Choose whether to view All items, Completed items, or In Progress items.

The Search field

Use the Search field to quickly find the Goal(s) you are looking for. Search text will compare against the
Set, Area/Discipline, and Goal fields. Hidden fields will be included in the search parameters.

Grouping and Sorting

Just as in the Assignment grid, you may choose to group and sort the displayed information in the Goals
Progress grid according to any column heading. (See
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Using the Grids)
Adding Goals into the Goals Progress Grid

Goals will appear in the Student: Goals Progress grid as you attach them to Assignments, Field Trips,
Memorization Tasks or Reading Log items in the Active School Year. The Goals will be assigned to the
appropriate student and be classified as ‘In Progress’.

Goals linked to Assignments and Field trips will appear if the Assignment or Field Trip is part of the Active
School year.

Goals like to Memorization or Reading Log items will appear if the Memorization or Reading Log item has
a Start, Due or Completed date that falls within the Active School year or if there are no dates specified
for any of the date fields of those items.

Editing Goals into the Goals Progress Grid

Once the Goal appears in this grid, you can edit the item, or group edit two or more entries, to mark them
as completed with or without a date, or to add Notes about your Student’s progress.

Editing a Single Item

1. Click on the Student tab and then the Goals Progress tab. | Group Edit Goal Status

Right-click over any item and choose Edit

3. Change the details of the item as needed, adding notes,
changing status from ‘In Progress’ to ‘completed’ and
adding a completion date if you wish.

4. Click Save to keep your changes.

N

i Goal Is In Progress

@ Goal Is Complete 3/21/2009

Group Edit

1. Click on the Student tab and then the Goals Progress tab.

2. Use shift-click or ctrl-click to select the items you wish to
edit

3. Right-click over the selection and choose Edit to open the
Group Edit window Figure 255 - Group Edit Goal Status Window

4. Make the changes needed

5. Click Save to keep your changes; click Cancel to exit without saving.

6. Any changes you make will be applied to all selected items.

View Linked Items

You can use the right-click menu of the Goals Progress grid to view the Assignments/Field Trips, Reading
Log and Memorization items to which the Goals are tied. While in this special view of those grids, the
usual filters will be disabled. Field Trips will be displayed on the Assignments grid view.

1. Click on the Student tab and then the Goals Progress tab
2. Set the Student drop down to ‘All Students’ or choose one particular student. If you choose ‘All
Students’, when you view items you will see them for all students who have been assigned that Goal.
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3. Right-click over a Goal, or use shift-click or ctrl-click to select multiple items and right-click over the
selection

4. Choose which items you want to view from the right-click menu: View Assignments; View Reading
Log Items; View Memorization items.

5. You will be taken to a special view of the selected grid.

6. Items associated with the selected goals will be displayed. You can edit or delete these items as
needed.

7. Click the Return button to go back to the Goals progress grid. This will release the special view of the
viewing grid.

Deleting from the Goals Progress Grid

You cannot directly remove any item from the Student: Goals Progress grid. If you wish to remove a Goal
from this view you must View the linked items and unlink the goal from that view. See the View Linked
Items section, above.

The Student: Goals Progress Right-Click Menu

You can right-click over a single item, or over multiple items using Shift-
Click or Ctrl-Click.

Edit
View Assignments

e Edit one or more Goals to mark as complete or add to the Notes fields.
o View Assignments shows you the assignments attached to the

selected goal(s).

e View Reading Log Items shows you the Reading Log items attached to
the selected goal(s).

e View Memorization Items shows you the Memorization items attached to
the selected goal(s).

Right-Click Menu

Printing Goals

You can print out a list of the goals you have entered, in whole or in part, using the Goals report. The
Goals Progress report allows you to print a list of goals, their status of “In Progress” or “Completed”. You
may also choose to include the Notes field and supporting information for the Assignments; Reading Log
and Memorization items the student completed in working towards the Goals. (See Reports)

Journal

Figure 256 - Goals Progress

The Journal is an area where you or your student can make notes about progress, ideas, really anything
at all that you'd like. There is a Journal tab under both the Student and the Teacher tab. You can type
anything you like in a journal entry. Your notes may be printed into report format for any range of dates
within the Active School Year. Notes may be entered in rich-text format, which means you can change
font, font size, and font color and/or use bold, italic or underline to alter your text. You can print a Journal
Report from the Homeschool Tracker Plus Reports Menu.

The Journal Grid
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File Mew Tools Database Help

Ma'nMemJ|5thBm|Teadﬂ'|Ma'mmam|F{m|

| Agenda | Assignments | Attendance | Field Trips | Goals Progress | Journal | Memorization | Overview | Reading Log |

« ¥ [ & Studsnt: [Ka_}e v] [ Add ] | Save |
Catgoy
[Entry Date | Attach... |Student | Category [ Title
) Ml Dates @ Selected Dates =| Category : Curriculum Plan - 4 item(s)
) ) 2/3/2009 b Katie Curriculum Plan Science
February 2009 2/3/2009 Katie Curriculum Plan Math
S M T W T F S 2/3/2009 Katie Curriculum Plan Einglish
1 20800 4 5 &§ 7 2/3/2009 Katie Curriculum Plan what shows
g 9 10 11 12 13 14 =| Category : Directions - 1 item(s)
15 16 17 18 19 20 2 [2/3/2009 [Katie [ Directions [Steps
2 23 M4 25 X% X7 B
Today: 37202008

Figure 257 - Student: Journal Grid

| _File. MNew Tols Database Help )
MainMenu | Student | Teacher | Maintenance | Reports |

Goals | Journal | Lesson Plans | LP Schedules | ieekly Planner |

AVEE [ Ad ][ e

Caegr otcary |

Entry Date |Attachments | Category | Title
) Al Dates @ Selected Dates =l Category : General - 2 item(s)
[3/3/2007 [ eneral

March 2007 |3!19!200? | General Field Trip Ideas
S M TWTF S =l Category : Curriculum Plan - 3 item(s)

TEFES 3/19/2007 Curriculum Plan Language Arts
SRR e TECE 10 3/20/2007 Curriculum Plan Science
i [ I e i i 3/20/2007 Curriculum Plan Math

1819 20 21 2 B3 4
25 2% 27 28 29 30 31

Today: 81122011

Figure 258 = Teacher: Journal Grid Panel
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Collapse/Expand Icons

AY
Use the blue up/down arrow icons to collapse or expand all the groupings on this grid. You can Figure 259 -
collapse/expand individual groupings by clicking the -/+ buttons on the grouping headers. Collapse/Expand
Homeschool Tracker Plus will not retain your settings when you leave this screen. Icons
Choose Columns and Reset Icons
_ .
1. Click the Choose Columns icon.
2. Check the columns to include; uncheck the columns to exclude. Column selections will not be _
visible for features which you have elected to disable in Tools: Options: Assignments. F'%%rsozseeo :
3. Click Save to retain your selections; click Cancel to exit without changing your column view. Columns
4. Things to remember: Icon
e You can change your selections at any time.
e Excluding a column from view does not remove the data stored in that field. Er"lﬂ
e You can reset columns, column widths and column order to their original settings by click Figure 261 -
the RESET icon in the Assignment Grid header. Reset Columns
Icon

The Drop-Down Lists

e Student: Only appears on the Student Journal. Select the student whose records you want to review,
or select All Students.
e Category: Choose one or all Categories to display.

Calendar

e Choose All Dates, click on a single date, or click and drag over a range of dates

Anatomy of a Journal Entry

Entry Dt March 22,2009 [+
Student: Katie M |f::;’]
Category: Cumiculum Plani - Ir‘--§‘|

Title:
AMttachments: View/Edit Mtachments

B Bold J talic U Undedine A Color Y Fort

Figure 262 - Student: Journal Entry Window
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II Entry Date: March 22, 2009 (kg
Teacher
Category: Curiculum Plan - "'/
Title:

Attachments: View/Edt Attachments

B Bold J talic U Undedine A Color <4 Font

Figure 263 - Teacher: Journal Entry Window

Entry Date - Required - The date on which the entry was created.

Student/Teacher - Required - For a Student Journal entry, select the name of the student to attribute to
the item. In the Teacher journal, the word Teacher will appear.

Category - Required - A category is a user-defined label for the type of entry. These can be anything you
like. A default category is pre-loaded. You can edit or delete this item after creating at least one other
category. Journal Categories are managed in the Maintenance: Other area of the program.

Title - Required - Use this field to further specify the journal entry.

Attachments - Optional — You may attach a reference to a document, image or website to any Journal
entry. When an attachment exists, an asterisk will appear in the field in grid view. See the Attachments
section for detailed information. (See Attachments)

Creating a Journal Category
There are two ways to create a new category.

Creating a New Category in the Maintenance: Other: Journal Categories Grid

L Cickon e Mantenarce ab EEmTES

Click the Other tab

3. Choose Journal Categories from the drop Joumal Category:
down list.

4. Click the ADD button

5. Type in the name of your new category and

click SAVE

N

Figure 264 - Add Journal Category Window

Creating a New Category in the Journal Entry window

In the Journal Add/Edit window, click the pencil icon next to the Category drop down field.
Click Add New...

Type in the name of your new category and click SAVE

The new category will appear in the drop down field.

PoObdE
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Adding a Journal Entry

e Click on the Student or Teacher tab, then on the Journal tab

e Click the Add button at the top of the Journal grid

e See The Anatomy of a Journal Entry, above, for a description of each field.

e You can type into the general text field as much information as you like. The text box allows for rich-
text formatting which means you can use bold, underline and italics, choose other fonts and even
other font colors.

e To change your text, highlight it with the cursor, then click the icon for the changes you want. Your
changes will be displayed in the text box and in the Journal report.

e The Journal text box also has Spell Check capabilities. You can read more about this in the Other
Features: Spell Check section of this User Manual.

Editing a Journal Entry
You may edit any part of any Journal entry. The date and topic field can be edited directly in the grid.

Editing a Student Journal Entry

Click on the Student tab, then on the Journal tab.

Choose a Student or All Students from the drop down list.

Choose a Category or All Categories from the drop down list.

Choose All Dates; click on a single date; or click and drag over a range of dates.
Double-click on the item you wish to edit or right-click over the item and choose Edit...
Make any changes you would like.

Click ‘Save & Close’ to keep your changes; click Cancel to exit without saving.

Noo,rwDdE

Editing a Teacher Journal Entry

Click on the Teacher tab, then on the Journal tab.

Choose a Category or All Categories from the drop down list.

Choose All Dates; click on a single date; or click and drag over a range of dates.
Double-click on the item you wish to edit or right-click over the item and choose Edit...
Make any changes you would like.

Click ‘Save & Close’ to keep your changes; click Cancel to exit without saving.

ok wdE

Previous/Next Icons

If you've elected to open the Edit window to make changes to an assignment you can move to the next or
previous item displayed in the grid using the Previous and Next icons in the top right of the window. Edit
the assignment. Click SAVE to commit your changes. Then click the Previous or Next icon to move to the
next item.
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| Entry Date: 15,2007 [E~

Teacher
Category: Cumiculum Plan - |E|
Title: Language Arts
Attachmerts: View/Edit Attachmerts
B Bold J talic U Undedine A Color 24 Fort

Figure 265 - Journal Prev/Next Icons
Deleting a Journal Entry

1. Click on the Teacher tab, then the Journal tab or click on the Student tab and then the Journal tab.

Use the Category drop down and date selectors to narrow the displayed items

3. Right-click over an entry or use shift-click or ctrl-click to highlight multiple entries to be removed and
right-click over the selection.

4. Choose Delete... or press the Delete key on your keyboard.

5. Click OK to confirm deletion; click Cancel to exit without deleting. Deleted Items cannot be retrieved.

N

Printing Journal Entries

You can print out any Journal entries by date or by category. (See Reports)

The Journal Right-Click Menu

¢ Right-click over a single item or use shift-click or ctrl-click to select multiple Add New
items. :
e Add New allows you to add a new item to the grid. 2L
e Edit: For single item selection only, this will open the Add/Edit window for the Delete
selected item. Figure 266 - Journal
¢ Delete allows you to permanently remove the selected item(s) from the Right-Click Menu

database. You will have an opportunity to confirm your selection before
deletion occurs. Deleted items cannot be retrieved.

The Import/Export Tool

Supplemental video available on this topic

Homeschool Tracker Plus provides an Import/Export tool to help you share certain aspects of your
database with other Homeschool Tracker Plus users. You can choose to import or export Lesson Plans,
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Library Items, Goals and Holidays. Exported files have a file extension of .LPX and the default save
location is to your desktop, although you can choose a different location if you wish.

When importing or exporting Lesson Plans you must not share copyrighted materials. Please honor the
licensing rights of others.

Importing a Lesson Plan

1. Click on Tools in the menu bar and then click on Import/Export

What would you like to do?

@ Import a file that someone has shared with you
() Export a file to share with someone

Choose File Type

[ Continue ][

Figure 267 - Import/Export Tool

2. Click Continue
3. Choose the file you wish to import by double-clicking on the .LPX file or by clicking once on the file
name and then on the Open button.

- @@
It= Date modif...
i [ Katie-PC
RecentPlaces || public
M Computer
£* Network
BT ComposersMusic.lpx

Figure 268 - Choose File to Import




4. The Import/Export Preview window will appear. Here you have a chance to review what you're about
to import before committing changes to your database.
e Use the Check All/lUncheck All buttons to quickly select or deselect all items
e Click on an individual item to include it. Use shift-click to select multiple items at once
e You can use the grouping and sorting capabilities of the preview grid to arrange the way in which

items are displayed.

e When you've selected the items you want to import, click OK

5. Homeschool Tracker Plus will close and the Import Lesson Plan window will open. Once you
choose a name for the imported plan, or choose an existing plan to import the new information into,
you can click on each of the other tabs in turn or click the Next button to move through the tabs. If you
prefer, you can skip to the Import tab and finish the process immediately.

1
erermes . aaEEee

Plan: [ Composers/Music »| [ checkAl |[uncheckAl |[ oKk || Cancal |
I
Drag a column header here to group by that column, =

L ‘Barogue:..  Music History Reading “Gift of Music
v 1 1 The Key... Music Theory Practice Master Theory..
v 2 [i] Barogue:... Music History Reading Gift of Music
v 2 1 The Key... Music Theory Practice Master Theory..
[v 3 1 The Key... Music Theory Practice Master Theory..
v 4 1 The Key... Music Theory Practice Master Theory..
[v 5 0 Sharp Keys Music Theory Practice Master Theory..
v 6 0 Music Theory Review Master Theory..
v 7 1] Sixteenth Notes : Music Theory Practice Master Theory..
v 8 0 Music History Review Master Theory..
v 8 0 Music Theory Practice Master Theory. B
v 9 0 Sixteenth Rests | Music History Practice Master Theory..
r 10 0 Music Theory Review Master Theory..
v 11 0 Dotted Eighth... | Music Theory Practice Master Theory..
[v 12 0 Alla Breve Music Theory Practice Master Theory..
v 13 ] Music Theory Review Master Theory..
v 14 0 Intervals Music Theory Practice Master Theory..
v 15 0 Whole and... Music Theory Practice Master Theory..
v 16 0 Music Theory Review Master Theory..
v 17 0 Tetrachords Music Theory Practice Master Theory.. ~

3

-

Figure 269 - Choose Items to Import

5. Plan Name tab: In the first screen, create a name for your new Lesson Plan. This will default to the
name of the selected LPX file.
e You can accept this name as is (the default selection)
e You can make changes to the name displayed
e You can select an existing Lesson Plan Name from your database in the drop-down box. If you
choose an existing Lesson Plan which already has items in it, the new plan items being imported
will be added to the existing items in that lesson plan.
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@ Create a New Lesson Plan with the following name:
Composers/Music

() Import items into existing Lesson Plan:
(AOP Lfepac v |

Figure 270 - Import Lesson Plan - Plan Name Tab

Subjects/Courses tab: You need to select the Subjects to be assigned to items in this Lesson Plan.
Courses will be created under the Subject that you choose.

[Music I‘“l

[Import Mew tem]
Art

Bible

Christian Studies
Earth Science
English

Foreign Language
Geography

Health and Safety
Histony
History/Social Studies - 1
Language Arts
Languages

Latin

Life: Skills

Logo

Math

Phys. BEd

Science

Science of the Earth
Speling

| Preview || Nex || Cancel |

Figure 271 - Import Lesson Plan - Subjects/Courses Tab

e This page will list each subject included in the Lesson Plan you're importing, and each Course
within each Subject

e The Import tool will look for an exact match between Subjects in the Lesson Plan and your
Subjects list.

¢ If an exact match is found, Homeschool Tracker Plus will suggest using it.




10.

11.

12.

e |If there is no match found, you will get a choice to [Import New Item].

e Whether there is a match or not, you may select any Subject name from the drop down list.

e Make a selection for each Subject displayed.

e Courses that exist in the Lesson Plan will be created under the Subjects you designate. If you
already have a Course with the exact same name, the new Course for the imported Lesson Plan
will be added to your Course list with a number tag. For instance, if you already have a Course
called Algebra, the Algebra Course from your imported Lesson Plan will be added to the list and
given the name Algebra — 0. You can use the Reclassify feature to merge the new and existing
Courses into one if you wish. (See The Reclassify Feature)

e Courses will have no weighting; they will be assigned to the Default Grading Scale; and be
attached to all students. You can edit the Courses as needed in the Maintenance:
Subjects/Courses list.

Activities tab: You need to select the Activities to be assigned to the items in this Lesson Plan.

e The Import tool will look for an exact match between Activities in the Lesson Plan and your
Activities list.

e |f an exact match is found, Homeschool Tracker Plus will suggest using it.

e |If there is no match found, you will get a choice to [Import New Item].

e Whether there is a match or not, you may select any Activity from the drop down list.

e Make a selection for each Activity displayed.

Library Items tab: You need to select the Library Items to be assigned to the items in this Lesson

Plan.

e The Import tool will look for an exact match between Library items in the Lesson Plan and your
Maintenance: Library list. Only the Title field is compared.

e If an exact match is found, Homeschool Tracker Plus will suggest using it.

e If there is no match found, you will get a choice to [Import New Item]. All of the information
entered for the selected Library Item by the person who created the Lesson Plan will be imported
as well.

e Whether there is a match or not, you may select any Resource from the drop down list.

e Make a selection for each Library Item displayed.

Resource Types tab: You need to select the Resource Types to be assigned to the Resources in

this Lesson Plan.

e The Import tool will look for an exact match between Resource Types in the Lesson Plan and
your Resource Types list.

e If an exact match is found, Homeschool Tracker Plus will suggest using it.

e If there is no match found, you will get a choice to [Import New Item].

e Whether there is a match or not, you may select any Resource Type from the drop down list.

e Make a selection for each Resource Type displayed.

Import tab: This is where you will commit to the import of this Lesson Plan.

e Destination Database File: If you have more than one Homeschool Tracker Plus Database, this
display will show you which database file will be getting the Imported Lesson Plan. Homeschool
Tracker Plus will always select the most recently opened database.

e If the displayed database file is not the one where you want to put the imported Lesson Plan,
cancel the process now. Then reopen Tracker and point to the database you want to import into.

Click the Finish Button at the bottom of the window to Import the plan; click Cancel to exit without

importing.
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e If you had created a duplicate Lesson Plan name (rather than selecting the name from the drop
down list) Homeschool Tracker Plus will inform you of the error and you'll be returned to the
Plan Name tab to make a different selection.

13. Click the Done button.
14. Homeschool Tracker Plus will restart and all your new information properly in place.

Importing Goals, Library Items or Holidays

1.
2.
3.

~N

Click on Tools in the menu bar and then click on Import/Export

Click Continue r_".'!.' Homeschool Trackerlmwm ‘ @@Iﬁ

Choose the file you wish to import by double-clicking on

the .LPX file or by clicking once on the file name and What would you like to do?

then on the Open button.

The Import/Export Preview window will appear. Here

you have a chance to review what you're about to

import before committing changes to your database.

e Use the Check All/lUncheck All buttons to quickly
select or deselect all items

e Click on an individual item to include it. Use shift-
click to select multiple items at once

e You can use the grouping and sorting capabilities of
the preview grid to arrange the way in which items
are displayed.

e When you've selected the items you want to import,
click OK Figure 272 - Importing Goals, Library Items or

Homeschool Tracker Plus will close while the import Holidays

process is completed.

The import confirmation window will appear.

Click OK

You can click Continue on the Import/Export window to import another file or click Cancel to close the

window and return to the program.

@ Import a file that someone has shared with you

| Export a file to share with someone

Choose File Type

[ continue || close |

Exporting Lesson Plans, Goals, Library Items or Holidays

1.

w

Click on Tools in the menu bar and then click on B e I" @@!ﬁ
Import/Export -

Click the radio button to “Export a file to share with What would you like to do?
someone”. This will enable the lower portion of the
Import/Export window.

Choose the type of file you wish to export.

In the Preview window, choose the exact items you want

Import a file that someone has shared with you
@ Export a file to share with someone

Choose File Type

to export
e For Lesson Plan export, you will first need to select 9 Lesson Plan
the Lesson Plan you want to work with from the drop Goals
down list. Library Items
e For Holiday export, choose the date range you want Holidays

to work with. The default dates will be the start/end
dates of your Active School Year. Only the holidays

[ Continue ]I Close

Figure 273 - Exporting files
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that fall in the selected date range will be exported. The export process does not include days
marked as Vacation or Other.

e You can group and sort the information in the Preview window to meet your needs

e When you have selected the items you want, click the OK button

Choose a name for your export file.

e When exporting a Lesson Plan file, the name of the lesson plan will appear as the default file
name. You can change it to anything you like.

e When exporting Goals; Library items; or Holidays; Tracker will supply a dummy file name. You
can change it to anything you like.

Choose a location for your export file. The default location is your computer desktop, for easy access.

Click “Begin Export” to create the export file

Click OK on the Export Complete message

You can then import or export another file, or click Close on the Import/Export menu window.

Reports

The Reports in Homeschool Tracker Plus allow you to create a record of the work you have
accomplished during the year. Most reports have customizing options. It is a good idea to become familiar
with these options, and even preview the report with different options selected.

Disabling features of the program in Tools: Options (F3) will disable the reports associated with those
features as well.

: AR [P=pe==
[ 4 Homeschool Tracker Plus (2008
[ P JE— =

|| File New Tools Database Help
Main Menu ] Student [ Teach [ T |

Assignments Forms Other
) Agenda () Field Trip Attendance
Assignment Calendar ") Reading Log () Bomowed lems Due
) Assignments i . ") Goals Progress
© Dedy Task List Maintenance Lists N
) Feld Trips z‘:"* LTS
_—_— : Grading Scale ' ~copa and Sequence
Reading Log . ) Student Activities/Achievements
) Flosources by Sudent e Studert Standardized Tests
_) Library tems -
Grades ") Resources ) Supplies
") Detail Progress ) Subjects 0 et aewit/Semmions

~) Monthly Progress
") Overview

") Report Card

*) Transcript - Columns

Planning
Lesson Plan
> LP Schedule
) Weekly Planner

") Transcript - Full Page

Figure 274 - Reports List
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Each Report is grouped into one of the categories: Assignments; Forms; Grades; Maintenance Lists;
Planning and Other. The reports below are outlined in alphabetical order to make it easier to find what
you're looking for.

Preview Pane options

When you select a report, you will be taken to the Preview screen. Here, you will set some of the
universal options for your reports. You can change these options at any time. Homeschool Tracker Plus
will remember your selections until you change them. You must have a printer selected to utilize the
Preview pane.

The Preview Toolbar

Customi Printer: | hp LaserJet 1300 PCL & ~v| Page Setup  Other Options Close

Range: |Today »| Fom: 3/17/2009 @+ To: 3172008 @~

Click here to load report previ

Figure 275 - Report Preview Toolbar

Customize - This button will bring up the Options window for the selected report.

Printer - You may select the printer you'd like to use. The default selection will be your Windows Default
printer. Homeschool Tracker Plus will remember your selection. You must have a printer driver installed
in order to preview or print reports. You can use a PDF printer driver if you like.

Page Setup - Most of the Homeschool Tracker Plus reports are
designed to print within 1-inch margins. However, you may choose to
change the margin dimensions if you like. You can also use the Page
Setup menu to change form Portrait to Landscape orientation.

Page Setup

When you preview a report, a red line running vertically through the
copy indicates that your margins will not allow all the data to fit on one
page. Click the Page Setup link to change your margins until you find a
setting that fits.

Other Options

e Choose whether or not you want to use gray shading in the report.
This option is applied to all reports.

e Choose which, if any, of the footer details you'd like to include in
your reports. The footer appears on each page of a report.

Figure 276 - Page Setup Window
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Otrerpageoptonrs . W e ¢ You can select the fonts you wish to display in

your reports. Your selection will be displayed in the
sample text. Some fonts and point sizes will work
B, Che iy Shakg better than others of course. Choose the ones that
Footer best suit your needs.
7] School Name e Click OK to keep your settings.

7| Date/Time
V| Page Number

General

Fonts

T Sample Title Text
Body Sample Body Text

Sample Footer Text

Sample Motto/Verse Text

Figure 277 - Other Options Window

Date Range Selector

Most reports allow you to set your own date parameters. You can do this by selecting a pre-defined date
range from the Date drop down list, or by entering your own From/To dates in the fields provided.

Range: [ This Week [ Fom: 3152009 @+ To: 3212009 (@

Custom Dates Ky
School Year

Year To Date

Yesterday

Today

Tomomow

Last Week

Next Week

T1 2008-2009

T2 2008-2009

Figure 278 - Report Date Range Selector

e Custom Dates — choose this option to enter your own From/To dates for the report. If you choose
Custom from the drop down list, your manually entered dates will be preserved until you close the
program or change the dates.

e School Year — uses the Start and End dates of the Active School year for the “From/To” values.

e Year to Date — uses the Start date of the Active School year for the “From” value, and your
computer’s system date for the “To” value.

e Yesterday — a single date range, using the value of your computer’s system date minus one.

e Today — a single date range, using the value of your computer’s system date.

e Tomorrow — a single date range, using the value of your computer’s system date plus one.

e Last Week — will follow your computer’s system preferences of Sunday to Saturday (US standard) or
Monday to Sunday.

e This Week — will follow your computer’s system preferences of Sunday to Saturday (US standard) or
Monday to Sunday.
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o Next Week — will follow your computer’s system preferences of Sunday to Saturday (US standard) or
Monday to Sunday

e Your terms - There will be one entry per Term you have created for the Active School year, in order
by Term start date.

Click here to load report preview - once you've set your options, click this link to preview your report. If
it's not what you want, click the Customize button and change your options, then click this link again to
preview the new report

|  Customize Printer: [hp LaserJet 1300 PCL 6 v_‘l Page Setup  Other Options Close

Range: | This Week v| Fom:  3/15/2009 @~ To: 372172009 (@~

Click here to load report preview <f———

Figure 279 - Click to load report preview
Secondary Toolbars

Due to the complexity of the reports available in Homeschool Tracker Plus two different report engines
are in use. Each of these offers a different tool bar for working with the report in preview mode.

Secondary Print Preview Toolbar A

This toolbar is in use for the following reports:

Borrowed Items Due Lesson Plan Resources

Daily Task List Lesson Pan Names Resources by Student

Detail Progress Library Items Scope & Sequence

Field Trips Memorization Student Activities/Achievements

Field Trip Form Overview Students Standardized Tests

Goals Reading Log Subjects

Goals Progress Reading Log Form Supplies

Grading Scale Reading Log Time Spent  Time Spent/Sessions

Journal

L'_ﬁj | = Print.. |§% | En |E £ | ,:.q. {,‘-ﬁ - |'-E_| @ 1/26 | B Backward F%'ﬁ:r'.-'sr: |f;}‘

Figure 280 - Secondary Print Preview Toolbar A

e The first icon toggles the thumbnail view on and off. In a multi-page report, the Thumbnail view makes
it easy to move quickly through the pages by scrolling down and clicking on a different page.

e The second icon is the Print icon. Click this button to print the report you are previewing. The print
menu will give the chance to change the selected printer, choose which pages to print and set the
number of copies.

e The binoculars represent the “Find” tool. You can use this to search a report for specific text.

e The next three icons let you choose the way to view the pages of the report. The first is for single
page view. This is the default selection. The middle is for multi-page view. The last allows a
continuous scroll through the pages. When this is “off” you must use the green up/down arrows to
move from page to page of the report.
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¢ Next come the zoom controls. The default is 100%.

e The green arrows and backward/forward icons can be used to move through the pages of the report.
The display shows which page you're currently viewing and the total number of pages in the report.

e Finally, this set of reports can be annotated. You can click and drag a shape onto a page of the
report. Then right-click on the object and choose Properties to add text, change color, etc.

Secondary Print Preview Toolbar B

Secondary Toolbar B is available for the following reports:

Agenda Courses Transcript — Columns
Assignment Calendar LP Schedule Transcript — Full Page
Assignments Monthly Progress Weekly Planner
Attendance Report Card

[ | o= Print... | 100 % - B 112

Figure 281 - Secondary Print Preview Toolbar B

e The first icon toggles the thumbnail view on and off. In a multi-page report, the Thumbnail view makes
it easy to move quickly through the pages by scrolling down and clicking on a different page.

e The second icon is the Print icon. Click this button to print the report you are previewing. The print
menu will give the chance to change the selected printer and set the number of copies.

¢ Next come the zoom controls. The default is 100%.

e The green arrows can be used to move through the pages of the report. The display shows which
page you're currently viewing and the total number of pages in the report.

Generating a Report

You may create any report at any time you like. Click on the Reports tab. Click on the report you wish to
create. This will open the Options window for that report. Once you have set the options, click OK. . Click
the Preview link and the report will be displayed.

If there is no information in your database that matches the report parameters you have set, you'll see
this message: “There is nothing to report based on your selections.” Choose different report options and
try again.

[ Homeschool Tracker ) ‘_ E@

-OI There is nothing to report based on your selections

Figure 282 - Nothing to Report Message
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Choosing a Report

Click on any report name to select it from the list. Homeschool Tracker Plus will remember the last
report selected.

Setting Options
See the specific reports below for an explanation of the options available.

Student, Subjects, Course, Activity and Resource Options

1. Many of the reports allow you to choose specific Students, Subjects, Courses, Activities and/or
Resources.

2. Click any of the hyperlinks to make your selections. The default setting for each is All. These settings
are retained through the program wherever these options exist.

3. The Subject/Course/Activity/Resource options are inclusive. So if you choose a Subject of Math and a
Course of The War in Europe, you're likely not to get any results as your Math subject probably
doesn’t have a History course assigned to it.

4. These filters are the first thing you should check if your results are not as expected. You may have
forgotten to reset them between reports.

Previewing a Report

1. After selecting your report options, click OK.

This will bring up the Preview toolbar

3. Use these tools to make any changes you like to margins; page orientation; fonts; choose a date
range; etc.

4. Click the hyperlink to load a preview of your report.

e You must have at least one printer definition installed in order to preview a report

e If you do not have an actual printer, you can use a PDF printer driver (see below).

e The Preview window will use the parameters of your Windows Default printer to generate the
report preview. If you're having difficulty previewing a report, make sure that your Windows
default printer and the printer selected in the Reports tab area are the same.

5. After previewing your report, if you need to make changes to your options, click the Customize button.
6. To create the report, click the Print icon.

N

PDF Printers & E-Mailing Reports

You can convert any report in Homeschool Tracker Plus to an electronic file format that you can email
or save to print elsewhere. To do this, you must have a PDF printer driver installed on your computer. The
PDF file can be saved like any other file for reuse as needed.

How do I install a PDF Printer Driver?

You may already have a PDF printer installed on your computer. To check — open Homeschool Tracker

Plus, go to the Reports tab and check the Printer drop down list. If you don’t have a PDF printer installed,
there are a number of free drivers available on the internet, such as: www.pdf995.com, www.cutepdf.com,
www.primopdf.com .

1. Click on a link above or type the URL into your web browser address bar.
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http://www.pdf995.com/
http://www.cutepdf.com/
http://www.primopdf.com/

2. Find the Download Now link or button and complete the download.
3. When the download window appears, click OPEN or RUN (hot Save).
4. The PDF Printer will automatically be added to your list of available printers.

How Do I Create a PDF file of a Report?

Click on the Reports tab.

Click on a report name. This will open the Options window for that report.

Set your Options as needed and click Ok.

Set your Report Dates as needed.

In the Printer drop down, select your PDF printer

Click the hyperlink to preview the report.

Click Print to create the PDF file.

You'll be asked to name the file and choose a location to save it to. We recommend saving to your

Desktop so you can find it easily — but it's entirely up to you.

9. You can view the document by double-clicking on the desktop icon.

10. To Print the report, open the PDF file, and then click the printer icon or click File | Print to print out to
your regular printer.

11. To email the file, attach it to an email.

12. You can also save the file to a CD, flash drive, external drive or any other media that you like.

©No gk wNPE

Agenda

(Assignments)

The Agenda report allows you to print what you see under the Agenda tab. The Agenda is not intended
for printing — it is a visual tool. However, if you wish, you can print your student’s information in this
format. Onscreen you have a scrollable window; in printed form you’re limited to the confines of an 8% x
11 sheet of paper.

Agenda Report Options
Filter:

e Choose a student. Due to the complexity of the report, you can only print an Agenda report for one
student at a time. Homeschool Tracker Plus will remember your selection from one session to the
next.

e Choose Agenda items. Click the link to choose which items to include in the report: Assignments;
Field Trips; Memorization Items; Reading Log Items; Appointments; Attendance; Chores;
Holiday/Vacation/Other days; Term start/end dates. Homeschool Tracker Plus will remember your
selections from the Agenda tab. If you have disabled features/fields, those options will not be
available here.

e Use the Student, Subjects, Courses, Activities and/or Resources filters to limit what is displayed in the
report.

Time Frame: - Choose the earliest and latest time you wish to display. The time range you select will
affect how well the items are displayed on the printed page as items will be compressed to fit a larger
time span on the printed page. Choose any range you like between 12:00 am and 11:00 pm. Your
selections will be maintained on exit.
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haerssreperorion ==
Print Style
() Daily - 1 page per day
© Weekly - 1page
@ Weeldy - 1 page (altemate)
) Weekly - 2 pages
) Weekly - 2 pages (altemate)

Details fiist view)

Time Frame Print Color

caes T o e
Latest Time:  |4:00PM v 2 Seaveces

Black and White

Assignment Fields to Include
[¥] Course [¥] Page/Lesson/Chapter
[¥] Activity

Figure 283 - Agenda Report Options

Assignment Fields to Include: - If you wish, you can choose to hide the Subject, Course, Activity,
Resource and/or Page/Lesson/ Chapter information for the assignments displayed.

Print Style:

There are four options to choose form. Again, the Agenda is intended for on-screen viewing, not for
printing. You may want to try different print styles and different fields to include to see what will work
best for you.

If your entries do not start or end on the hour divisions of the report, the actual start and end times will
be displayed, taking up room for other details such as subject, page/lesson/chapter, etc. The hour
divisions will be determined by the number of hours you choose to display per page — either in 15
minute; 30 minute or 1 hour increments.

Daily — 1 page per day - One page will be created for each date in your selected date range

Weekly — 1 page - All seven days of the week will be displayed. Report shows days in column format
Weekly — 1 page (alternate) - This view provides a different weekly view with large boxes for
Monday through Friday and a shared box for Saturday/Sunday. Each entry will show on just one line.
You may find this helpful as a weekly chore and/or appointment chart.

Weekly — 2 pages - Splits the Weekly 1 page view across 2 pages, Sunday, Monday and Tuesday
will appear on page 1; Wednesday through Saturday will appear on page 2. Days appear in columnar
format
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o Weekly — 2 pages (alternate) - Uses the larger blocks of the Weekly 1 page alternate view across 2
pages. Each block is one full page-width. Weeks always begin on Monday. Monday to Wednesday
will appear on page 1; Thursday through Sunday will appear on page 2

e Details - A “plain vanilla” listing of the Agenda report. We believe that the Daily Task List will give you
more pleasing results than this option.

Print Color: - Choose how you'd like the report to appear. The “Black and White” option uses the least
amount of toner. If you're using a color printer, the Color option will display the colors that you see in the
report Preview window.

Please Note: The fonts you have selected will have no effect upon the Agenda report. Because of the
nature of the report, it utilizes pre-defined fonts.

Assignment Calendar

(Assignments)

The Assignment Calendar prints in a grid format with Subjects and Courses listed down the left side and
days of the week across the top. You may create the report for any date range you choose. Each page of
the report will display one full week. If a subject/course has an assignment for at least one day of the
selected date range, that subject/course will appear in the left-hand column.

You can control the order of items in the following manner:

e Subjects are listed alphabetically in the left column. When Courses are in use, they will be paired with
their subject alphabetically. So you'll see English: Grammar, then English: Literature; then Math:
Algebra, for example.

o If you have set a different order of Subjects in the Maintenance: Subjects/Courses list, that order of
Subjects will be used instead.

e The order of items within a Subject/Course are determined by: Start/End times of the assignments,
Order field, Alphabetical by Activity

o |If Start/End times are not in use, or they are the same, then the Order field will determine which item
comes first.

¢ Inthe absence of any value in the Order field of the assignment, or if two assignments have the same
Order, then the items will be listed alphabetically by Activity.

Assignment Calendar Options

Page Options: - Enter a title for your report. The default title is “Assignment Calendar”. You can leave
this field blank if you prefer no title on the report.

ltems to Include:

e Check one or both boxes

e Incomplete Items: These are assignments with a Date Due that fall within the From/To dates you
enter for the Report Dates and which are not yet marked as completed.

e Complete Items: These assignments have been marked as Complete. Items will appear on the date
they were originally due even if the Date Complete is different.
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Fields to Include: - You may choose to include (check) or exclude (un-check) any of the columns listed.
If you have disabled features/fields, those options will not be available here.

| Assig_nment Calendar Report Options M

Page Options Column Layout

Title:  Assignment Calendar © All Days

@ School Days Only

lf.en_w to Include Flter

M Scmin Adiksents Students Al Studerts

[¥] Complete Assignments Subiects Al Subjects
Fields to Include Courses All Courses

] Activty Adtiviies Al Activiies

[7] Directions Resources  All Resources

[¥] Resource

(V] Page/Lesson/Chapter

(7] Time Start

{71 Topic

Figure 284 - Assignment Calendar Report Options

Column Layout:

e All Days - There will be seven columns, one for each day of the week Sunday through Saturday or
Monday through Sunday

e School Days Only - Only columns for those days you have indicated as School Days in
Maintenance: School Info will be displayed.

e Assignments will only appear based on the date range you select.

Filter: - Select the Students, Subjects, Courses, Activities and/or Resources to include in this report.
Assignments
(Assignments)

The Assignment report is a means of getting a list of things to do in front of your student. The Assignment
Report of completed items is appropriate for inclusion in a portfolio.

Assignment Report Options

Page Options: - Enter a title for your report. The default title is “Assignments”. You can leave this field
blank if you prefer no title on the report.

Report Style:

e Assignments — This is the original Homeschool Tracker assignment report format. It provides a list of
items for your student to accomplish for the selected date range.
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e Combined — This is the same as the Teacher’s Planner report in Homeschool Tracker Basic. It
groups identical assignments together where one or more students have the same work assigned.
See below for more information.

Assignment Report Options e > e
| Page Options Grouping
Title:  Assignments () Date Given ) Date Completed
[¥] Show Grd Lines © Date Due ) Subject
Sorting
S @ Time, Order, Subject
@ Assignment:
| e *) Time. Subject, Order
Assignmerts to Include E e Heeic
s to
@ Student
[¥] Incomplete ltems within date range o ol Gooiing
[ Incomplete kems priorto dates (past due;
i W - : Cther Options
|| Incomplete Long-Tem ftems
[¥] Complete fems
Filter
Students  All Students
Columns to Include Subiects All Subjects
[¥] Time Spent/Sessions (V] Points Courses All Courses
@ Time Spent [¥] Start/End Times Activities  All Activities
") Sessions Resources  All Resources
Fields to Include |
[T] Subject [V Resource [¥] Attachments ‘
[] Course [V¥] Page/Lesson/Chapter [¥] Directions
[¥] Activity [¥] Topic | — 1 ]

Figure 285 - Assignment Report Options

Assignments to Include:

e Choose one or more options

e Incomplete Items within date range: Assignments that fall within the From/To dates you enter for
the Report Dates and which are not yet marked as completed.

e Incomplete Items prior to dates (past due): Assignments which are incomplete and have a Date
Due prior to the start of your selected date range.

e Incomplete Long-Term Items: Assignments with two or more days for the student to complete the
work - the Date Given is different from Date Due. This option is disabled if Date Given is disabled in
Tools: Options: Assignments.

e Complete Items: Assignments have been marked as Complete. For a completed item to be included
in the report, the Date Given, Date Due or Date Completed must fall within the date range selected
for the chosen Grouping category. (see Grouping, below)
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Columns to Include:

e You may choose to include (check) or exclude (un-check) any of the columns listed. If you have
disabled any of these fields in Tools: Options: Assignments those options will not be available here.

e If you have enabled the Start/End Times option you can choose to suppress this information in the
report. However, the times associated with your assignments will still be used to determine the sort
order of assignments on any date in the report.

Fields to Include: - You may choose to include (check) or exclude (un-check) any of the fields listed. If
you have disabled any of these fields in Tools: Options: Assignments those options will not be available
here.

Grouping:

e Date Given: This option is disabled if Date Given is disabled in Tools: Options: Assignments.

e Date Due: This is the default grouping selection.

e Date Completed: With this grouping selected, only assignments which have been marked as
completed in the assignment grid will appear on the report. Any selections you have made in
“Assignments to Include” will be ignored.

e Subject: The order of Subjects will follow the Maintenance: Subject list order.

Sorting:

e Time, Order, Subject:
o If you're using Start/End times, they will determine the primary order of your items.
o If you are not using Start/End times or if there are two items with identical start times then the
value in the Order field will determine the priority of items listed.
o If the Start time and Order are non-existent or the same, then the Subject list order in
Maintenance: Subjects/Courses will set the priority.
e Time, Subject, Order:
o If you're using Start/End times, they will determine the primary order of your items.
o If you are not using Start/End times, or if there are two items with identical start times then the
Subiject list order in Maintenance: Subjects/Courses will set the order.
o If the Start time and Subject are the same, then the priority value of the Order field will determine
the priority of items listed.

Page Break:

e Student: The report will start a new page when changing to a new student

e Student and Grouping: If you choose this option, the report will start a new page for every student
and for whichever grouping you chose above: Date Given, Date Due, Date Completed or Subject. So
if you run a report for an entire week, you'll have at least five pages in your report.

Filter: - Use the Student, Subjects, Courses, Activities and/or Resources filters to limit what is displayed
in the report.
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The Combined format of the Assignments report

The Combined Assignment List report is designed for use by the teacher to keep track of students’ work
for a selected day or range of days. It is different from the Assignment Report in that it groups identical
Assignments together where one or more students have the same work assigned.

There are a few report options that are only available when you've selected to create the ‘Combined’ style
of the Assignments report.

Assignments to Include: - Only Incomplete Iltems with Notes — When you choose this option, the
other options in this section are disabled. Only Assignments which have Notes attached will be included
in the report.

Fields to include: - Notes — The Combined format is the only report that will show you any Notes you've
added to your assignments. So, in this format, you can choose whether or not you want those Notes
printed on the report or not.

Page Break:

e None - The report will continue page to page until it runs out of data to report.
e Grouping - The report will start a new page based on your selection in the grouping area, above.

Other Options: - When you select the Combined report style, you can elect to hide the Student names
showing which students are assigned to which tasks.

Assignments to Include
|¥| Incomplete tems within date range
[7] Incomplete tems prior to dates (past due)
[ Incomplete Long-Tem kems

[¥] Complete kems
[”] Only Incomplete kems with Notes

Columns to Include
[¥] Time Spent/Sessions V| Points
@ Time Spent [¥] Start/End Times

Figure 286 - Combined Assignment Report Options

242

——
| —



Attendance

(Other)

The Attendance report documents days and hours spent schooling. There are three layouts available
which are outline below.

You can print an Attendance report for any date range and choose to include or exclude Time Spent;
Sessions or Total Hours you are tracking in the attendance calendar. Holiday/ Vacation/Other days do not
appear on the report.

Attendance Report Options

Page Options: - Enter a title for your report. The default title is “Attendance”. You can leave this field
blank if you prefer no title on the report.

Show Hours/Sessions:

e If you are not tracking any time in the Attendance Calendar, there is no option here.

e If you are tracking Total Hours; Time Spent or Sessions in the Attendance Calendar, you can choose
whether or not to display that information on the Grid by Month or List styles.

e The Grid by Student style does not have the option to show hours information.

Page Options Text to Include

Title:  Attendance [¥] School Name
Address
Phone Number
[¥] Motto/Verse

&
Show Hours/Sessions @l

) Yes (based on Attendance Calendar options)
@ No

Report Style
@ Grid with Month Rows
() Grid with Student Rows

Figure 287 - Attendance Report Options

Report Style:

e Grid with Month Rows:
0 This report displays the attendance information for one student per page.
0 The months of the school year which have attendance within the selected date range will appear
as the row headers.
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(o}
(o}

A “P” indicates a day Present; a slash ‘/" indicates a % day; and a dash ‘-’ indicates an Absent
day.

The total Time Spent; Sessions; or Manual Hours entered for each month is displayed in the next
to last column and totaled in the last row.

The total number of days Present for each month is displayed in the last column.

The total number of days Present for the selected date range is totaled in the last row.

e Grid with Student Rows:

(0}
(0}
(0}
(0}

This format displays the attendance information for all students in one month per page.
The student names — all active students — will appear as the row headers.

A “P” indicates a day Present; a slash '/ indicates a %2 day

Days Absent are not included in this report.

e List:

(0}
(0}

This format displays the attendance information for one student per page.
It simply lists the dates each month that the student was Present; Present ¥z day; or Absent.
Totals are displayed in the right column.

Filter: - Choose the Students you wish to run the report for.

Text to Include: - Put a check next to the fields you want to include to identify your homeschool

Borrowed Items Due

(Other)

This is a printout of the information you can see by clicking on Tools: Borrowed Items Due in the Tracker
menu bar. Items will be listed by type: Resource or Reading Log. It includes the date the item is due to be
returned, its Title and the borrowed from location.

Borrowed Items Due Report Options

1 B
Borrowed Items Due Report Qpﬁons M

Page Options

Title: Bomowed ltems Due

Grouping

@ None
Date Due
Bomrowed Location

Figure 288 - Borrowed Items Due Report Options

Page Options: - Enter a title for your report. The default title is “Attendance”. You can leave this field
blank if you prefer.
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Grouping:

e None - There are no grouping headers. Items will appear in chronological order by date due. The title
is displayed, followed by the Borrowed location.

e Date Due - Items are grouped by the date due. The Borrowed Location and title are displayed

e Borrowed Location - Items are grouped by the Borrowed location. The Date due and Title are
displayed.

Courses

(Maintenance)

There are two versions of the Courses Report — Basic and Expanded. The Basic option allows you to
print out the details of the active courses you have entered. Grouped by subject, it lists each course in
alphabetical order by course title. Its intended purpose is to give you a way to review the information
you've entered for each course.

The Expanded Course List report produces a document that is suitable for inclusion in a portfolio or as an
adjunct to the Transcript. It provides a list of Courses per student and only includes those Courses for
which the student has at least one completed assignment in the Active School Year.

Courses - Basic Report Options

Page Options Fitter
Title: Courses Students  All Students
Subjects All Subject
Report Style heds
) Courses All Courses
@ Basic E

Figure 289 - Course List Report Options, Basic

Page Options - Enter a title for your report. The default title is “Courses”. You can leave this field blank if
you prefer no title on the report.

Report Style - Choose the Basic style.
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Include -

e Activities: Lists which activities you have selected to include for this course. If you have set up
weighted grading, the weight assigned will also be displayed.
e Course Description: Displays the description you have entered for the selected courses.

e Credit Units: Choose to display the number of credits available to be earned upon successful
completion of the Course.

e Calculation Option: Choose to display the way in which credit hours are awarded.

e Grading Scales: Always included. Only the name of the grading scale will appear.

e Resources: Not an option in this version of the report.

e Students: Lists the students whose names are checked in the Course Add/Edit window.

Filter - Select the Students, Subjects and/or Courses to include in this report.

Other Options - The Basic report has no date parameters. It will simply print all the active Courses that
meet your filter settings, above.

Courses - Expanded Report Options

|

Page Options Filter

Title:  Courses Students All Students

Subject All Subject
Report Style u 2 ubjects

(") Basic

Courses All Courses

@ Expanded

Include Resource Options
Activities () Completed Assignmerts
; @ Any Assignment

Credit Units 7 tems in the Resource list
Calculation Option

Grading Scales

Resources

Figure 290 - Course List Report Options, Expanded

Page Options - Enter a title for your report. The default title is “Courses”. You can leave this field blank if
you prefer no title on the report.

Report Style - Choose the Expanded style.

Include:

e Activities: For weighted courses only, activities and their weights will be displayed.
e Course Description: Always included as part of the report.
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e Credit Units: Choose to display the number of credits available to be earned upon successful
completion of the Course.
e Calculation Option: Choose to display the way in which credit hours are awarded.
e Grading Scales: Displays the actual grading scale values: letter grades, minimum percentages and
grade points.
e Resources: Displays Resources attached to completed assignments for each course listed.
o If you elect to include Resources, you can then use the Resource options on the right side of the
options window to choose which resources to include
o0 Completed Assignments: only Resources in completed assignments for the Course will be
included
0 Any Assignment: Resources from both completed and incomplete assignments for the Course
will be included
o0 Items in the Resources list: only items in the Resource grid attributed to the specific Course will
be included
e Students: This option is disabled in this version of the report. You will select the student whose
courses you want to print in the Student area of the general reports window.

Filter - Select the Students, Subjects and/or Courses to include in this report.

Other Options - The Expanded report shows courses with completed assignments within the Active
School Year that meet your filter settings

Daily Task List

(Assignments)

The Daily Task List report is a way to combine multiple types of items in the same report. You can choose
to display Assignments, Appointments, Chores, Field Trips, Memorization Tasks and/or Reading Log
ltems.

In this report format, long term assignments are designated with ‘LT:” and appear on each date between
the date given and date due.

Daily Task List Report Options
Page Options:

e Enter a Title for your report. The default is “Daily Task List”. You can leave this field blank if you
prefer.
e Choose whether or not you'd like a “done” checkbox to appear on the right of every line.

ltems to Include:

e Assignments: You may choose to include assignments or not.
o If you want to display Assignments, choose whether to include Incomplete, Past Due and/or
Completed items.
o Past Due items are those which are not marked as complete and have a Date Due prior to the
selected date range for the report
o0 And for each of those Assignments, choose which fields you'd like to display: Subject; Course;
Activity; Resource; Page/Lesson/Chapter and/or Topic.
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e Appointments: These items will be pulled from the Agenda for the student selected.

e Chores: These items will be pulled from the Agenda for the student selected.

e Field Trips: Any field trip which occurs within the date range selected will be displayed.
e Memorization Tasks: You may choose to include Memaorization Tasks or not.

e Reading Log Items: You may choose to include Reading Log Items or not.

Daily Task List Options

Page Options Directions and Notes

Tile:  Daily Task List [¥] Show Assignment Directions
[¥] Include "Done" Checkbox

ltems to Include [”] Repeat on each day for identical tems

[¥] Assignments [¥] Subject
X - School Days
[¥] Incomplete [¥] Course .
- o || Include Non-School Days
[ Past Due || Activity
[¥] Complet [¥] Resource S
M = == @ Time, Order, Subject

[¥] Page/Lesson/Chapter

it ) Time, Subject, Order
("] Appointments [¥] Topic
(7] Chores Poge
] FeidTrps e
Fl Mem e _) Student and Date
| orization

Figure 291 - Daily Task List Report Options

Directions and Notes:

e Show Assignment Directions: Choose whether or not to show the directions you've entered for your
assignments.

e Show Chore Directions: Choose whether you want the Chore directions to be displayed

e Show Memorization Task Notes: Choose whether you want the details of what your student is
memorizing to be displayed.

e Repeat on each day for identical items:

o If you've included Chore or Memorization item Directions/Notes, above, you can choose here
whether you want to show those notes just the first time the item appears (unchecked) or every
time the item appears.

0 This option will also control whether the directions for Long Term (LT) assignments will be
displayed on each occurrence, or just the first occurrence. A long term assignment is one where
the Date Given and Date Due are different.
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School Days:

e Choose whether non-school days will be included in the report. This will show any chores and
appointments that fall on non-school days.
e Reading Log and Memorization Tasks will appear on each day in the date range

Sorting:

e If you are using Start/End Times, the start time will be the primary factor in the sort order of the items
on your list for each day.

e |tems without time come first, then those with start/end times. If you have multiple items with the
same start time, or are not using time at all, you can set your preference for how items are sorted
from that point.

e Time, Order, Subject: After time, the Order column will determine how things are listed. If two items
have the same Order number, then the order of subjects in the Maintenance list will take precedence.

e Time, Subject, Order: After time, the Subject column will determine how things are listed. The Subject
sort will follow the order of subjects in your Maintenance list. If two items have the same subject, then
the Order will take precedence.

Page Break:

e Student: Each time a new student comes up, a new page is started.
e Student and Date: Each time a new date comes up, a hew page is started.

Filter - Choose the Students, Subjects, Courses, Activities and/or Resources to include in the report.

Detail Progress

(Grades)

This report can be an alternative format for printing incomplete or complete assignments. If you run the
report for more than one student at a time, all the students will be combined in the same area. This report
can also be used to show completed graded assignments

Detail Progress Report Options
Page Options - Enter a title for your report. You can leave this field blank if you prefer.
Items to Include:

e Choose to include Incomplete and/or Complete items.
e If you choose Completed items, you can elect to include only those completed items which have been
graded (points possible and points earned)

Fields to Include - Choose which of these fields you’d like to include
Page Break Options:

e None: the report will continue from page to page until completion.
e Date Due: a new page will be started with each new Date Due.
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Figure 292 - Detail Progress Report Options

Grouping - You can group by Date and then Student; or Student and then Date

Filter - Choose which Students, Subjects, Courses, Activities and/or Resources to include.

Field Trips

(Assignments)

The Field Trip report creates a list, by Student, of all trips taken within a given date range. While Field
Trips will appear on the Agenda; Assignments; Combined Assignments; and Daily Task List reports, this
report give the detail of the trip that you have entered. It includes the date of the trip, the Subject/Course
assigned, the description and any notes entered.

Field Trip Report Options

Field Trip Report Options

Page Options

Title: Field Trips

Filtter

Students All Students
All Subjects
Courses All Courses

Figure 293 - Field Trip Report Options
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Page Options - Enter a title for your report. You can leave this field blank if you prefer.

Filter - Choose which Students, Subjects and Courses to include in the report. The initial default
selections are *All* but your settings from previous reports will be carried over here.

Field Trip Form

(Form) omopers LT e

Page Options

Here you can create a blank form for your student to use
to take notes while on a field trip. In the Field Trip grid Tile:  Field Tip
(under the Students tab) you can create a Field Trip Form |
for a specific trip. Here, the trip information will be blank.

ltems to Include
[¥] Blank Lines

Field Trip Form Options Line Height
() College Rule

Page Options - Enter a title for your report. You can ® Wide Rue

leave this field blank if you prefer.

Items to Include - You can print the page with blank lines

to assist your student in note taking or with no lines at all. | Figure 294 - Field Trip Form Options
The no-lines option will display just three lines at the top
of the page: one for Student name; one for Destination; and one for Date.

Line Height - Choose between College Rule and Wide Rule. These options will only be enabled if you
have elected to include Blank Lines.

Goals

(Maintenance)

The Goals List report provides a printout of the Goals you have entered into Homeschool Tracker Plus.
You can create your own report title and select which Goals to display in the report. This creates a
document that may be suitable for submission to your umbrella school, school district or other reporting
authority.

Goals List Report Options Goal st Report Options [N (s
Page Options
Page Options - Enter a title for your report. You can leave this Tile: Goals
field blank if you prefer.
Sets and Topics
Sets and Topics: Edit Goals
e Click on Choose Goals. The Choose Goals window will Page Break Options
appear. You may select any goals to include in the report. ~) None
e If you check the Goal Set name, the entire goal set will be 9 Goal Set
included. ") Goal Set and Area/Discipine
o If you check the Area/Discipline name, all goals under that
area/discipline will be included. (

If you check an individual goal, that item will be included.

Figure 295 - Goals List Report Options
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e Items to be included will be highlighted in yellow.
Page Break Options:

e None: The report will just keep moving page to page as more room is needed
e Goal Set: Each time a new goal set is reached, a new page will be started
e Goal Set and Area/Discipline: A new page will be started for each new Area/Discipline encountered.

Goals Progress

(Other)

The Goals Progress report allows you to print out a list of goals your student is working on or has met to
your satisfaction. You can choose to include just those goals that are ‘in progress’, ‘complete’, or both.

In addition to the Goals themselves, you can choose to include any notes you've entered and the
supporting Assignments; Memorization Task and/or Reading Log items.

Goals Progress Report Options

e = I
o roges epencper D ==
Page Options
Title: Gca]s Progress

Sets and Topics
Choose Goals

Include
[¥] In Progress
[¥] Complete

Fields to Display
[¥] Progress Notes

[¥] Assignment Detail
[¥] Subject [¥] Page/Lesson/Chapter
[¥] Course [¥] Topic
(V] Activity [¥] Date Due
[¥] Resource
[¥] Memorization Detail
[¥] Reading Log Detail

Figure 296 - Goals Progress Report Options

Page Options - Enter a title for your report. You can leave this field blank if you prefer.




Sets and Topics:

e Click on Choose Goals. The Choose Goals window will appear. You may select any goals to include
in the report.

e If you check the Goal Set name, the entire goal set will be included.

o If you check the Area/Discipline name, all goals under that area/discipline will be included.

e If you check an individual goal, that item will be included.

e |tems to be included will be highlighted in yellow.

Include - Choose whether to include goals ‘in progress’; ‘complete’; or both.
Fields to Display:

e Choose which fields to include in the report.

e Progress Notes: the notes you have entered in the goal progress entry

e Assignment Detail: assignments to which the goal has been linked

e Memorization Detail: memorization items to which the goal has been linked
¢ Reading Log Detail: reading log items to which the goal has been linked

Page Break Options:

e None: The report will just keep moving page to page as more room is needed
e Goal: Each new goal will start on a new page

Filter - Choose which Students; Subjects; Courses; Activities and/or Resources to include in the report.
The initial default selections are *All* but your settings from previous reports will be carried over here.

Grading Scale
(Maintenance Lists) ( Grade Scale Report C_).p.tions E : ﬁw
You can print out any single grading scale in its chart format. Page Options

Title: Grading Scales

Grading Scale Report Options
Choose Grading Scale

Page Options - Enter a title for your report. You can leave this
field blank if you prefer.

[High School "A” Level

Choose Grading Scale - Choose any active grading scale to
print. You can print one scale at a time.

Figure 297 - Grade Scale Report Options
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Journal

(Other)

The Journal report provides a printout of your notes throughout the year. The header will indicate the date

range chosen.

Page Options
Title:  Joumal

Journal Report Options

Page Options - Enter a title for your report. You can leave this field blank if you
prefer.

Select - Choose to print entries form the Teacher Journal or from selected

students. If you choose Students, the hyperlink will be enabled and you can Category
choose from among your active Students. Cateqories Al Categories
Fields to Display

Category - Click the link to select the categories you wish to include in the @ Tre
report. Group By

Category
Fields to Display - Choose whether or not to include the Title of your Journal © Date
entries. Page Break Options

@ Student
Student /Group By

Group By - Choose to group by Category or by Date

Lox J[ coma ]

Page Break Options:

Figure 298 - Journal Report
Options

e Student: Each time a new student is encountered, a new page will be started.
e Student/Group By: A new page will be started when each new Category or
Date is encountered (based on your options) as well as for a new Student.

Lesson Plan

(Planning)

The Lesson Plan report provides a printout of items in a selected Lesson Plan for your review.

Lesson Plan Report Options
Page Options - Enter a title for your report. You can leave this field blank if you prefer.
Choose Lesson Plan:

e Select a Lesson Plan from the list. Due the complexity of the report, only one Lesson Plan can be
printed at a time.

e The Sequence spinners will show the lowest and highest sequence number available in the selected
Lesson Plan. You may limit the items displayed by sequence number if you like.

ltems to Include:

e Un-Used Items — those which have not been used to create an assignment as yet
e Used Items —those which have been used to create an assignment already
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e Plan Objectives and Goals — information you entered along with the Lesson Plan Name.

Fields to Include - Choose which fields you wish to display.

Sort By:

Lesson Plan ReportO" 3
— IS |

Page Options
Tile:  Lesson Plan

Choose Lesson Plan
[Cm\pommmc

Sequence from: :1

ltems to Include
[¥] Un-Used ltems
[¥] Used ftems
[7] Plan Objectives and Goals

Fields to Include

Subject Resource Attachments Directions
¥ [] Location [¥] Page/Lesson/Chapter  [V] Notes
[¥] Activity [ Order [¥] Topic

Figure 299 - Lesson Plan Report Options

e Subject/Course: items will appear grouped by Subject and Course following the order of your
Subjects in the Maintenance list. Courses are alphabetical within each Subject.

e Sequence/Order: items will display in sequence number order. If you are using the “order” field to
control the order of items on the same sequence number, this will be the next level or sorting.

Filter - Choose the Subjects, Courses, Activities and Resources to include in this report.




Lesson Plan Names

(Maintenance Lists)

Provides a list of the names of the Lesson Plans you've created. You can run this report for Active Lesson
Plans; Archived Lesson Plans, or both. You can choose to display just the plan names or include Plan
Objectives and Goals )

Lesson Plan Names Report Options

Lesson Plan Names Report Options Page Options

. . . Title:  Lesson Plan Names
Page Options - Enter a title for your report. You can leave this

field blank if you prefer. ems to Include

[ Plan Objectives and Goals

Items to Include - Choose whether or not to include the Plan
Objectives and Goals in your list. Status

Active
[ Archived

Status - Choose to include Active Lesson Plans; Archived
Lesson Plans; or both.

Library Items Figure 300 - Lesson Plan Names
Report Options

(Maintenance)

You can print out a list of the items in your library, grouped and sorted to meet your needs. Choose the
information you want to include about each listed item. For a custom list of library items, see the Library
section, specifically the Right-click menu section.

Library Items Report Options

Title - Enter a title for your report. You can leave this field blank if you prefer.

Grouping 1 - Select a grouping from the drop down list. The default selection is Alphabetical. Your
selection will be maintained until you change it.

Grouping 2 -You may select a secondary grouping if you like. Your selection will be maintained until you
change it. The selection made in Grouping 1 will not be available in Grouping 2 as you cannot group by
the same category twice.

Additional Sort - You may choose yet one more category to sort on. Selections made in Grouping 1 and
Grouping 2 will not be available.

Fields to Include:

e Choose which fields you'd like to display in the report.

e If there is no entry in the Library record for a selected field, it will be ignored.

e If you have selected a category in Grouping 1, Grouping 2 or Additional Sort, it will not be available in
this selection as that field will already be included in the report.

Report Style - Choose the style you prefer: single column or full page width
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Title:
Grouping 1:
Grouping 2:

[¥] Resource Type
[¥] Author

[v] Publisher

7] 1SBN

V] Cal Number

- — = =T ™
e e cprers . ==

Report Style
) Single Column
@ Full Page

include
[V] Bomowed tems
[¥] Loaned tems
[¥] Nether borrowed nor loaned
[¥] Unused tems

[7] Cost [V] Used items
[¥] Purchase Date
[V] Grade Level
[¥] Location

Status

[¥] Active
[¥] Bomowed From B i
[/] Date Due (] Archived
[¥] Loaned Status
[¥] Loaned To
[¥] Loaned On
[¥] Notes

Sort Direction

Choose the sort direction of any DATE fields you
have included in "Grouping” or "Additional Sort"

@ Ascending
Descending

[ creckAl | [ Uncheckal

l

Figure 301 - Library Iltems Report Options

Include:

e Borrowed Items: items that have been marked as Borrowed will be listed in the report.

e Loaned Items: items that have been marked as Loaned will be listed in the report,

e Neither borrowed nor loaned: items that are not designated as Borrowed nor as Loaned will be
listed in the report.

e Un-used Items: items that are not attached to any Assignment, Lesson Plan or Weekly Planner item.

e Used Items: items that are attached to Reading Log or Resource entries.

Status - Choose whether to include Active items, Archived items, or both (check both boxes).
Filter:

e Choose which Students; Subjects; Courses; Activities and/or Resources to include in the report.

e For Subjects, the *All Subjects* option will only display those items which are attributed to the *All
Subjects* selection in the Subject drop down list.

e For Courses, the *All Courses* option will only display those items which are attributed to the *All
Courses* selection in the Course drop down list.

Sort Direction - If you have selected a date-type field for Grouping 1, Grouping 2 or Additional Sort, you
can use this area to choose whether to display those items in ascending (oldest to newest) or descending
(newest to oldest) order.
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LP Schedule

(Planning)

The Schedule report provides a printout of all items in a selected LP Schedule grid. While the Schedule
itself is static, the report header will display the beginning and ending dates of the week for which it is

printed. p _ .
Schedule Report Options NI Tt
LP Schedule Report Options e s
Choose a Schedule - Select an LP schedule from the drop down [th School
list. You can print only one LP schedule at a time.
Time Frame

Time Frame - Choose the earliest and latest time you wish to
display. The time range you select will affect how well the items are

Earliest Time: 7:00 AM -

displayed on the printed page. Your selections will be maintained on Latest Time: 4:00 PM e
exit.
Print Style
Print Style - There are four options to choose from. When choosing {Leky =} pagge e
a Weekly format, all seven days will be included ® Weekdy-1page
Weekly - 2 pages
Print Color: ) Detais (ist view)
e Choose how you'd like the report to appear. Print Color
e The “Black and White” option uses the least amount of toner. 9 Color
e If you're using a color printer, the Color option will display the ) Grayscale
colors that you see in the LP Schedule tab view. ! Black and White
Memorization
(Assignments) Figure 302 - LP Schedule Report Options

Create a report of your Memorization items.

Memorization Report Options
Page Options - Enter a title for your report. You can leave this field blank if you prefer.
Items to Include:

e Incomplete items - choose to include incomplete items without a start date, with a start date, or both
(check both boxes)

e Complete items — choose to include complete items without a finished date, with a finished date, or
both (check both boxes)
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Title:  Memonization

tems to Include

[¥] Start Date

[¥] Date Due

[¥] Date Complete

[¥] Description/Text/Notes

Figure 303 - Memorization Report Options
Fields to Display - Choose which fields you want to have appear in the report.
Grouping - Choose the grouping you prefer.

Filter - Choose which Students you want to create this report for. Each student’s listing will start on a new
page.

Monthly Progress

(Grades)

This report will show daily attendance; time spent and grades for selected subjects/courses. Up to 11
subjects/courses can be displayed at once. The Subject code and Course code will be used in this report
for space considerations.

Daily grades come from calculating all the graded items for that subject/course that are marked as
complete on that date. Your grading options for averaging or sum of earned divided by possible will be
used. Weighted grading will not be applied here.

You can choose to roll up the Course grades to give one grade per subject. When you choose this option,
the Course designations are completely ignored for the purposes of this report.
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Monthly Progress Report Options

oty e e oove: SR =
Page Options Grouping
Title:  Monthly Progress Report (V] Summarize Courses into Subjects

Choose Month Fitter
(duly 2008

Show
@ Time Spent
() Sessions
tems to Include for Time Spent/Sessions
[¥] Reading Log ltems
Columns to Display
[¥] Time Spent/Sessions

Figure 304 - Monthly Progress Report Options
Page Options - Enter a title for your report. You can leave this field blank if you prefer.

Choose Maonth - This report can be created for one month at a time. Choose a month/year from the drop
down list. All the months in your Active School Year will be available.

Show - Choose whether to display Time Spent or Sessions. These options will be limited by your settings
in Tools: Options: Assignments.

Items to Include for Time Spent/Sessions - Choose whether or not you want your Reading Log Add
Time entries to be included in the Time Spent/Session totals for each day. If you include this information,
the time will be added based on the date of the Add Time entry.

Columns to Display - Choose whether to include the Attendance and Time spent columns. Removing
these columns does not increase the number of subjects/courses displayed.

Grouping - If you summarize Courses into Subjects, only the Subject code will be displayed. Grades are
calculated according to your option settings, but no regard is given to Course designations.

Filter - Choose which students; subjects; courses; activities and resources will be included in the report.
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Overview

(Grades)

The Overview Report is an exact replica of the Overview screen for
the Term selected. Like the Overview screen, it gives you and your
student a good snapshot of how he is doing in his work.

et opers 1

Grouping
[¥] Summarize Courses into Subjects

Overview Report Options

Page Options - Enter a title for your report. You can leave this field
blank if you prefer.

Grouping - If you summarize Courses into Subjects, only the
Subject name will be displayed. Grades are calculated according to
your option settings, but no regard is given to Course designations.

Filter - Choose which Students, Subjects, Courses and Activities to
include.

Reading Log

Figure 305 - Overview Report Options

(Assignments)

The Reading Log report provides a printout of items in the Reading Log grid. You may choose to include
incomplete as well as completed items. Two report styles are available: a single-column report or a paper-

saving full page width style.

Reading Log Report Options

Reading Log Report Options

Title - Enter a title for your report. You

can leave this field blank if you prefer.

Addtional Sot: [ Title

Grouping 1 - Select a grouping from e
the drop down list. The default " |@] Resource Type
selection is Alphabetical. Your @ b
selection will be maintained until you 7] Call Number
change it.

[¥] Cost

[#] Purchase Date
7] Grade Level
[¥] Pages

[¥] Location

@] Started On

7] Finished

[¥] Finished On
7] Bomowed From
[¥] Date Due

[¥] Loaned To

Additional Sort - You may choose one
more category to sort on. This will
determine the order of items within
each grouping.

Fields to Include:

[ checkAl | [ Uncheckal |

e Choose which fields you'd like to
display in the report.

e If there is no entry in the Reading
Log record for a selected field, it
will be ignored. Otherwise, the field

Figure 306 - Reading Log Report Options

Report Style
@) Single Column
@ Full Page
ltems to Include
Incomplete tems
[¥] No Start Date
[¥] With Start Date

Complete tems
[¥] No Finished Date
[¥] With Finished Date

Fitter
Students Al Students

Sort Direction

Choose the sort direction of any DATE fields you
o o "Addtional Sodt”

have included in
@ Ascending
® De i

1




name will appear before each entry
e If you have selected a category in Grouping 1 or Additional Sort, it will not be available in this
selection as that field will already be included in the report.

Report Style - Choose the style you prefer: single column or full page width
Items to Include:

e Incomplete items - choose to include incomplete items without a start date, with a start date, or both
(check both boxes)

e Complete items — choose to include complete items without a finished date, with a finished date, or
both (check both boxes)

Filter - Choose which Students you want to create this report for. Each student’s listing will start on a new
page.

Sort Direction - If you have selected a date-type field for Grouping 1 or Additional Sort, you can use this
area to choose whether to display those items in ascending (oldest to newest) or descending (newest to
oldest) order.

Reading Log Form

(Forms)

Here you can create a blank form for your student to use to create a book report or take notes on the
book he is reading. In the Reading Log grid (under the Students tab) you can create a Reading Log Form
for a specific book via the right-click menu. When using the Reports tab area, the book information will be

blank.
Form Options E ﬁ

Reading Log Form Options

Page Options
Page Options - Enter a title for your report. You can leave this Tile:  Reading Log
field blank if you prefer.

ltems to Include
Items to Include - You can print the page with blank lines to [¥] Blank Lines
assist your student, or with no lines at all. The no-lines option
will display just seven lines at the top of the page: one each for Liie e
Student; Title; Author; Grade Level; Pages; ISBN; and Time Sotepaiie
Spent. @ Wide Rule
Line Height:
e Choose between College Rule and Wide Rule Figure 307 - Reading Log Form Options
e These options only exist if you have elected to include

Blank Lines.
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Reading Log Time Spent

(Other)

In this report you can show the amount of time your student has spent reading the books in his Reading
Log. It will pull information from the Add Time entries of the Reading Log items. You can choose to report
Time Spent or Sessions. You can choose to include completed or incomplete items. You can group by
Date or by Title.

Reading Log Time Spent Report Options

Readlng Log Time Spent Report Options . jg
ol F = ptions . _.
|  Page Options kems to Include |
Tile: Reading Log Time Spent Incomplete tems
[¥] No Start Date
G [¥] With Start Date
| O:0as Complete ftems
l © Title a .
[¥] No Finished Date
‘ Show [¥] With Finished Date
) Time Spent
| @ Sessions Filter
l Students All Students
Fields to Include
l [V] Pages
|

Figure 308 - Reading Log Time Spent Report Options
Page Options - Enter a title for your report. You can leave this field blank if you prefer
Grouping - Choose to group by Date or Title.

Show - Choose whether to display Time Spent or Sessions. These options will be limited by your settings
in Tools: Options: Assignments.

Fields to Include - Choose whether or not to include the number of pages read per day.
Items to Include:

e Incomplete items - choose to include incomplete items without a start date, with a start date, or both
(check both boxes)

e Complete items — choose to include complete items without a finished date, with a finished date, or
both (check both boxes)

Filter - Choose which Students you want to create this report for. Each student’s listing will start on a new
page.




Report Card

(Grades)

The Report Card provides a way for you to create periodic progress reports for your students. The
periods available to you for the Report Card are dictated by the Terms that you create for each School
Year. The Report Card can display up to six terms at a time.

Report Cards can be formatted to show letter grades (A-F or P/F) only, percentages only, or both. You
can control the format of your Report Card header, choosing which information to include or exclude. The
Report Card can include Term start and end dates; Attendance information; and Notes. Grades are
displayed on the Report Card based on the Date Complete for your Assignments.

Report Card Options

lFa 120082009 |
[@] T22008-2009

[V] Street Address
[7] Teacher

[¥] Summarize Courses into Subjects
() Letter Grades Only
() Percentages Only
@ Both Letters and Percentages

Optional Sections
7] Notes
[¥] Tems
[V] Attendance

Figure 309 - Report Card Options

Page Options - Enter a title for your report. You can leave this field blank if you prefer
Items to Include:

e Choose which data about your homeschool will be displayed on the Report Card. This information is
pulled from the Maintenance: School Info entry field.

e If you choose to include Grade Level, Tracker will display the information you've entered for the
Active School Year in Maintenance: Students under the Grade Level tab.




Grade Display:

e Letter Grades Only — The appropriate letter grade for the average percentage earned will be
displayed, based on the grading scale attached to the Course. If Courses are not being used, the
Default Grading Scale is applied.

e Percentages Only — Only the total percentage average for each Subject/Course will be displayed.

e Both Letters and Percentages — Letters and the percentages that were calculated to derive those
letter grades will be displayed.

Optional Sections:

e Choose which additional items to display

e Notes: You can enter progress notes for your student in the Maintenance: Student window under the
Grade Level tab.

e Terms: A chart of the Term start/end dates will be displayed

e Attendance: Total days present and absent for each term is displayed

Select Terms to Include:

e Choose which Terms to include.

e The heading for all Terms in the Active School Year will always appear on the report printout.

e This option controls which grades will be displayed

e If there are no completed and graded assignments for a Term you have selected, nothing will appear
in that column.

Add Year Column - Choose whether or not to include a Year column. This will display an average grade
for all Term grades displayed in the Report Card.

Grouping - If you summarize Courses into Subjects, only the Subject code will be displayed. Grades are
calculated according to your option settings, but no regard is given to Course designations.

Filter - Choose the Students; Subjects; Courses; Activities and/or Resources to determine the displayed
items.

Resources

(Maintenance)

The Resource List allows you to print out a list of the Resources you've entered. You can limit the report
based on Borrowed or Loaned status, and/or specific Subjects.

Resource List Report Options
Title - Enter a title for your report. You can leave this field blank if you prefer

Grouping 1 - Select a grouping from the drop down list. The default selection is Alphabetical. Your
selection will be maintained until you change it.

Grouping 2 - You may select a secondary grouping if you like. The default selection is empty. Your
selection will be maintained until you change it. The selection made in Grouping 1 will not be available in
Grouping 2 as you cannot group by the same category twice.
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i
I Title: Resources Report Style ll
| = I '] @ Full Page
Grouping 2: [ ']
Addtional Sot: | |
: h [¥] Borowed items
Fields to Include:  |[¥] Course [¥] Loaned items
(V] Resource Type =
7] Author [¥] Netther borowed nor loaned
4] Publisher [¥] Unused tems

Status
[V] Active

Fiter
Students
Subjects  All Subjects
Courses All Courses
Activities I
Resources  All Resources

Sort Direction

Choose the sort direction of any DATE fields you
have included in "Grouping” or "Addttional Sort"

@ Ascending
) Descending

Figure 310 - Resource List Report Options

Additional Sort - You may choose yet one more category to sort on. Selections made in Grouping 1 and
Grouping 2 will not be available.

Fields to Include - Choose which fields you'd like to display in the report. If there is no entry in the
Resource record for a selected field, it will be ignored. If you have selected a category in Grouping 1,
Grouping 2 or Additional Sort, it will not be available in this selection as that field will already be included
in the report.

Report Style - Choose the style you prefer: single column or full page width
Include:

e Borrowed Items: items that have been marked as Borrowed will be listed in the report.

e Loaned Items: items that have been marked as Loaned will be listed in the report,

e Neither borrowed nor loaned: items that are not designated as Borrowed nor as Loaned will be
listed in the report.

e Un-used Items: items that are not attached to any Assignment, Lesson Plan or Weekly Planner item.

Status - Choose whether to include Active items, Archived items, or both (check both boxes).




Filter:

e Choose which Students; Subjects; Courses; Activities and/or Resources to include in the report.

e For Subjects, the *All Subjects* option will only display those items which are attributed to the *All
Subjects* selection in the Subject drop down list.

e For Courses, the *All Courses* option will only display those items which are attributed to the *All
Courses* selection in the Course drop down list.

Sort Direction: If you have selected a date-type field for Grouping 1, Grouping 2 or Additional Sort, you
can use this area to choose whether to display those items in ascending (oldest to newest) or descending
(newest to oldest) order.

Resources by Student

(Assignments)

The Resources by Student report creates a list of all resources attached to assignments for the student
and date range selected. You can limit the report to specific Subjects, Courses and Activities. You may
choose to include/exclude items classified as Additional Resources. An Additional Resource is any item
which is used in your homeschool by one or more Students without being linked to a specific assignment.
It can also be any Resource you have your student read or use that you do not wish to create an
individual Assignment for. While you will assign Resources to Lesson Plan and Weekly Planner items, the
Resources by Student report is concerned only with Resources and their relation to items in the
Assignment Grid.

Resources by Student Report Options

Title - Enter a title for your report. You can leave this field blank if you prefer

Grouping 1 - Select a grouping from the drop down list. The default selection is Alphabetical. Your
selection will be maintained until you change it.

Grouping 2 - You may select a secondary grouping if you like. The default selection is empty. Your
selection will be maintained until you change it. The selection made in Grouping 1 will not be available in
Grouping 2 as you cannot group by the same category twice.

Additional Sort - You may choose yet one more category to sort on. Selections made in Grouping 1 and
Grouping 2 will not be available.

Fields to Include - Choose which fields you'd like to display in the report. If there is no entry in the
Resource record for a selected field, it will be ignored. If you have selected a category in Grouping 1,
Grouping 2 or Additional Sort, it will not be available in this selection as that field will already be included
in the report
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Resources by Student Report Options ﬁ
|| Tile: Resources by Student Report Style
. . z © Single Column
Grouping1:  [Aphabetical {ro grouping) v :
@ Full Page
Grouping 2: 1 vl
o : Include
Addtional Sort: 'l [¥] ttems used in completed assignments
[ Feldsto Include: |[¥] Subject - [¥] kems used in incomplete assignments
[¥] Course 1 ]
| (V] Resource Type [¥] tems marked as Addtional Resource
| [¥] Author ] Active
| [@] ISBN [7] Archived
| [¥] Call Number
| !’I Cost = Fiker
| Purchase Date 15l
] Grade Leve Students Al Students
[v] Location Subjects  All Subjects
| Bomowed Status
V| Borowed From Courses Al Courses
V| Date Due Activities Al Activities
7] Loaned Status 1
[7) Loaned To Besources  All Resources
[¥] Loaned On -

Sort Direction

Choose the sort direction of any DATE fields you
have included in "Grouping” or "Additional Sort"

© Ascending

Figure 311 - Resources by Student Report Options
Report Style - Choose the style you prefer: single column or full page width

Include:

e Items in completed assignments: items appearing in Assignments that have been marked as
complete will be listed in the report.

e Items inincomplete assignments: items appearing in incomplete Assignments will be listed in the
report,

e Items marked as Additional Resource: items that have the Student’s name checked in the
Additional Resources column will be listed in the report. If you select this option, you will then also be
able to choose whether to include Active, Archived or both (check both boxes) Additional Resource
items.

Filter:

e Choose which Students; Subjects; Courses; Activities and/or Resources to include in the report.
e For Subjects, the *All Subjects* option will only display those items which are attributed to the *All
Subjects* selection in the Subject drop down list.

e For Courses, the *All Courses* option will only display those items which are attributed to the *All
Courses* selection in the Course drop down list.




Sort Direction - If you have selected a date-type field for Grouping 1, Grouping 2 or Additional Sort, you
can use this area to choose whether to display those items in ascending (oldest to newest) or descending
(newest to oldest) order.

Scope & Sequence
(Other)

The Scope and Sequence report lists Topics covered, grouped by Subject, Course and Resource, for
completed Assignments and Field Trips in the selected date range. This report allows you to show some
of what was studied in each discipline. You can display the report by topic in alphabetical order, or by
date completed for the completed Assignment or Field Trip. If you are using the Topic field to describe the
specific subject matter covered, this report can provide a nice addition to your student’s portfolio of the
work attempted through the school year.

Scope & Sequence Report Options

e s o i =

Page Options Fiter
Il e Scope & Sequence Students Al Students |
I Subiects Al Subjects
ltems to Include Ciahos Al Cotass
@ Assignments Activities  All Activities
[ Incomplete Resources Al Resources
Complete

") Lesson Plan tems

Figure 312 - Scope & Sequence Report Options
Page Options: - Enter a title for this report. You may leave the field blank if you prefer.

Iltems to Include:

e Choose to display Topics from Assignments or a Lesson Plan
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e Assignments: choose incomplete; complete; or both (check both boxes)
e Lesson Plan: select a Lesson Plan from the list

Fields to Display:

e Choose whether to display the Date and/or Resource information with along with your Subjects,
Courses and Topics.

e If you choose to include the Date the topic was studied, the Topic will be repeated for each date entry
if it was covered in more than one assignment

o If you do not include the Date, each topic will be displayed just once, regardless of the number of
assignments to which it is attached

e If you are printing Topics for a Lesson Plan, the Date option is disabled as there are no dates
associated with Lesson Plan items.

Page break options:

e Student — A new page will start each time a new student is reached. This is the default option.
e Student and Subject/Course — a new page will start each time a new Subject/Course combination
or a new Student is encountered.

Sorting:

e Topic — Each Topic will appear in alphabetical order below the appropriate Subject/ Course grouping.

e Date — Topics will appear in date order under the appropriate Subject/Course grouping based on the
Date Completed of the Assignment or Field Trip. If the Topic was assigned to more than one date, it
will appear multiple times. If you chose the Lesson Plan option above, the Date option here will be
disabled.

Filter - Use the Student; Subject; Course; Activity; and/or Resource filters to determine which items are
displayed.

Student Activities/Achievements

Student Detail Re_port OPtiﬁ__-_. - ﬁ

Page Options

(Other)

This report provides a way to print out the activities your student
has been involved in as a separate report, rather than as part of

Title:  Student Activities/Achievements

the Transcript. These items are recorded in the Maintenance:
Student record under the Activities and Achievements tab. The
items included in the report will have a checkmark in the “Show”
column. See: Maintenance Info: Ancillary Student Information.

Student Activities/Achievements Report Options

Page Options: - Enter a title for this report. You may leave the
field blank if you prefer.

Supplementary Items - Choose whether or not you'd like to
include the number of hours entered for your activity/achievement
items.

Supplementary tems

[V] Activities and Achievements Hours
Sorting

@ Ascending

Descending

Fitter

Students All Students

Figure 313 - Activities &

Achievements
Report Options
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Sorting - Choose to list the items in Ascending or Descending order by date.

Filter - Choose which student(s) to create the report for.

Student Standardized Tests

(Other)

This report provides a way to print out the Standardized Test results lsme"t Detafl Repor O—mﬂf
for your student as a separate report, rather than as part of the Page Options

Transcript. These items are recorded in the Maintenance: Student Thle:  Student Standardized Tests

record under the Standardized Tests tab. The items included in the

report will have a checkmark in the “Show” column. See: Supplementary ftems

Maintenance Info: Ancillary Student Information.

Student Standardized Tests Report Options

Page Options: - Enter a title for this report. You may leave the field
blank if you prefer.

Sorting - Choose to list the items in Ascending or Descending order
by date.

Filter - Choose which student(s) to create the report for.

Figure 314 - Standardized Test
Report Options

Subjects

(Maintenance)

This is a printout of your Active Subjects, displaying the Subject name and any description you have
entered, in the order in which they appear in the Maintenance: Subjects/Courses list.

Subjects Report Options

Page Options

Title: Sl;lbjectls
Page Break

@ Mone

) Subject

Fitter

Subjects All Subjects

Figure 315 - Subject Report Options
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Page Options: - Enter a title for this report. You may leave the field blank if you prefer
Page Break:

¢ None: report will continue from page to page until complete
e Subject: report will start a new page for each new subject

Filter - Choose the subjects to include in the report.
Supplies
(Other)

You can print a list of supplies from assignments; lesson plan or weekly planner items. You can run a
report for any date range you choose. Report will include an alphabetical list of the supplies, the quantity
information you entered; and a check box to help you keep track of what you’ve obtained.

Supplies Report Options
ﬂgupplies Repori Qpﬁ-gns E _ﬁ

Include

[¥] Incomplete Assignments
[¥] Complete Assignments

[¥] Weekly Planner tems
[¥] Lesson Plan kems

“ALL LESSON PLANS®

Figure 316 - Supplies Report Option
Page Options: - Enter a title for this report. You may leave the field blank if you prefer

Include - Choose which items you want to audit for supply lists. If you choose “Lesson Plan Items”, you
can choose a particular lesson plan, or all plans.

Filter - Use the filters to further refine the items to be audited.

Time Spent/Sessions

(Other)

This report will display the amount of time you’ve spent studying in various subjects/courses. You can
Group the report by Assignment Location (Home/Away) or by subject status (Core/Elective). If you have
disabled both the Time Spent and Sessions fields in Tools: Options: Assignments this report will be
disabled as well.
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Time Spent/Sessions Report Options

Title:  Time Spent/Sessions

ltems to Include
[V] Reading Log ltems  Free Reading ftems
[¥] Incomplete Assignments
[¥] Complete Assignments

Group By
@ Core/Bective
) Home/Away

Courses
[¥] Summarize Courses into Subjects

Figure 317 - Time Spent/Sessions Report Options
Page Options: - Enter a title for this report. You may leave the field blank if you prefer
Items to Include:

e Choose whether or not to include the Time Spent or Sessions information for your Reading Log items
e If you choose to include Reading Log items, you can also choose the label used to display this time.
e Reading Log Items are displayed under the Electives heading.

e Choose whether to include Incomplete Assignments; Complete Assignments; or both.

Group By:

e Choose to Group your display by Core/Elective or by Home/Away.
e If you have disabled the Assignment Location field in Tools: Options: Assignments the Home/Away
option is disabled here as well.

Courses - You can choose to suppress Course information so that all details are listed by Subject only.
Show:

e Choose to display either Sessions or Time Spent.
e If you have disabled one of these options in Tools: Options: Assignments it will be disabled here as
well.

Column Format:

e If you choose to group by Home/Away, the only option here is combined.




e If you group by Core/Elective, you can choose a combined format which means all hours for the
subject/course will be reported together; or you can choose the Home/Away format which means the
time will be split between those hours spent at Home and those at another location (Away).

Filter:

e Use the Student; Subject; Course; Activity and/or Resource filters to limit the items displayed.
e Other Options:
e Items are displayed if their Date Complete falls within the date parameters selected.

Transcript

(Grades)

The Transcript report will generate an official documentation of your student’s work that is appropriate for
submission to a college or other institution.

There are two Transcript formats to choose from: Columns and Full Page. The column format uses the
“newspaper columns” format — starting with the left column and continuing in the right hand column as
space is needed. The Full Page option utilizes the full left to right margin space for each line entry.

Full Page Transcripts are available only in the Yearly report format, a more traditional format, breaking
items down by the year in which they were completed. You can choose to include letter grades and or
percentage grades in this report.

Column Transcripts are available in the Yearly or Combined format. The Combined version has no yearly
designations. The Combined report also offers the option of creating a report without including letter
grades. This version will display one line for each completed Course for each selected year. If the student
has completed work for the same Course in more than one school year, the Course will appear multiple
times in the report. Some users choose to create a special school year when using the Combined report
that encompasses all the school years they want to report on. In the options window, you would select
only this year definition.

Credit hours, which you enter when creating a Course, are awarded for each Course with a final passing
grade (final grade higher than F) based on the Credit Hour Calculation you have designated.
Assignments with a subject but no course have no credit units assigned. If assignments for a Subject
have no specified course, the subject name will be displayed in the Course field of the Transcript. If you
are using Time Spent or Sessions to determine Credit Hours to be awarded (See Courses), there must
be at least one completed, graded assignment per activity with Time Spent or Sessions in order for those
values to count towards the total Credit Hours awarded.

If expected items are not appearing on the transcript - one or more of the following are true:

e There are no assignments for the course

e Assignments are not marked as complete

e Assignments do not have grades (pts. poss. and pts. earned)

e Assignments have Date Completed values that fall outside the reporting time frame

e Assignments are not attributed to the proper subject/course

e Report filters are set to Selected and such selections preclude inclusion of the desired items
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Summary Credit Hours and Grade Point tables are available for both Transcript types. The last page of
either form of the Transcript is the same. It contains information you have entered into the Student
Schools Attended, Activities and Achievements and Standardized Test tabs.

Creating a Transcript for Prior Years

To create data from previous years (prior to your using Homeschool Tracker Plus) to be included in a
Transcript, you only need to create one completed and graded assignment for each subject/course for
each term the class was taken. You can also follow these steps to enter summary grades for any year of
homeschooling.

1. Go to Maintenance, Years/Terms and create the first year needed. Make it the Active School year for
now.

2. Create the Terms needed. For a transcript, you need at least 2 terms per year, one assigned to 'S1'

(semester 1) and the other to 'S2' (semester 2). You may have more than two terms if desired.

Go to the Assignment grid.

Choose a date from the calendar which falls within one of the terms you created.

Click Add.

Enter information for an assignment for one subject/course combination. You can add subjects and

courses as you go along by clicking the pencil icon button next to the respective fields and adding the

info to Homeschool Tracker Plus as you go

7. Enter a value for points possible and points earned that will generate a percentage equivalent to the
final grade attained in that subject/course combination.

8. Be sure to mark the item as complete and be sure that the Date Complete is equal to the Date Due.

9. Repeat steps 3 through 8 as many times as necessary until you have one completed, graded
assignment for each subject/course per term for the year.

10. Repeat steps 1 and 2 for the next year, then repeat steps 3 through 7 as needed.

oo A®

Transcript Options for Columns Style
Page Options:

e Title: Enter a title for your report. The default title is “Transcript”.

e Graduation Date Label: If you include a Graduation Date on your Transcript, you have the option
here to customize the title of the entry. The default title is “Projected Graduation Date” Your entry will
be maintained until you change it.

Report Style:

e Yearly - Items are grouped by year. Under each year, Subjects are listed alphabetically. Courses are
listed alphabetically below their Subject.
e Combined - Subjects are listed alphabetically. Courses are listed alphabetically below their Subject.

School Years:

e Only years which have at least one term defined will appear as selections.
e You may include as many or as few years as you wish.
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ez
|| Page Options Header tems I
Title:  Transcript [ Email Address
[¥] DOB/SSN
Graduation Date Label: [¥] Graduation Date
Projected Graduation Date [¥] Parent/Guardian
[¥] Phone Number
Slenon [] Principal
Style [¥] School Entrance Date
@ Yearly [¥] School Address
: V] Student Address
() Combined [7] Teacher

Body ftems
[¥] Credits (CU)

Supplementary tems
[¥] GPA/Credit Summary
[¥] Schools Attended
[¥] Activities and Achievements
[T] Activities and Achievements Hours
[¥] Standardized Tests
[¥/] Signature Line
[¥] Tile
[¥] Notary Line

Figure 318 - Transcript - Columns Report Options
Filter:

e Due to the complexity of the report, you can only create a Transcript for one student at a time.

e Choose which Subjects, Courses and/or Activities you want to include in your Transcript.

e Previously archived Subjects and Courses will appear on the list followed by an asterisk to signify
their status.

Header Iltems - Choose which of the listed items you want to display in the header area of the Transcript
Body Items:

e For the Yearly format, Letter Grades are automatically included. Choose whether to display Credit
Units

e For the Combined format, you may choose whether to include Credit Units and/or Letter Grades.
Deselecting both will simply provide a list of subjects and courses studied.

e Percentage grades are only an option for display in the Full Page Transcript style.




Supplementary Items:

GPA/Credit Summary: You may choose to display a Credit Unit and GPA summary on the 2nd page
of the Transcript. The Credit Unit Summary will display each Subject and the number of total credits
earned for each of the most recent six years included in the report, as well as an overall total credits

per subject. The GPA Summary will display the GPA for each the most recent six years included in
the report, as well as an overall average GPA for the years of the Transcript.

e Schools Attended: unchecking this option will prevent inclusion of any Schools Attended
information, even if that information is set for inclusion in the Maintenance: Student record.

e Activities and Achievements: unchecking this option will prevent inclusion of any Activities and
Achievement information, even if that information is set for inclusion in the Maintenance: Student
record. If you include Activities & Achievements, you can also include any hours entered for those
items.

e Standardized Tests: unchecking this option will prevent inclusion of any Standardized Test
information, even if that information is set for inclusion in the Maintenance: Student record.

e Signature Line: Choose to include/exclude a place to sign the Transcript certifying it as accurate.
Removal of the signature line will also remove the Title option, below. Including a signature line will
also generate a line to print the name of the signatory.

e Title: Choose to exclude/include a place to indicate the “title’ of the signatory.

e Notary Line: A generic notary/witness line is printed.

Transcript Options for Full Page Style
Page Options:

e Title: Enter a title for your report.
e Graduation Date Label: If you include a Graduation Date on your Transcript, you have the option

here to customize the title of the entry. The default title is “Projected Graduation Date”. Your entry will

be maintained until you change it.
Report Style - Only the Yearly format is available in the Full Page Transcript
School Years:

e Only years which have at least one term defined will appear as selections.
e You may include as many or as few years as you wish.

Filter:

e Due to the complexity of the report, you can only create a Transcript for one student at a time.

e Choose which Subjects, Courses and/or Activities you want to include in your Transcript.

e Previously archived Subjects and Courses will appear on the list followed by an asterisk to signify
their status.

Header ltems:

e Choose which of the listed items you want to display in the header area of the Transcript
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Page Options Header ftems
Title:  Transcript [; Email Address
[¥] DOB/SSN
Graduation Date Label: [¥] Graduation Date
Projected Graduation Date [¥] Parent/Guardian
[¥] Phone Number
[ Principal
=l
Report Style [¥] School Entrance Date
© Yearly [¥] School Address
[V] Student Address

[¥] Activities and Achievements Hours
[¥] Standardized Tests

| Signature Line
V] Title
[¥] Notary Line

Figure 319 - Transcript - Full Page Report Options

Body Items:

e Choose whether or not to display credit units; letter grades; and/or percentage grades.
e A Grade Point will still be displayed even if grades are suppressed.

Supplementary Items:

e GPA/Credit Summary: You may choose to display a Credit Unit and GPA summary on the 2nd page
of the Transcript. The Credit Unit Summary will display each Subject and the number of total credits
earned for each of the most recent six years included in the report, as well as an overall total credits
per subject. The GPA Summary will display the GPA for each the most recent six years included in
the report, as well as an overall average GPA for the years of the Transcript.

e Schools Attended: unchecking this option will prevent inclusion of any Schools Attended
information, even if that information is set for inclusion in the Maintenance: Student record.

e Activities and Achievements: unchecking this option will prevent inclusion of any Activities and
Achievement information, even if that information is set for inclusion in the Maintenance: Student
record. If you include Activities & Achievements, you can also include any hours entered for those
items.

e Standardized Tests: unchecking this option will prevent inclusion of any Standardized Test
information, even if that information is set for inclusion in the Maintenance: Student record.
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e Signature Line: Choose to include/exclude a place to sign the Transcript certifying it as accurate.
Removal of the signature line will also remove the Title option, below. Including a signature line will
also generate a line to print the name of the signatory.

e Title: Choose to exclude/include a place to indicate the “title’ of the signatory.

e Notary Line: A generic notary/witness line is printed.

Weekly Planner

(Planning)

Weekly Planner Report Options E _ ﬁ

The Weekly Planner report provides a printout of all items in the

Weekly Planner, grouped by Student. faue e
Title:  Weekly Planner

Weekly Planner Report Options

Sorting
Page Options: - Enter a title for your report. You may leave this © Subject/Couree
blank if you prefer. | First Use/Last Use Date

Fitter

Sorting: - Choose to sort by Subject/Course or by First Use/Last
Students

Use date
Filter:

e Choose which Students; Subjects; Courses; Activities and/or
Resources to include in the report.

e For Students, the *All Students* option will only display those
items which are attributed to the *All Students* selection in the

Student drop down list Figure 320 - Weekly Planner
Report Options

Other Options:

e There are no date options for this report as Weekly Planner items have no dates.

Starting a New School Year

When you are ending one school year and beginning another in Homeschool Tracker Plus there are a
few things you’ll want to do:

e Archive any Resources (Maintenance: Resources) that you will not be using in the new year

e Archive any Lesson Plans (Maintenance: Lesson Plan Names) that you will not be using in the new
year

e Archive or delete any or Weekly Planner items (Teacher: Weekly Planner) that you will not be using in
the new year

e Archive any Subjects and/or Courses that you will not be using in the new year (Maintenance:
Subjects/Courses)
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e Insure that any Memoaorization items entered in the current year have been marked as done with an
ending date so they will not appear in the new year

e Insure that nay Reading Log items entered in the current year have been marked as done with an
ending date so they will not appear in the new year

e Add a new school year, with terms and holiday/vacation days using the School Year Calculator
(Tools: School Year Calculator or Maintenance: Years/Terms: Add Year)

When you make the new school year active, all of the Assignments, Field Trips, Memorization and
Reading Log items of the old year will be hidden from view. To see those items, simply change the Active
School Year back to the previous date range.

Program Options (F3)

Supplemental video available on this topic

There are a number of options you can set that will help you use Homeschool Tracker Plus in the way
that works best for you. When you make a selection on one of the options pages, be sure to click the
SAVE button to apply your settings.

You can access the Program Options by pressing the F3 key on your keyboard or by clicking on Tools in
the Homeschool Tracker Plus menu bar and then click on Options.

General Options
These are options that affect the overall appearance of Homeschool Tracker Plus.

Tabs

Initial Tab - This drop down list allows you to select which screen will display each time you open the
program. You may select any one of the Homeschool Tracker Plus screens. You may change this
selection at any time.

Hide Optional Student Tabs - You can choose to hide any Student tab except Assignments or Goals
Progress. The Goals feature can be turned off in the Tools: Options: Assignments area. You can restore
any hidden tab at any time. Click the hyperlink to select which tabs you want to hide. Hiding a tab does
not affect any data stored in that area.

Hide Optional Teacher Tabs - You can choose to hide any Teacher tab except Goals. The Goals feature
can be turned off in the Tools: Options: Assignments area. You can restore any hidden tab at any time.
Click the hyperlink to select which tabs you want to hide. Hiding a tab does not affect any data stored in
that area.

Colors

Grid Theme — Choose a color scheme for your database. There are twelve themes to choose from. You
may change this selection at any time.
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Enable Custom Student Colors — Make your actual color selections in the Maintenance: Student area.
Check this box to enable those color selections.

General | Assignments | Attendance I Backups I Motifications |

Tabs

Initial Tab [Student: Assignments & ]

[] Hide Optional Studert Tabs
[[] Hide Optional Teacher Tabs

Colors
Grid Theme | TGHomeSof -]
Enable Custom Student Colors  More information

Fitter Panel Position [ Left

Student List Sort Order | Date of Bith

Start Time for Schedule

Enable Spell Check {English)in Motes and Directions

-

Mumber of recent databases to remember |9

Default Journal Font

Program Options Help [ Save ] [ Cancel

Figure 321 - Program Options: General
Filter Panel Position

Choose the position of the filter panel in the Assignments, Lesson Plan and Weekly Planner grids to run
down the left side or across the top of those grids. The ‘Left’ position will allow you to see more rows at a
time; the ‘Top’ position allows you to see more columns at time.

Student List Sort Order

Choose whether to display your student list in alphabetical order or by birth order of oldest to youngest
based on the Date of Birth entered in the student profile. This setting affect Student drop down and filter
lists only. It does not affect the order in which items appear in the grids.

Start Time for Schedule

The time you select here will determine the default start time for any LP Schedule or Appointment entry. It
will also determine the default start time when creating Assignments and Weekly Planner items.

Enable Spell Check

There is a Spell Check utility available in all Directions and Notes field, Journal entry fields, and the
Description fields of Lesson Plan Name, Subject, Course and Goal features. It is an English-only

dictionary. (See Spell Check)
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Number of Recent Databases to Remember

Homeschool Tracker Plus can assist you in keeping track of where your last used database is located.
While we strongly urge you to have just one file with all of your information for all your years the program
does allow you to maintain more than one file. Just like the ‘recently used’ option in MS Word, the File
menu of Homeschool Tracker Plus will show you the last 1-9 databases you have accessed.

Default Journal Font

Use this link to set the default font, font style and font size for your entries into the Student and Teacher
Journal features. You can adjust this at any time. You can set specific fonts for specific entries or parts of
entries in the Journal area.

Assignment Options
rogrempir: £

These are program options which primarily

] . . |Genera\ | Assignments | d I Backups | Notifi ‘
affect the Assignment add/edit window and E— Gptional Fekis
grid. You may wish to review the Stating Day for Plan Submi ::i::::SLocat|on
Assignment area of this manual before Sufyect st il Fomat [ Dele Gven
: . . . Course List Display Format Goals
reviewing or as you review these options. I Dore
Starting Display for Calendar P sssorn A hage:
Points Possible/Eamed/Grades
Date Complete Default Grade Calotn
Reundng
. [¥] Resources
When you mark an assignment as 52
completed, Homeschool Tracker Plus will 2‘3""_5"“"“5
. . . upplies
automatically fill in the Date completed Time Spent
f|8|d YOU may ChOOSG to have thiS -rop,cD Auto-Calc Time Spert Based on Start/End Times

automatic entry be either the current date —
your computer’s system date — or the date
due that was originally attributed to the Frogram Optons Help
selected assignment(s). The Date Due .
selection is helpful when you are marking items

as completed for a number of different dates at

the same time. You can edit the Date Completed for any assignment at any time.

Figure 322 - Program Options: Assignment

Starting Day for Plan Submit

This option allows you to determine the default ‘Start On’ date for the Lesson Plan and Weekly Planner
submit features. The actual starting date can be changed as part of the submit process. Your choices are:
Today - your computer system date; Tomorrow — your computer system date + 1; Days of the week — if
you select Thursday the Start On date will be today if today is Thursday, or the very next Thursday after
today.

Subject List Display Format

Choose how you want Subjects to be displayed in the subject drop down lists. If you have subjects with
exactly the same name, you must select the ‘Code’ or ‘Code + Title’ option to be able to select a Subject

properly.
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Course List Display Format

Choose how you want Courses to be displayed in the Course drop down lists. If you have courses with
the exact same name, you must select the ‘Code’ or ‘Code + Title’ option to be able to select a Course

properly.
Starting Display for Calendar

Set your preference for the calendar on the Student: Assignment grid to display either as Current Week or
Current Day. This setting only affects the date selection when you start the program each day.

Optional Fields

There are a number of features in Homeschool Tracker Plus which you may choose to disable by
unchecking the box for that field in this section of the Options window. Disabling a field does not affect
any data stored in that field.

Assignment Location — The Assignment Location field allows you to note where the learning took place.
This feature was specifically created for homeschoolers in Missouri who are required to report the number
of hours of work done in the home vs. other locations. Disabling this field will:

e Disable the Location field in the Assignment, Lesson Plan and Weekly Planner forms
e Hide the Location field in the Assignment, Lesson Plan and Weekly Planner grids
e Disable the Home/Away option of the Time Spent/Sessions report

Attachments — Enable or disable your ability to add attachments to assignments, field trips, reading log
items, lesson plan items, weekly planner items, journal entries or resources. (See Attachments)
Disabling this option will:

e Disable the Attachments link in the Assignment, Lesson Plan and Weekly Planner forms
e Hide the Attachments column in the Assignment, Lesson Plan and Weekly Planner grids

Date Given — There are three date fields in every assignment you create: Date Given, Date Due, and
Date Completed. The Date Due and Date Completed fields are required. The Date Given field is optional.
You will want to enable this field if you want to be able to assign a task on one date and have it due on a
different date. Disabling this option will:

e Disable the Date Given field in the Assignment form

e Hide the Date Given field in the Assignment grid

e Hide the Date Given field in the Lesson Plan and Reschedule preview windows
e Disable the ‘# of Days’ field in the Lesson Plan form

Goals — Creating goals allows you to outline what you hope to accomplish in the coming year. You can
create as many different goal sets as you like: by grade level, by student, by year; etc. Disabling this field
also turns off the Student: Goals Progress tab, the Teacher: Goals tab, the Goals report and the Goals
Progress report. (See Goals) Disabling this option will:

e Hide the Student: Goals Progress tab
e Hide the Teacher: Goals tab
e Hide the Maintenance: Goals tab
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e Disable the Goals link in the Assignment, Field Trip, Lesson Plan and Weekly Planner forms
e Hide the Goals field in the Assignment, Field Trip, Lesson Plan and Weekly Planner grids
e Disable the Goals and Goals Progress reports

I'm Done — The ‘I'm Done’ field is intended for use by your student to indicate that work has been
completed and is ready for your review. If your students do not have access to the program then you can
disable this feature. Disabling this option will:

e Disable the ‘I'm Done’ field in the Assignment form
e Hide the ‘I'm Done’ field in the Assignment grid

Page/Lesson/Chapter - The Page/Lesson/Chapter field allows you to set specific details about the
assignment — pages to be read; chapter to study; etc. When this field is enabled, you can use the auto-
increment option of the Copy feature to have Tracker automatically increment that information over
multiple assignments (pages 2-4; pages 5-7; etc.). Disabling this option will:

e Disable the Page/Lesson/Chapter field in the Assignment, Lesson Plan and Weekly Planner forms

e Hide the Page/Lesson/Chapter field in the Assignment, Lesson Plan and Weekly Planner grids

e Disable the Page/Lesson/Chapter options in the Copy feature of the Assignment, Lesson Plan and
Weekly Planner forms

Points Possible/Earned/Grades - If you do not wish to grade your student’s work, you can simply turn
off the Points Possible, Points Earned and Grades fields/columns. When these fields are disabled, the
Report Card and Transcript features can no longer be used. Refer to the Grades, Grading Scales &
Weighted Grading section of this User Manual for additional information about this option. When this
feature is enabled, you can give a grade to any or all of your student’s work by entering the points
possible and the points earned. When the assignment is marked as complete, Tracker will calculate the
percentage grade for that assignment. Disabling this option will:

e Disable the Grade Calculation and Rounding options

e Disable the Points Possible and Points Earned fields in the Assignment, Lesson Plan and Weekly
Planner forms

e Hide the Poss and Earn columns in the Assignment, Lesson Plan and Weekly Planner grids

e Hide the grading details in Student: Overview

e Disable the Monthly Progress, Report Card, Transcript and Grading Scale reports

Grade Calculation - Choose how your student’s grades will be calculated. The traditional method is
that each assignment is given a percentage grade, and then those percentages are averaged
together within a Term to come up with an overall grade. Alternatively, you can choose to calculate a
simple grade by dividing the total points earned for all completed assignments in a subject or course
divided by the total points possible for those assignments. (See Grades, Grading Scales, and
Weighted Grading)

Rounding - Choose whether you would like percentage grades rounded to the nearest whole number
(0); to one decimal place (0.0); or to two decimal places (0.00)

Resources - Most users will want to be able to compile a list of resources used throughout the school
year. The Resource field can also be left blank. If you prefer, you can disable the Resource field
completely. This will also disable the Resource tab under the Maintenance area and Resource List and
Resources by Student reports. Disabling this option will:
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¢ Hide the Maintenance: Resource tab

e Disable the Resource field in the Assignment, Lesson Plan, and Weekly Planner forms
e Hide the Resource column in the Assignment, Lesson Plan and Weekly Planner grids
o Disable the Resources by Student and Resources reports

e Disable the ‘Create Resource’ option in the Library right-click menu

e Disable the Resource filter in the Agenda, Reschedule and all Report options windows

Sessions - Some jurisdictions require that you keep track of the hours spent in school rather than, or in
addition to the number of school days. For most folks who choose Sessions, each time a class meets
equals 1 session. You may choose to activate both the Sessions and Time Spent fields and use different
methods for different Subjects/Courses if you like. If you're not interested in tracking your school time at
all, you can turn off both Sessions and Time Spent. (See Using Sessions) Disabling this option will:

e Disable the Sessions field in the Assignment, Field Trip, Lesson Plan, Reading Log Add Time, and
Weekly Planner forms

e Hide the Sessions option in the ‘Time Entry Method’ drop down in Tools: Options: Attendance

e Hide the Sessions column in the Assignment, Field Trip, Lesson Plan and Weekly Planner forms

e If both this and the Time Spent items are disabled, the Time Spent/Sessions report and the Reading
Log Time Spent report are disabled

Start/End Times - This feature lets you assign specific times frames when you want your student to
complete an assignment. Checking this box enables the “Has Time” field in the Assignment, Field Trip
and Weekly Planner add/edit windows, as well as in the Lesson Plan Submit window. Turning this option
on does not require you to add start/end times to all items created. You can always uncheck the Has
Time field. Disabling this option will:

e Disable the Has Time: Start/End times in the Assignment, Field Trip and Weekly Planner forms
e Hide the Start and End time columns in the Assignment, Field Trip and Weekly Planner grids
e Disable the ‘Auto-Calculate Time Spent’ option

Supplies - This feature allows you to create lists of supplies needed to complete the assignment. For
instance, for a Science lab it may contain the list of items needed to conduct the experiment. The list of
supplies can be printed out in report format for taking to the store. Disabling this option will:

e Disable the Supplies link in the Assignment, Lesson Plan and Weekly Planner forms
e Hide the Supplies column in the Assignment, Lesson Plan and Weekly Planner grids
e Disable the Supplies report

Time Spent - Time Spent allows you to enter the actual time spent in each class in an hh:mm format. If
you're not interested in tracking your school time at all, you can disable this field. (See Using Time
Spent) Disabling this option will:

e Disable the Time Spent field in the Assignment, Field Trip, Lesson Plan, Reading Log Add Time, and
Weekly Planner forms

e Hide the Time Spent option in the ‘Time Entry Method’ drop down in Tools: Options: Attendance

e Hide the Time Spent column in the Assignment, Field Trip, Lesson Plan and Weekly Planner forms

¢ If both this and the Sessions items are disabled, the Time Spent/Sessions report and the Reading
Log Time Spent report are disabled
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Auto-Calculate Time Spent Based on Start/End Times - This option is only enabled if you
activated Start/End Times and Time Spent. When enabled, Homeschool Tracker Plus will
automatically calculate the Time Spent based on the start/end times entered. You can edit the
automated entry if you like. Homeschool Tracker Plus will only overwrite your changes if you alter
the start or end time for that assignment, or if you use the Recalculate Time Spent tool. See
Assignments: Recalculate Time Spent in this User Manual. Disabling this item will:

e Disable the Start/End times fields in the Assignment, Field Trip and Weekly Planner forms
e Hide the Start and End times fields in the Assignment , Field Trip and Weekly Planner grids

Topic - The topic field gives you a place where you can enter a brief description of the assignment - basic
facts covered, etc. Topics for completed assignments can be printed out in the Scope & Sequence report.
(See Topics) Disabling this item will:

e Disable the Topic field in the Assignment, Field Trip, Lesson Plan and Weekly Planner forms
e Hide the Topic column in the Assignment, Field Trip, Lesson Plan and Weekly Planner grids
e Disable the Scope & Sequence Report

Attendance Options

These options deal specifically with the Attendance function. Refer to the Attendance section of this User
Manual for additional information about their function in Homeschool Tracker Plus.

Program Options

[ Genera | Assignmens | Atendance | Backups | Notfcstons |
Auto Attendance
When | mark an assignment as complete...
| Automatically set ‘present’ on date complete
| Automatically set ‘present: 1/2 day' when
Time Spent is less than:

Sessions are less than

Time Entry Method | Time Spent from Completed Assignments -

Figure 323 - Program Options: Attendance
Automatically set “present” on completed Assignments

This is the Homeschool Tracker Plus auto-attendance feature. When enabled, dates will be marked as
“Present” on the Student’s attendance calendar when an assignment is marked as completed for that
date. You may manually mark additional dates as Present as well. (See Attendance)

Automatically set “present: Y2 day” when:
If Auto-Attendance is turned on, you can also set a ¥2-day present option. When enabled, dates will

be marked as “Present: %2 day” on the student’s attendance calendar when an assignment is marked
as complete for that date and the total Time Spent or Sessions for the completed items is less than
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the values entered. You must have either the Time Spent or the Sessions field enabled in order to
use the Present: % day option.

Time Entry Method

Choose whether and which type of time to display in the Attendance calendar. The selected type will also
appear on the Main Menu screen. If you display one of these options in the Attendance calendar, you can
also choose to display the values on the Attendance Report. (See Time Entry in the Attendance
Calendar)

Backup Options
reemoros S . ==

| General | Assignments | Attendance | Backups | Notifications |

[¥] Remind Me To Make Backup
Days Between Backup Reminders |10 =

When To Show Reminder [Whumgra'nEnds v]

[¥] Copyto Autoback Folder Every Time You Bxit
Number of Autoback Files |2

Figure 324 - Program Options: Backups
Remind Me to Make Backup

We strongly recommend that you create a backup of your database on a regular basis. To that end, you
can choose to have Homeschool Tracker Plus remind you to do that. Check this box to enable the
reminder.

Days Between Backup Reminders

Set the frequency of reminders to create a backup of your database from 1 (daily) to 30 (once per
month).

When to Show Reminder
Choose whether you you'd like to be reminded to backup when the program opens, or upon closing.
Copy to Autoback Folder Every Time You Exit

If you enable this option, each time you close Homeschool Tracker Plus an automatic backup of your
database will be placed in a folder called Autoback. The folder will be in the same directory where your
main database is stored. This process must not replace your manual backups as discussed above. You
may choose to turn off this feature.
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Number of Autoback Files

Set the number of individual automatic backup files that will be created before the oldest file is
overwritten by a new one. These files will be created in an Autoback folder in the same directory
where your database is stored.

Notification Options

Homeschool Tracker Plus can help you keep track of certain details using these notification features.

[ Gonerl | ssgrmants | tendrce | B | Neshetors |
'\

Notify Me When |1...

|  [] Choose the Use As New feature
[V] Create duplicate assignment

‘ [V] Create ttems outside active school year

[] Mark an assignment as complete without entering a grade

[¥] Submit a duplicate assignment from LP or WP
[T] Ask me "are you sure” when submitting from preview grids

[¥] Show list of library items due every time you start the program
Default Library Retum Reminder 10 =

T [

Figure 325 - Program Options: Notifications

Notify Me When I

...Choose the Use As New feature — Use As New allows you to create a new assignment starting with
all the details of an existing assignment. This notification will alert you that you are creating something
new rather than just editing the existing item.

...Create a duplicate assignment - A duplicate assignment is one that contains the same student;
subject; course; activity; resource and page/lesson/chapter information. If the page/lesson/chapter field is
blank, Homeschool Tracker Plus will not check for duplicates. The purpose of this reminder is to keep
you from accidentally assigning the same work twice. The duplication check includes all assignments in
the database, not just the ones in the Active School Year. If you have disabled the Page/Lesson/ Chapter
field, no duplication checks are made and this option is automatically disabled as well.

...Create items outside active school year - Your Active School Year start/end dates control what can
be viewed in the various grids at any time. This reminder will warn you if you are creating an assignment
that will not appear in the grids due to the date selections you've made.

...Mark an assignment as complete without entering a grade - If you are using grades, and want to be
sure to enter a grade for each and every assignment, you'll want turn this reminder on. Homeschool
Tracker Plus will then let know you know when you’re marking an assignment as complete that has the
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points earned field set to zero when the points possible field is greater than zero. It will also give you the
option to enter the correct points at that time. If the “points possible” field is set to zero, no notification will
display. This notification will not appear if you are using the right-click ‘mark as complete’ menu item.

...Submit a duplicate assignment from LP or WP - Like the “Create duplicate assignment” notification
above, this reminder can warn you when you are about to submit duplicate assignments to a student from
a Lesson Plan or Weekly Planner item. A duplicate assignment is one that contains the same student;
subject; course; activity; resource and page/lesson/chapter information. If the page/lesson/chapter field is
blank, Homeschool Tracker Plus will not check for duplicates. The duplication check includes all
assignments in the database, not just the ones in the Active School Year. If you have disabled the
Page/Lesson/Chapter field, no duplication checks are made and this option is automatically disabled as
well.

Ask me “are you sure” when submitting from preview grids

In a complex database such as the one Homeschool Tracker Plus uses, an “undo” button is not
practical. This option allows you to set a reminder to prevent clicking through submit/preview screens
without reviewing the items to be created. This reminder requires typing in YES.

Show list of library item due every time you start the program

For borrowed library items you can enter a date when the item is due to be returned. By checking this
box, Tracker will open a reminder window showing which items are due to be returned each time you
open the program. Iltems are included in the listing if their date due falls within the number of days
between today’s date and the value entered below for the return reminder. You can print a list of these
items either from the pop-up window or from the Reports tab of the program.

Default Library Return Reminder

When you have a borrowed item in your Library, you can enter the date the item is to be returned.
Homeschool Tracker Plus can generate a “Borrowed Items Due” list for you via the Tools menu or the
Reports tab. Use this option to set the number of days prior to the return date for an item to be included in
the list. See Borrowed Items Due (See Borrowed ltems)
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Using the Grids

Supplemental video available on this topic

The Homeschool Tracker Plus grids provide you with the flexibility to arrange the data in a way that
works for you.

Grouping

Grouping allows you to select one or more column headers and use them to group the items. For
example, if you group by Subject, you'll see all the Art items grouped together; then all the English items;
then the Math; etc. Grids that can be grouped are easily identified by the header area that displays “Drag
a column header here to group by that column” or showing a column name that has been dragged into
that area.

Drag a column header here to group by that column. ‘_ —
Student Start 'End | Order Attachments Subject Title Course Title  Activity 'Resource

Figure 326 - Grouping Header

Student | Start 'End ' Order Attachments Subject Title Course Title  Activity 'Resource
=l Date Due : Sunday, December 14, 2008 - 1 item(s)

=l Date Due : Monday, December 15, 2008 - 8 item(s)

Figure 327 - Grouped by Date Due

Many of the Homeschool Tracker Plus grids have default grouping settings. You can change the
groupings to anything you like and the program will remember those settings when you exit the program.

How do I Group?
The grouping process works in the same manner on all grids that have that capacity.

1. Go the grid of your choice.

2. Click on any column heading. Drag it into the gray header bar and release the mouse button to group
by that category. The column header name will now appear in the header bar and in its regular
column position.

3. Once you have grouped, you will see a separator bar which shows the detail of the grouping.
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http://www.homeschooltracker.com/support_plus_videos.aspx

Title _ Type ~ Subj ‘Author/Pub  Show Borr... From 'Due
=l Type : Book - 14 item(s)

Nases .. Bock  |CHRSTU  |Jehovah 1 v T
501 Spanish Verbs Book FOREIG author/publish ... Ephrata Library | 7/3/2005
Latin Road to English Gram ... Book FOREIG xyz 0
100 Gateway Cities Book HISTOR Wagner, Peter... O
Faces: Australia Through Ti... |Book HISTOR |

Figure 328 - Grouping Separator bar

How do I Group by more than one category?

Choose your first Grouping category and drag it to the header bar.
Choose your second grouping category and drag it to the header bar as well.
Each Grouping Category will have a separator bar.

Sub | vype | M2 Grouping Gategaries - the leftrost ane (Subj) is primery
Title Type ~ Subj 'Author/Pub  Show Borr... From Due
=l Subj : *All* - 2 item(s) ‘ 2 Separatar Bars - the Primary Group comes first.
=l Type : CD-ROM - 1 item(s)
=i Type : Reference - 1 item(s)
|Merriam-Webster Collegiate... | Reference | Al | author/publish... | | |Ephrata Library |7/5/2005

Figure 329 - Grouping by more than one category

How do I switch the hierarchy of my multi-category grouping?

1.

Click and drag a heading to the subordinate (right) side of another group heading. A bar will appear.
This indicates where the grouping header will appear when you release the mouse button.

When the black bar appears in the right location, release the left mouse button.

Your grouping categories will be reordered accordingly.

Student ' Start 'End ' Order Attachments Subject Title Course Title  Activity 'Resourc
=| Date Due : Sunday, December 14, 2008 - 1 item(s)
=| Student : George - 1 item(s)

=| Date Due : Monday, December 15, 2008 - 8 item(s)
=| Student : Jean - 4 item(s)

Figure 330 - Switching Grouping Hierarchy

How do I Remove a Grouping Designation?

1. Click on the grouping heading you want to remove and drag it out of the header bar. A black ‘X’ will

appear on top of it.

2. Release the mouse button and the group heading will disappear.
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Sorting

Sorting allows you to force an order of your displayed items in ascending or descending order by any one
or more fields. You can sort by more than one column at a time. Sorting can be used independently of

grouping.

Sort order is indicated by a triangle on the column heading being sorted. A right-side-up triangle indicates
an ascending sort; an upside-down triangle indicates a descending sort. No triangle indicates the columns
are sorted in the “natural” database sort order.

Figure 331 - Sorting arrow
How do I SORT?

1. Decide whether you want to sort in an ascending or descending order.

2. Click on a column heading until the proper arrow appears: up arrow for ascending, down arrow for
descending.

3. If you are sorting a column that is also grouped, the grouping label in the header bar and the column
header itself will display the sort arrow indicator.

How do I SORT by more than one category?

1. Decide whether you want to sort in ascending or descending order.

2. Click on the column heading for the primary sort until the proper arrow appears; up arrow for
ascending, down arrow for descending.

3. Hold the Shift key and click on the secondary column you wish to sort.

4. Continue to hold the shift key while you click on additional column headings until the appropriate
arrow appears. This column will sort within the confines of your previously sorted column.

5. You may sort as many columns as you like.

How do I remove sorting?

Click on any column headers with sorting arrows until the arrow disappears completely. For ascending
columns, that is two clicks. For descending columns, that is one click.
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Selecting a different item in a drop down list
-Option 1-

1. Click on the down arrow to the right of the field

2. Scroll to find the item you want to use

3. Click on the item you want and it will be displayed in the
field window.

-Option 2-

1. Tab or click into the field
2. Begin typing the name of the item

e The letters you enter will be compared to the existing list
of activities and as the typed letters match any/all entry
in the list you'll see the possible matches. As you
continue typing, the options will be further limited to
match the typed letters.

e Once you see the item you wish, you may continue
typing until it is the only option listed or use the down
arrow to highlight the item you want and then press the
Tab or Enter key to select that item.

Student: Katie - &
Goals: Choose Goals
Subject: At - |
Course: - |
Activity: lead| - “')'
Read
. -
Resource: Read-Aloud -
Location: Reading - |
Page/Lessn/Chap: Kesearch
Research Paper
Topic: Review
Oiie: Review List

Figure 332 - Selecting a different item in a
drop down list

e This option is only available for fields which have the pencil icon button.

Column Order and Size

¢ You can change the order in which columns appear in each of the grids, even choosing to —

hide columns that you don’t need. Some columns can be hidden by turning off options in the L"d
Tools: Options window.

e There may be features you wish to use, but you don’t need/want to see those columns in Figure 333 -
the grid. To remove those columns, click the Choose Columns icon at the top of that grid. Choose

Columns Icon

Uncheck the box next to the column you wish to hide. Recheck the box to display the

column again.

e To change the order of fields in the grid, simply click and drag the columns where you want them.
Tracker will remember the order you have set until you change it again.

e To change the size of a field, click and drag on the column separator on the right side of the column
name. Move the bar left or right to collapse or expand the column to the size you want. Your column
resizing will be remembered until you change it again or until you click the Reset Columns button at

the top of the grid to reset the default values.

e If you make a mess of your columns, you can click the Reset Columns icon at the top of the grid

to reset the columns so that all columns are displayed and in their default order and at their (g? )]
default size. )

e Toreset all grids throughout the program at one time, click on Tools in the menu bar and then Figure 334 -
click on Reset All Grids. This will return each grid to its “factory settings”. All columns will be Resetigooriumns

displayed unless that feature was turned off in Tools: Options. Each column will appear in the

default order and at the default size. You can then visit each grid individually to customize the

view to your liking.
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1 Homeschool Tracker Plus (2008 et e
File New Tools Database Help

| MainMens | Swdent | Tescher | Maintenance | Repors |

Goals | Journal | Lesson Plans | LP Schedules | Weekly Planner | |

f ¥ [ @ Pan: Composers/Music - "'.-? _Md Save Submit ;
_ _ |

Subject: Al Subjects a4 Put the cursor over a

Course: | All Courses = separator bar and drag left |

or right to collapse or expand

Fler.  [Unllsed = s the column to the left.

Drag a column header here to group by that column. /--\__/ =
Plan Seq Order Custom  Goals Attachn)...+{5uppl Subject Title  Course Title  Activity Reso
Comp F; o) b 7 Music History Readi Gifto |
Composers... 1 0] | Music Theory Practice Maste

Figure 335 - Column separator bar

1 Homeschool Tracker Plus (2008 et e
File New Tools Database Help
| MainMens | Swdent | Tescher | Maintenance | Repors |
Goals | Journal | Lesson Plans | LP Schedules | Weekly Planner | |

A ¥ [7 @ Pan: Composers/Music - "'.-? _ Add Save Submit ;
Subject: All Eﬁe_ds - |
Course: Al Courses v |
Hiec Ho-Uisod z . Expanded column
Drag a column header here to group by that column. é =
Plan Seq Order Custom  Goals Attachments pplies  Subject Title | Course Title | Activity R
Comp F; o) [ FMusic History |Readi e |
Composers... 1 0] | [ Music Theory | Practice v
Figure 336 - Expanded Column
Keyboard shortcuts

When working in the grids, there are some Windows keyboard shortcuts that can assist you. These
consist of holding down the Control (Ctrl) and/or Shift key and another key as indicated.

e Cirl-a - Selects all the text in the field

e Citrl-c - Copies the selected text into the clipboard, leaving it in the original field as well

e Cirl-v - Pastes the text from the clipboard into the selected field. The text will also remain in the
clipboard until you copy something else to the clipboard, or close Homeschool Tracker Plus.

e Cirl-x - Cuts the selected text out of the selected field and places it in the clipboard

e Cirl-End - Moves the selection bar to the very last record in the grid you are viewing

e Cirl-Shift-End - Highlights all the rows from the row you start on down, through and including the last
row in the grid you are viewing

e Cirl-Shift-PageDn - An alternative method to highlight all the rows from the row you start on down,
through and including the last row in the grid you are viewing

e Cirl-Shift-Home - Highlights all the rows from the row you start on up, through and including the first
row in the grid you are viewing

e Cirl-Shift-PageUp - An alternative method to highlight all the rows from the row you start on up,
through and including the first row in the grid you are viewing.




Ctrl-Click

This is a method for selecting multiple non-contiguous items in a grid. This process allows you to highlight
items to be edited or deleted.

1. Click the first item you wish to highlight.

2. Press and hold the Ctrl key.

3. Click on the each individual record you wish to include in your selection. You may include as many
records as you like.

4. Release the Ctrl key.

5. You can now right-click over the selection to perform your desired action.

Shift-Click

This is a method for selecting multiple contiguous items in a grid. This process allows you to highlight
items to be edited or deleted.

Click the first item you wish to highlight.

Scroll, if necessary, so that you can see the last item you wish to highlight.

Press and hold the Shift key.

Click on the last record to be included. All the records between the first you chose to the last will be
highlighted.

Release the Shift key.

6. You can now right-click over the selection to perform your desired action.

el N =

o

Maintenance Lists

The Maintenance: Other Lists

There are nine lists found under the Maintenance: Other tab. They are: Activities, Assignment Locations,
Chores, Grading Scales, Journal Categories, Lesson Plan Names, LP Schedule Names, Resource
Locations and Resource Types. Adding, Editing and Deleting any of these items is virtually identical

Selecting a List

1. Click on the Maintenance tab and then the Other tab
2. Make your selection from the “Select Table to Edit’ drop down list.
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e ——— e |
" Homeschool Tracker Plus (2010-2011)

File Mew Tools Database Help
| MainMenu | Student | Teacher | Maintenance | Reports |
Library | Resources | School Info | Students | SubjectsiCourses | Years/Terms | Other

|| select Table to Edit: | Activiies | Fiter: |Active »| | A
Activity Assignment Locations
Activity Chores

g Grading Scales
BiERuieg e el Joumal Categories

Additional Reading | aezon Plan Names
Assemble Lapbook: LP Schedule Mames
Book Study Resource Locations
Resource Types

CD-ROM

Figure 337 - Maintenance: Other Lists

Adding Maintenance: Other Items

1.

2.
3.

Click the Add button at the top of the Maintenance: Other grid or right-click over the grid and choose
Add new.

Enter your new item name. It can be two or more words if you like

Click Save to add the new item to the list.

The Exceptions

Four of the Maintenance: Other lists have special entry fields or requirements — Assignment Locations;
Chores; Grading Scales and Lesson Plan Names.

Assignment Locations:

The default entry is Home. You can edit this to display a specific name for your Home location if you
like.

One Assignment Location must be designated as the Home location.

When you enter your new Assignment Location, you can designate it as “Home” by checking the box
on the Add/Edit Location form.

In the Home/Away style of the Time Spent/Sessions report, only “Home” or “Away” is displayed, not
the individual names created here. These names will appear in the Assignment Location drop down
field.

Location: |

[7] Make this the HOME location




Chores:

e When entering a chore, you can also enter directions for that chore which can be displayed on the
Daily Task List report.

e The Directions can be as involved as you like and in whatever format works for you — paragraph, list,
outline, etc.

= T 1

Title: |

Directions:

Figure 339 - Chore Add/Edit Window
Grading Scales:

1. In addition to creating a grading scale name, you'll want to add the particulars of your scale.
2. See Grades, Grading Scales, and Weighted Grading

Lesson Plan Names:

e Lesson Plan Names are the key to your lesson Plans. If you want to archive a Lesson Plan, you'll
actually archive the Plan Name in the Maintenance: Other lists.

e Along with a plan name you can attach goals to the plan, as well as set up your plan objectives.
These two areas are optional.

— =

Plan Mame:

Plan Objectives:

Defaut Goals:  Choose Goals

Save ] [ Cancel

Figure 340 - Lesson Plan Name Add/Edit Window




Editing Maintenance: Other Items

1.
2.
3.

Double-click on the item to be edited or right-click over it and choose Edit
Make whatever changes you like
Click Save to keep your changes; click the Cancel button to exit without saving.

Deleting Maintenance: Other Items

You may only delete Maintenance items which are not linked to any Assignment, Course, Field Trip,
Lesson Plan, LP Schedule, or Weekly Planner items. If the Maintenance item is attached to one or more
of these you need to:

Delete the linked Assignment, Course, Field Trip, etc. or
Assign a different Maintenance item to the linked item using Reclassify or
Choose to Archive the Maintenance Item rather than delete it (see below)

Click on the Maintenance tab, then the Other tab, and choose the list you want to work with from the

drop down list.

Right-click over the item you wish to remove and choose Delete... from the menu.

If the item is not being used anywhere in the program, you may delete it by clicking Yes in the “Are

You Sure?” box.

If the item is being used, the “Used By” window will appear.

e The list in the Table column will vary depending on the type of item selected for deletion.

e This tool allows you to see where the Maintenance item is being used.

e Double-click the “View” link to see the actual Assignments, Field Trips, Courses, etc. which are
linked to the Maintenance item you are wishing to delete.

e From the Used By-Reclassify Selected Items window you can choose a different Maintenance
item to replace the existing one. (See
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e Used By and Reclassify)
e When all linked items have been reclassified or deleted, you can then delete the Maintenance
item. Deleted items cannot be retrieved.

Maintenance: Other Right-Click Menu

The Right-Click menu is enabled when there is at least one item in the grid. You can right-click over an
individual item in the grid, or over multiple items using Shift-Click or Ctrl-

Click. Add New
Edit
e Add New brings up a blank Add window. Delete
e Edit is enabled for single item selection only and opens the Edit window Archive
for the item selected. Unarchive
o Delete:
: . I . Reclassify...
o For single item selection: Homeschool Tracker Plus will search the S
database for any items that have been attached to the selected i
Maintenance Item. You can then reclassify those items by choosing Figure 341 - Maintenance
a different Maintenance item so the original item can be deleted. Right-Click Menu

o For multiple item selection: only those of the selected Maintenance
items which have not been used anywhere with the program will be removed from the list.
o Deleted items cannot be retrieved.

e Archive allows you to deactivate the selected item. This will remove the item from the “Active” filtered
view in the maintenance list and from all appropriate drop-down lists, while maintaining its relationship
with all linked items.

e Unarchive allows you to reactivate previously archived items. This will return the item to the “Active”
filtered view in the maintenance list and to all appropriate drop down lists

e Reclassify is a special kind of Group Edit that lets you change the Maintenance item selection for
linked items. (See
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e Used By and Reclassify)
e Used By shows you where the selected Maintenance item is being used within the program.

Archiving Maintenance Items

As you move from year to year, or maybe even from semester to semester, there will be items that you
entered into Homeschool Tracker Plus that you may no longer need.

In order to preserve data integrity, you are not permitted to delete items which are linked to Assignments,
Field Trips, Courses, Lesson Plan or Weekly Planner items. When attempting to delete items, the Used
By window will indicate all linked items including those from previous school years. This can make it
difficult to easily find all the related items. Archiving provides a solution to removing items no longer
needed without compromising data integrity. You may choose to archive: Activities, Assignment
Locations, Chores, Courses, Goals, Grading Scales, Journal Categories, Lesson Plan Names, Library
items, Resources, Resource Locations, Resource Types, Students, Subjects, and/or Weekly Planner
items.

Archiving items accomplishes the following:

e |t keeps your maintenance lists manageable.

e It removes the items from the appropriate drop down lists.

e ltretains the link between the archived items and the Assignment, Course, Field Trip, Lesson Plan,
Resource and Weekly Planner items allowing you to continue to run reports at some time in the
future.

e |t leaves you the option to unarchive the item for future access.

What does Archiving really mean?
Example 1:

You have a Lesson Plan all worked out for your 5th grader’s math class. You spent time picking out
exactly the assignments you wanted him to do and the order in which to do them. You carefully added
detailed directions and notes to the Lesson Plan items.

Your younger child is only in 2nd grade and won't need this information for another few years. By
archiving the Lesson Plan, you can preserve all that hard work you did this year until Junior is ready for it.
At the same time, you won’t have to be sorting through those items every time you go to the Lesson Plan
screen.

Example 2:

You do your history on a rotating schedule and this year you did a lot of work on Greeks and Romans.
You have 50 different books, atlases, videos and other resources entered in the Resource grid.

In three or four years, when you get back around to this subject, you'll want to use those resources again.
For now, they're packed in a box to give you shelf space. Archiving gives you “shelf space” in
Homeschool Tracker Plus. You can archive all those resources now so they’re out of your way. Then
when you are ready for them again, you can reactivate them and not have to reenter them one by one by
one.
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Example 3:

One of your children has graduated. You do not need to see his info every time you use the program. But
by archiving his Student profile, you retain the ability to run reports for previous years’ data as needed at
some point in the future.

Archiving an Item

All items which can be archived are handled the same way.

1. To archive an item, go to its Maintenance page.

2. Click on a single item or use shift-click or ctrl-click to select multiple items. Right-click over the
selection and choose Archive from the menu.

3. When you leave the grid or change the grid filter from “active” to “archive only” the item will be
removed from the Active view.

4. Please Note: When you archive a Lesson Plan Name, you are archiving the entire Lesson Plan.

Archiving while Editing

In addition to the above method, you can also archive while editing Maintenance items. When in Edit
mode check the Archive box and then click Save.

Un-archiving an Item

All items which can be un-archived are handled the same way.

1. To unarchive an item, go to its Maintenance page.

2. Change the Filter to “Archive Only.”

3. Click on a single item or use shift-click or ctrl-click to select multiple items. Right-click over the
selection and choose Unarchive from the menu

4. When you leave the grid or change the grid filter from “archive only” to “active” the item will be
removed from the Archive Only view.

Spell Check

Homeschool Tracker Plus offers an English language spell-check dictionary for all Directions, Notes
and Journal fields throughout the program.

To Turn on the Spell Check Feature

1. Click on Tools in the menu bar and then Options, or press F3.
2. Under the General tab, check the box to Enable Spell Check
3. Click SAVE.
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{Generai | e | Attend: | Backups | Notifications ‘

Tabs

Initial Tab [Student' Assignments v ]

[] Hide Optional Student Tabs
[ Hide Optional Teacher Tabs

Colors
Grid Theme [TGHomeSoﬂ Vl

Enable Custom Student Colors  More information

Fitter Panel Position [Leﬂ

Studert List Sort Order [ Date of Bith

Start Time for Schedule

Enable Spell Check (English)in Motes and Directions

Mumber of recent databases to remember |5 &

Default Journal Font

Figure 342 - Spell Check Option
To Use Spell Check

1. Type into a Directions or Notes field. If you mistype, the misspelled or unrecognized word will be
underlined in red. If your screen display is set to 120 dpi the red line will run through the misspelled
word.

2. You can right-click over the misspellings to see the suggested corrections.

If you see the word you meant to type, click on it to change your text.

4. If the word was typed as you intended, you can click Add to Dictionary so that Homeschool Tracker
Plus will recognize the word the next time.

5. If the word is mistyped but you can’t find a suitable replacement in the suggested list, click Spell
Check to open the Spelling Errors Found window.

6. Select a word from the suggested list, or type your own entry into the Change To: field.

Click Change or Change All

8. To leave the word as it is, click Ignore Once, Ignore All or Add to Dictionary.

w

N
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Figure 343 - Spell Check in action

——

:Add Assignment -
8 @
Student: Katie - Date Given: July 1. 2010 E~
|| Goals: Choose Goals Date Due: July - 1,2010 @~
Subject: Christian Studies - Has Time
Course: - Start: [08:00 AM 14| End: 08:30 AM &
Activity: Hetny = Points Possible: 0.00
Resource: = Poirts Eamed: 0.00
Location: my Home - Time Spent: 0: 00
Page/Lessn/Chap: Sessions:
Topic: fos Hums Ic
—
Order: Completed e
Attachments: View/Edit Attachments Allow Reschedule
Supplies: View,Edit Supplies E
Directions: (displays on student assignment reports) Motes (displays only on Assignments: Combined format report): Ip
Type into a directions or notes field. F you mistype, the -~ -
mizspelled L.
word
wrote -
i<
wreng i <7y
wrangs 3
) Copy Use As New Delet Cancel
Add to Dictionary =i [ e J [ peee | )
Ignaore All
: 11 [katie [g:00 AM  [&:30 AM | 0|Art Appreciation |
Spell Check 25 2011 - 1 item(=)
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Used By and Reclassify

Supplemental video available on this topic

In Homeschool Tracker Plus it is easy to discover which items a Resource, Activity, Subject, Course,
etc. are linked to with the Used By feature. The Reclassify feature is a type of Group Edit which assists
you in changing a field across multiple types of items at once. The Used By and Reclassify features can
be utilized for the following types of items:

Item Type Used By | Reclassify § Item Type Used By | Reclassify
Activities X X Library Items X X
Assignment Locations X X Resource Locations X X
Chores X X Resource Types X X
Courses X X Resources X X
Goals X Students X

Journal Categories X X Subjects X X
Lesson Plan Names X X

The Used By Feature

1. In any Maintenance list that supports this feature, right-click on the item of your choice and choose

Used By.
2. The Used By window will list all the different types of items
i i i i Double-click any row to view the selected
which cou!d be assomat.ed with yo.ur selection. . ems. Chck the Redassity Al button to
e The View column will have a link for any Tables with change all items at the same time.
linked items View | Table
e The Table column will change based on the type of R view | Assignments
items selected View Courses
. . view Lesson Plans
e The Items column will show you how many connections LP Schedule ltems
exist. view Weekly Planner
3. Double-click on the View link to see the items that are
linked.
4. The Used By — Reclassify Selected Items window will
appear. | Redassify | |
e You can group the grid by any one or more column
headers

. Figure 344 - Used By Window
e Use the Collapse and Expand icons to

collapse/expand groupings.
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iy e I ==

AY | CheckAl | [ Uncheckal |

- Student |Subject... - | Course Title T Resource
| Subject Title : Art - 22 item(s)
*| Subject Title : English - 348 item(s)
=| Subject Title : History - 7 item(s)
Talitha  History
Talitha  History
Talitha  History
Talitha | History
+| Subject Title : Life Skills - 1 item(s)
| Subject Title : Math - 613 item(s)
*| Subject Title : Music - 3 item(s)

q |

Selected items will receive the following:
i - -y

Figure 345 - Used By - Reclassify Selections

5. Use Check All/Uncheck All buttons or check individual items to be
changed

6. Choose a replacement item from the drop down list.

7. Click the Reclassify button. A confirmation window will appear
e You need to confirm your selection by typing ‘yes’ in the Type Yes'to confim: |

notification box. You cannot disable this notification.

e Click Cancel to exit without making the changes.

8. All the selected items (checked) will be changed to have the new
selection.

9. When you click OK (or Cancel) you will be returned to the updated Figure 346 - Reclassify
Used By window. Repeat the process as needed for each different Confirmation window
table of items.

This operation can NOT be un-done.

The Reclassify Feature

Reclassify allows you to change the Subject, Course, Activity, Resource, Resource Type, Assignment
Location, Resource Location, Journal Category, Lesson Plan Name; Library Items and/or Chore for all the
items it is attached to at once.

For instance, let's say you want to delete the Activity called “In-Class”. You can choose Reclassify from
the Activity right-click menu and in one simple step change all items that have “In-Class” as an activity to
a different activity and then delete “In-Class”. Without Reclassify, you would need to go in and Group Edit
each individual table and make your change which can be a lot more time-consuming.




1. Go to the Maintenance list you want to work with and right-click over the item you wish to change
and/or delete.
2. Choose Reclassify.

T TS

You are reclassifying related items in the databse that use the following Activity:
In-Class ¢—— The item you are changing

Click on a row in the grid below to choose the new item: Original Item Is Used In:

Description Table

Additional Reading ; Assignments
Assemble Lapbooks Courses

Class Discussion Lesson Plans
Class Lecture LP Schedule ltems
Classwork with Mom Weekly Planner
Co-op Class

Co-op Class

Debate

Diagram Sentences
Discussion

Drawing

Exam

Exercise

Final Project

Final Test
Homework
Introduce List
Journal

[¥] When finished, delete: In-Class

Figure 347 - Reclassify window

e The item you're reclassifying is listed at the top of the window
e The table listing on the right side will show you how many Assignments, Courses, etc. are linked

to the item you wish to change. FH e m_ ===
e You will not be able to individually view the connected i !
items. If you wish to view the individual items, click the ST ovmestion Can NO T bis Usiclane:

Cancel button and then right-click over the Maintenance
list item again and choose “Used By”

3. Choose a new item from the list. The original item will not be
an option on this list.

4. The default settings will cause the original item to be
deleted after the Reclassify process has finished. Uncheck Figure 348 - Reclassify
the box if you want to keep the original. Confirmation window

5. Click Reclassify to make the change as indicated; click
Cancel to exit without changing anything.

6. You must confirm the changes you are about to make by typing ‘yes’ in the confirm window.

Type 'yes'to confim:




Rescheduling

Supplemental video available on this topic

When we homeschool, life sometimes takes over our schedule in unexpected ways. The Reschedule tool
allows you to bump assignments forward or backward as many days as necessary. This alleviates the
need to go in and manually change a large number of individual items. Assignments can be rescheduled
for one or more students and for one or more Subjects/ Courses/Activities/Resources at a time.

Things to keep in mind:

e Assignments which have been marked as Completed will never be moved.

e Only assignments with a check next to "Allow Reschedule" will be moved. This is the default condition
of assignments when created.

e |tems with an activity of “Field Trip” will not be moved. If you need to change the date for a field trip,
you must edit the trip entry directly. See Field Trips for more information.

e ALWAYS backup your database before rescheduling in case you change your mind.

Setting Reschedule Options

1. Click on Tools in the menu bar, and then click Reschedule to open the Reschedule Options window.

rrRest:hlecll.ale Options :

| Choose incomplete assignments to move = New starting date for first assignment

Starting Date Due: March 17,2009 O~ First New Date Due:  March 24,2009 [~

Ending Date Due: March 20,2009 [~

Reschedule method

Additional filter options o Automatic: Tracker will move selected items to the

~ next available date
All Students
All Subjects Use LP Schedule: Tracker will follow patterns from
= the LP Schedule you designate for each student
All Courses
e -, Manual: Tracker will move items using the
AR Eaned pattern selected below
All Resources
(")

Do you want to skip over special days?
[¥] skip Scheduled Holidays

[V] Skip Absent Days
[¥] Skip Non-School Days

Figure 349 - Reschedule Options
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Set a starting and ending date range. This will begin the selection for which items you wish to move.
The Starting Date Due will default to the current date; the Ending Date Due will default to the end of
your active school year.

In addition to the date range, you can further refine your selection of items to be moved using the

Students, Subjects, Courses, Activities and Resources filters. Use these to select specific items in

any one of the filter areas.

Choose to have the reschedule process skip scheduled Holiday/Vacation/Other days; Absent days;

and/or Non-School days. The default settings will cause these dates to be skipped during the

Reschedule process and no assignments will be placed on those days.

New starting date for first assignment:

e Choose the date you want to begin moving items to. This will be the new Date DUE for the first
assignment moved.

e The Reschedule process does not change the Date Given unless you are moving assignments
into the past, in which case the Date Given is changed as necessary so that the Date Due will
never precede the Date Given.

As you make your selections, the bottom of the window will display the number of assignments which

will be included in the move.

Reschedule method: Choose how you would like Homeschool Tracker Plus to perform the

reschedule process.

e Automatic: Homeschool Tracker Plus will methodically move items from an old date to a new
date, starting with the new first date due you've indicated. Holiday, Absent and Non-School days
will be skipped as indicated in the options window. However, no existing patterns of assignments
will be acknowledged or followed. For instance, if you have Science only on Tuesdays and are
rescheduling for less than 7 days in the future, Science will not necessarily end up only on
Tuesdays in the Rescheduled list of assignments. Tracker will do its best to keep the same
number of days between assignments. So if you're rescheduling Friday and Monday items and
your new starting date is Tuesday, Friday’s items will go on Tuesday and Monday’s items will be
moved to Friday — to maintain the same 4-date gap as before. [Fri, (Sat) (Sun) Mon becomes Tue
(Wed) (Thur) Fri]

e Use LP Schedule: This option allows you to select a previously created LP Schedule for Tracker
to use as a guide when moving items. Beginning with the first date selected, Tracker will follow
only the entries on the selected LP Schedule when determining where to place the moved items.
Assignments without a match on the LP Schedule will appear in the Preview screen with:

0 a blue background

0 the “OK” box unchecked and disabled

o the new Date Due field blank

0 To create these items as assignments, you'll need to edit your LP Schedule to contain a
matching reference, or choose a different LP Schedule to use for submission.

e Manual: This option allows you to designate specific days of the week on which to book the
selected assignments for reschedule. You may choose Selected Days; set a 2-week pattern; or
choose Every Other Day. When using the “Manual” option, Tracker will place your first day items
on the first new date due. The next day’s item from your selection will be placed on the next
available date, and so on. There will be no gaps in date usage. The “Manual” option is your best
choice in most cases, especially when rescheduling items backwards (to an earlier date than their
original date due).
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Make It Fit On or Before

When you choose the Manual reschedule option, you have an additional feature available to you. Check
the box to “Make it fit on or before” and enter a date. The effect of this choice is to make all of the
rescheduled items fit between the “First New Date Due” and the “Make it fit” date you just entered.

Without this choice selected, Homeschool Tracker Plus will continue to move your items into the future,
even it that puts them beyond the Active School Year. With “Make it Fit” you can force the items to be
rescheduled on dates within the Active School Year. Items that were previously on different dates may be
rebooked onto the same date in order to meet the parameters of your settings.

The Confirm Rescheduled Assignments Window

After you set your options, Homeschool Tracker Plus provides a preview to the changes that are about
to be made to your selected assignments. This is an important step in the Reschedule process as it
allows you to make changes or cancel the reschedule prior to committing those changes to the
Assignment grid.

1. After setting your Reschedule options, click PREVIEW to open the Confirm Rescheduled
Assignments window.

[ S— ]
% Confirm Rescheduled Assignments | -.—_-.-EI- ﬂ

A Y E @ | CheckAl | [Uncheckal | [ Submt || Cancel |

-

=l 0ld Date Due : Monday, March 30, 2009 - 3 item(s)

W iKatie Manday, March 30, 2009 Friday, April 3, 2009 Math Saxon 6/5 Exercise

V¥ Katie Maonday, March 30, 2009 Friday, April 3, 2009 Geography Middle Eastand... {Reading

v | Katie Maonday, March 30, 2009 Friday, April 3, 2009 Geography Middle Eastand... |Reading
:_l 0ld Date Due : Wednesday, April 01, 2009 - 5 item(s)

v | Katie Wednesday, April 1, 2009 Monday, April 6, 2009 Math Saxon 76 Classwork with...

v Katie Wednesday, April 1, 2009 Monday, April 6, 2009 Geography Middle Eastand... | Mapping

¥ Katie Wednesday, April 1, 2009 Maonday, April &, 2009 Math Saxon 76 Classwork with...

W iKatie Wednesday, April 1, 2009 Monday, April 6, 2009 Geography Middle Eastand... | Reading

v | Katie Wednesday, April 1, 2009 Monday, April 6, 2009 Geography Middle Eastand... | Reading
:J 0ld Date Due : Thursday, April 02, 2009 - 2 item(s)

v | Katie Thursday, April 2, 2009 Tuesday, April 7, 2009 Geography Middle Eastand... | Reading

v | Katie Thursday, &pril 2, 2009 Tuesday, April 7, 2009 Math Saxan 76 Classwork with...
21 0id Date Due : Friday, April 03, 2009 - 1 item(s)

i v ikatie i Friday, April 3, 2009 {Wednesday, April 8, 2009 | Math | Saxon 76 | Classwork with...
2] 0ld Date Due : Monday, April 06, 2008 - 1 item(s)
| W Katie iMonday, April 6, 2009 | Thursday, April 9, 2003 i Math | Saxan 76 | Classwork with...

i 0ld Date Due : Tuesday, April 07, 2008 - 1 item(s)

W Katie i Tuesday, April 7, 2009 | Friday, April 10, 2009 i Math | Saxon 76 Classworkwith.. |
< i

Figure 350 - Confirm Rescheduled Assignments Window

2. You can see the Old Date Due and the New Date Due, which will help you verify the items before
submitting the changes to the Assignment grid.

3. The default grouping is by Old Date Due. You can change the grouping to whatever suits you by
dragging off the old header and dragging the new column title into the header area. Homeschool
Tracker Plus will remember those settings the next time you reschedule.

4. You can use the Choose Columns icon to select which columns are displayed in this view.
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9.

You can uncheck any assignment you do not wish to change by clicking the OK box for that item. You

can replace the checkmark in the same way. You may also use the Check All/Uncheck All buttons.

You can change the New Due Date value for any assignment. Click in the cell and use the drop down

calendar to select a new date. Click anywhere else on the grid to preserve the date you have chosen.

e Warning: Be careful you do not move an assignment to a vacation or other non-school day. The
program has already checked for this, but will not override your changes here.

Once you are content with the confirmation page, click the Submit button. If you decide not to perform

this reschedule, click Cancel to be returned to the Reschedule Assignments menu.

A pop-up will appear when rescheduling is complete. If you are moving a large number of

assignments, it may take a minute or two. The green progress bar will let you you're your changes

are being processed.

Click OK.

Rescheduling from the Student: Assignment Grid

Supplemental video available on this topic

Homeschool Tracker Plus allows you to select your items to be rescheduled directly in the Assignment
grid area.

ok wbdE

7.
8.
9.
10.

Click on the Student tab, and then on the Assignments tab

Set the Student, Subjects, Courses and Filter drop downs as desired.

Choose a date on the calendar, click and drag over a range of dates, or choose All Dates.

Use Shift-click or Ctrl-click to select the items you wish to reschedule

Right-click over the selection and choose Reschedule

The Reschedule Options window will appear with the Starting/Ending date fields and the Additional
filter options disabled. These options have been set based on the items you selected in the grid.
Select which types of days you would like to skip over

Set your First New Date Due

Choose your Reschedule method

Click Preview and continue as above.

Topics

Topics are an optional feature. Some facts about Topics:

A Topic is a short description of the material covered in the lesson.

The Topic field can hold up to 100 characters.

A Topic can be edited directly in any grid in which it appears.

A Topic can be displayed or hidden on any grid using the Choose Columns icon.

A Topic can be edited in the Group Edit window for any grid in which it appears.

When included in the Assignments Report, Topics give your student an insight into the subject matter
to be covered in the day’s lessons.

In the Scope & Sequence report, Topics allow you to show some detail of what was studied in each
discipline. You can generate Scope & Sequence for assignments (complete or incomplete or both) or
from a Lesson Plan. See Reports: Scope & Sequence for more details.
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Security

Homeschool Tracker Plus allows you to set up Access Privileges for multiple users. You can use the
Security feature to give program access to some or all of your Students, while limiting the items they can
view and edit. This is an optional feature of Homeschool Tracker Plus.

Enabling the Security Feature

1. Click on Tools in the Homeschool Tracker Plus menu bar.

2. Choose Security from the list. The Security Options window will appear, showing the current settings
for all Students.

3. Check the Use Security Options box to turn on the security feature.

Use Security Options

Change Master

Katie
George
Jean
Talitha
Thomas

| PW | AF | DateGiven | DateDue | Date Complete | Pis | Time Spent/Sessions | Library |

Figure 351 - Security Options

4. Only the Teacher will be able to access the Security Options page.
5. If you leave the options at this point, the following will be in place:
e An additional splash screen appears upon opening Homeschool Tracker Plus listing Teacher
and NO Students.
e The Teacher retains full access to the program.
e No Student will have access to the program.
e As you grant access to Students, their names will be added to the Choose User splash screen.

Using the Security Features

e If you have security turned on, you will be presented with the Log In to Homeschool Tracker screen.

e This screen will only list Teacher and any student who has been enabled with the Allow Access
feature.

e Click on a user’s name in the list provided.

o |If a password is set, you will see the password prompt

¢ While using the program with security enabled, you can switch from one user to another by selecting
File: Login.
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Fal ™
TR

Click on the user's name belowto login

Figure 352 - Security Log In

Security Level: Master Password

e This feature lets you set a master password, used by the teacher, each time you log in.

e If you do not share the password information, none of your students will have access to the program
unless you “Allow Access” for them (see below).

e Students should not be allowed to use the master password.

e You can assign individual passwords to students if you wish (see below).

e The program ships without a Master Password and with security options turned off.

Setting the Master Password

1. Click on Tools: Security

With the Use Security Options box checked, click on the “Change Master” button.

3. Enter the new Master Password. The actual symbols you type will appear
(as opposed to asterisks).

4. Re-enter the new password. Write it down somewhere safe or commit it Enter new master password here:
to memory!

5. Click OK to keep the new password; click Cancel to exit without changing
the password.

6. When you've set the Master Password option, the Choose User splash
screen will appear with Teacher and any other students who have been
allowed access.

7. Click on Teacher and enter the password when prompted. Figure 353 - Change

8. Passwords are not case sensitive. Master Password

N

Retype new master password here:
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Security Level: Allow Student Login (cait securty paviea=s SN )

You can allow access, or deny it, to any of your Student: Taltha

students. By default, all students are denied access. Alow Student Login

A“OWIng access gives the student the ablllty to |Og n By choosing "Allow Student Login’the student will automatically have access to

to the Homeschool Tracker Plus program. For any | view and mark "I'm Done" on assignments, view field trips and attendance and
| have full access to the reading log, memorization tasks and student joumal. Use

student to whom you have granted access, the the checkboxes below to grant ADDITIONAL privileges.

following privileges can also be granted independently

of each other: User Passwords, Change Any [ Password Required

Assignment Field, Change Dates, and/or Change [C] Can Change Any Assignment Field or Add New Assignmerts

Points Earned.

[ Can Change Date Given

When a student is logged in to Homeschool Tracker [T Can Change Date Due

Plus, the Teacher and Maintenance tabs are removed [C] Can Change Date Complete

from view. The Tools, Database and Help menus are [C] Can Change Points Possible and Eamed
disabled. The Student drop-down lists are disabled as Can Change Time Spent/Sessions
well, insuring that the Student can only view or edit his [F] Can Change Library kems

own assignments. The Title bar will show you which
student is signed into the program.

Allowing Student Login
Figure 354 - Edit Security Privileges
1. Click on Tools, then Security...
2. Double-click on a Student
3. Check the “Allow Student Access” box.
4. Click OK

Students who have access can:

e view their own assignments

o mark their own assignments as complete via the “I'm Done” field.
o view field trips

e view attendance

o fully access the Memorization, Reading Log and Agenda grids

o fully access the Reports tab

Students who have access cannot:

e view anything under the Teacher or Maintenance tabs
e change dates, grades, or any other fields in assignments other than the “I'm Done” field
e view other students information

Removing Student Login

Click on Tools, then Security...

Double-click on a Student.

Uncheck the “Allow Student Access” box.

Click OK to keep the change; click Cancel to exit without saving.

PODdPE
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Security Level: Student Passwords

You can choose to create individual passwords for each student with access. If you choose not to do so,
any student with access can sign in as any other student with access simply by clicking on that student’s
name.

Setting Student Passwords

Click on Tools, then Security

Double-click on a student.

Check the box for Password Required.

Enter the password of your or the student’s choice.

a. Each student security record can have a password or not, as you choose.
b. Each student may have a unique password or not, as you choose.

5. Click OK.

pODdDPE

Security Level: Change Any Assignment Field

When a student is granted access to Homeschool Tracker Plus, he is allowed to mark assignments
complete and enter Completion dates. With the “Change Any Assignment Field” privilege turned on, he
can edit any and all fields of an Assignment: Subject, Course, Activity, Points, Dates, Completion, etc. If
you grant this privilege, the privileges of Change Dates and Change Points are automatically enabled as
well.

Security Level: Change Dates
You can individually choose to give your student access to the Date Given; Date Due and Date Complete

fields so that they can enter or change those values for an assignment. The Date Given option is only
enabled if the Date Given field is in use.

Security Level: Change Points

This privilege allows the student to enter their own Points Possible and/or Points Earned for any
assignment.

Security Level: Change Time Spent/Sessions
This privilege allows the student to enter their own Time Spent and/or Sessions for any assignment.
Security Level: Change Library Items

This privilege allows the student to add new Reading Log items by adding a new item to the Library from
the Add Reading Log Item window.
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More Information about Your Database

Restoring Your Database
You might find you need to restore your database due to a complete computer failure, to install
Homeschool Tracker Plus on a new computer or to restore a previously backed up copy of the

database after making changes to the existing database that are too numerous to delete individually.

The Process

1. Insert your flash drive or other device where the backup is stored into the appropriate drive.

2. Copy the database file from the backup location to a location on your hard drive. Be sure you make a
note of the location where you copy the file.

3. Open Homeschool Tracker Plus.

4. Click on Database in the menu bar.

5. Click on Utilities.

6. Click on “Point Tracker to an existing database file.”

7. Click the Continue button.

8. Point to the new location. Click Open.

9. The database in use will change to the one you have selected.

10. Click OK.

Starting Over with a Fresh Database

There may be a time when you want to start over with an empty database. This will not overwrite the
database file already in use. It simply creates a new blank file for you to use.

Click on Database.

Click on Utilities.

Choose “Create a new (empty) database file.”

Click the Continue button.

Type in the location where you would like the new database created, or click the Choose Folder link

to point to a location.

a. From there, you can then click the Make New Folder button to create a new folder in the location
of your choice.

b. Type in the name of the folder.

c. Click OK.

6. The default new file name is HSPlanner2. You may name it anything you would like. Homeschool
Tracker Plus will automatically attach the .mdb file extension.

7. You will not be allowed to create a new file in the same location as your old file with the same name.
This is a precaution to keep you from accidentally destroying your data file.

8. Click the CREATE FILE button.

9. Homeschool Tracker Plus will restart with a clean, empty database. You will need to re-enter your
School Info, Students, Subjects, Courses, etc.

10. Databases cannot be combined.

oD
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Pointing to Your Database

Open Homeschool Tracker Plus.

Click on Database in the menu bar.

Click on Utilities.

Click on “Point Tracker to an existing database file.”

Click the CONTINUE button.

Point to the new location. Click OPEN. The database in use will change to the one you have selected.
Click OK.

Noos~whRE

Sharing Your Database across a Network

The License agreement that comes with Homeschool Tracker Plus allows you to install the program on
multiple computers in the same household. To access the database from all computers on the home
network you have set up, the database file must be kept in a shared directory. If one computer is always
on, this is the place to create the shared directory.

1. Install Homeschool Tracker Plus on each computer in your personal home network. Be sure you
have the same version of Homeschool Tracker Plus on each computer in the network. Open
Homeschool Tracker Plus on each machine in turn and run the following steps.

Click on Database in the menu bar.

Click on Utilities.

Choose “Point Tracker to an existing database file.”

Click the CONTINUE button.

Point to the new location. The database in use will change to the one you have selected.

Click OKk.

NoOakr~wN

Note: To use Homeschool Tracker Plus on non-networked computers in your home, you may want to
consider using a USB drive (flash/thumb drive) as your primary database storage location. You can then
easily move from one computer to the other with all of your data. If you do this, you'll want to be sure to
have a backup of your database somewhere besides this drive.

Zipping/Compressing Your Database

Compressing a file — or zipping as it's commonly called — is a process of making your file smaller. This
makes it easier to email the file, and of course, it takes less space on storage media. If you're having
trouble with your database and request support, we may ask to see the file. You'll be asked to zip the
database file before attaching it to an email to support@homeschooltracker.com.

How do I Zip my Database?

Open Homeschool Tracker Plus

Click on Database in the menu bar, and then click on Backup.
Make a backup to your DESKTOP

Right click on the file on your desktop (HSPlanner2.mdb)
Choose “Send to: Compressed (zipped) folder”

A new file will be created in that location with a .zip file extension
Attach it to an email to support@homeschooltracker.com

Nooo,rwdE
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Reinstalling Homeschool Tracker Plus

The License agreement that comes with Homeschool Tracker Plus allows you to install the program on
any computer you own, and to reinstall the program on any of those computers as needed throughout
your homeschooling career.

Use the information you received at the time of purchase to access the special link on our website to
download and install the current version of the program. If you have misplaced that information, send an
email to support@homeschooltracker.com which includes your full name, mailing address and registered
email address and we will send you the details you need.

Automatic Backups

Homeschool Tracker Plus creates an automatic copy of the current database each time you close the
program. These copies are kept in a folder called “AUTOBACK” in the same directory where your
database is stored. You should not rely upon these backups as your sole means of securing your data.

You can choose how many different automatic backups are made before they begin copying over the old
ones. The default setting is for 5 automatic backup copies. You can turn off this feature in Tools: Options
(F3) under that Backups tab. Uncheck the box to “Copy to Autoback Folder every time you exit”.

,

| General | Assignments | Attendance | Backups | Notifications |

[7] Remind Me To Make Backup

F

When Program Ends

Copy to Autoback Folder Every Time You Exit
Number of Autoback Fies (5 [2]

Figure 355 - Autoback Option Settings
To change the number of automatic backup copies

1. Click on Tools then Options, or press F3

Click the Backup tab

3. Use the spinner to adjust the Number of Autoback Files to be created before overwriting the oldest
file.

4. Click Save to keep your changes; click Cancel to exit without saving.

N

Identifying Autoback Files
Autoback files are named for the exact date and time they were created in the following format:

yyyymmdd_hhmmss.bkp
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Where y = year; m = month; d = day; h = hour; m =minute; s = second (using military time). Therefore, an
auto backup made on March 5, 2007 at 1:54 pm exactly would have a file name of
20070305_135400.bkp.

To Restore Your Database Using an Autoback File

1. Locate the AUTOBACK file you'd like to restore.

2. Make a copy of the file to a different location. You can move it anywhere you like but it must be
moved out of the Autoback folder.

3. Rename the file to anything you like. Be sure to use the .mdb file extension.

4. Click on Database in the Tracker menu bar and the click on Utilities and choose ‘Point Tracker to an
existing database file’ and click Continue

5. Locate the file you have renamed and double-click on it to set the Tracker pointer to that file.

The Homeschool Tracker Plus Menu Bar

File Menu

T Homeschool Tracker Plus (2008-2009)

I New Tools Database He_lp_

New Database... Maintenance | Reports

Open Database...

Recent Databases »
| ogin.

| Exit Alt+F4

Figure 356 - File Menu

e New Database: Create a new, empty database and start over. Your original database will be
preserved in its current condition.

e Open Database: Point to a database file that you want to use.

e Recent Databases: Maintains a list of the last database you used. You can set the number of files
that Homeschool Tracker Plus will remember in Tools: Options: General

e Login: becomes enabled when you have Security features turned on. Click Login to change users.

e Exit: close the program.
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New Menu I Homeschool Tra ker Plus (2008-2009]

File | Tools Database Help
You can use the links in the New menu to open the [ ™a g Assignment.. FS  btemance. | Reports |
add/edit window to add a new Assignment; Appiiiment/Chies F8
Appointment/Chore; Field Trip; Holiday/Vacation/Other I Feki s e
day; Lesson Plan Item; Memorization Task; Reading Log Holiday/Vacatior.. F
Item or Resource' Lesson Plan Item... F10
. . . . | Memorization Task... F11
Alternatively, the Function keys listed will open the Em_onza on e
. L Reading Log... F6
designated add/edit window.
Resource... F12
Tools Menu Figure 357 - New Menu

File New Database Help _
| Main Mend N Import/Export Reports

Reschedule...

Options F3
Security

School Year Calculator

Borrowed Items Due

Recalculate Present...

Recalculate Time Spent...

Reset All Grids

Switch School Year 4
Timer F4

Figure 358 - Tools Menu

e Import/Export: Opens the Import/Export menu from which you can choose to import or export
Lesson Plans, Goals, Library Items and/or Holidays. (See The Import/Export Tool)

e Reschedule: Use the Reschedule feature to move assignments forward or backward in time. (See
Rescheduling)

e Options: Open the Program Options window. You can also open the Program Options window by
pressing the F3 key. (See Program Options (F3))

e Security: Access the program’s security features and set up user passwords, and limit access as
desired for your students. (See Security)

e School year Calculator: This tool will walk you through the process of creating a school year,
selecting your School Days, setting Terms and setting up Holiday/Vacation/Other. (See Adding a
School Year using the School Year Calculator)

e Borrowed ltems Due: Generate a list of borrowed Library items that are due to be returned within a
specified date range. (See Borrowed ltems)

e Recalculate Present: Clicking this button will create an audit of all completed assignments in the
current school year and update the attendance calendar with “Present” as appropriate. You may run
this option whenever you choose. You may use it to update your attendance records even if you
choose not to activate the Auto-Attendance option. (See Attendance)
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e Recalculate Time Spent: This option will audit the database for assignments which meet the
parameters you set: date range; completion status; students; subjects; courses; activities and/or
resources. (See Using Time Spent)

e Reset All Grids: This option allows you to reset the column width and column order for all
Homeschool Tracker Plus screens. There are customize and column reset icons on the individual
grid headers. Using those reset icons will only affect the screen you are viewing at that time.

e Switch School Year: Switch from one school year to another by choosing a different year from the
list. The chosen year will become the new Active School Year along with its associated terms. You
can switch back and forth between years at any time, from any screen.

e Timer: Opens a Timer window. (See Assignment Timer)

Database Menu

'_L_’_‘J Homescl'_lool'T :
File New Tools _ Help _
| Main Menu I Sty LS Backup... lintenance Reports

Utilities

Figure 359 - Database Menu

e Backup: The very important backup process begins here (See Securing Your Data with Backups)
e Utilities: Choose to create a new (empty) database or point Homeschool Tracker Plus to a different
database from the one you are currently using.

Help Menu

I Homeschool Tracker Plus (2008-2008]

File New Tools Database

| MainMenu | Student | T Index ||
Getting Started
Check For Updates

Technical Support

About

Figure 360 - Help Menu

e Index: brings up the Help File. You can also access this via the F1 key.

e Getting Started: opens a “Welcome to Homeschool Tracker Plus” window with some getting
started tips

e Check for Updates: use this feature to update your program to the latest version. You'll need to
know your download code and download email. This requires an open and available internet
connection.

e Technical Support: takes you to the Support page of the Homeschool Tracker website. This requires
an open and available internet connection.

e About: Shows you the version of Homeschool Tracker Plus you're running
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The Help File

You can access the help file by pressing the F1 key from anywhere in the program, or by selecting Help |
Index... from the menu bar.

Contents

e The Contents list is sorted alphabetically and has one topic heading for each feature of the program.

e Click on the plus sign next to a topic heading to expand the topic and read individual sections. You
can also move through the topics by clicking the left and right arrow keys in the top right of the Help
screen.

e The entire topic will be one single file and can be printed as such using the print button at the top of
the Help window.

¢ If you want to print out all topics at the same time, we recommend you download the User Manual
from our web site, http://www.homeschooltracker.com/support.aspx

T IR
T i

Hide F'nnt Options

Conterts Iudexl Searchl Favorites | H hool Tracker Plus | H

»

= ([ The Help File

e[ Conerts

Search

Favortes

[7] How do | Get Additional Assistance?

@ The Homeschool Tracker Plus Menu Bar i

[ Bam The Help File

New Menu

[2] Tools Meru You can access the help file by pressing the F1 key from anywhere in

Database Menu the program, or by selecting Help | Index... from the menu bar

Help Menu
@ Getting Started Contents
Q An Overview of the Homeschool Tracker Plus Tabs

Q Personalizing Homeschool Tracker Flus
Q Your Datzbase » The Contents listis sorted alphabetically and has one topic

@ Program Cptions (F3) heading for each feature of the program
@ Using the Grids

by TGHomeSoft

m

5 : Click on the plus sign next to a topic heading to expand the
@ Matching Your Homeschooling Style tapic and read individual sections. You can also move thraugh
@ Subjects, Courses and Activities the topics by clicking the left and right arrow keys in the top
@ Agenda right of the Help screen.

@ Assignments
Q Assignment Timer The entire topic will be one single file and can be printed as
@ Attachments such using the print button atthe top of the Help window.
Q Attendance

Q Bomowed tems Reminder
— ol

If you want to print out all topics at the same time, we
recommend you download the User Manual from our web site,

Ao mednd akhous

Figure 361 - Help File Contents

Search

You can use the search feature inside the Help File to list all topics containing the word or phrase you
enter in the search box. As with all text searches, the usefulness of this search depends on the quality of
the phrase you enter. If you are too specific, such as "where am | supposed to enter grades" you may get
no results. If you are too general, such as "grade" you may get results that have nothing to do with what
you are looking for.
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Hide Back Print ~ Options

| Contents | index | Search | Favortes| | He hool Tracker Plus ‘ |;|

Type in the keyword to find: by TGHomeSoft

|ﬂgenda

Select Topic to display: L ge nda

The [REREE is a graphical representation of the work your studentis
Agenda Report
T to accomplish. Each Active Student in your database will have his own
e siiic NonesCon ek i) izs % page. You can view one student at a ime; all students side by
Assignments side; or any selected students you choose
Chores

Daily Task List Report You can create Appointments and Chores for any student. You can
Field Trips also choose to display Assignments; Attendance; Field trips;

Field Trips Report Holidays; Journal notations; Memorization ltems; Reading Log items;
Memorization kems and Term start/end dates from other areas ofthe program. You can
Persanalizing Homeschool Tracker Plus turn off the tab in Tools: Options: General.

Program Options (F3)
Reading Log If you do not use the Star/End times feature for your Assignments, you
Securty may notfind the JEEIEE view to be very useful.

The LP Schedule
The Display

Access the [EEIEE by clicking on the Studenttab and then the [EEIEE
tah

Figure 362 - Help File Search

1. Enter a word or phrase in the keyword box

2. All documents containing your selected keyword or phrase will be listed in the Select Topic to Display
window.

3. Double-click on any title to view that document.

4. Your selected keyword or phrase will be highlighted in blue in the document window each time it
appears.

5. To clear the blue highlighting, click the Options icon at the top of the window and then click Refresh,
or press the F5 key on your keyboard.

Favorites

If you find yourself returning to the same Help page, you may set it as a Favorite so that you do not need
to search for this topic each time you open the Help File.

With the Help page displayed, click on the Favorites tab.

The title will appear in the Current Topic box.

Click ADD to include this item in your list of Favorites.

When you have multiple items in your Favorites Topic window, use the Display button to view the
highlighted topic.

5. Click once on a topic and click the Remove button to remove the item from your Favorites list.

PoObdE
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Hide  Back Print  Options

C""temsl '"dal Search| Favortes | Hc 100l Tracker Plus | |E‘

Topics:
Chores
Securty

by TGHomeSoft

Agenda

The Agenda is a graphical representation of the work your studentis
to accomplish. Each Active Student in your database will have his own
Agenda page. You can view one student at a time; all students side by
side; or any selected students you choose.

You can create Appointments and Chores for any student. You can
also choose to display Assignments; Attendance; Field trips;
Holidays; Journal notations; Memorization ltems; Reading Log items;
and Term start/end dates from other areas ofthe program. You can
turn off the Agenda tab in Tools: Optiens: General.

If you do not use the StartEnd times feature for your Assignments, you
may notfind the Agenda view to be very useful.

The Agenda Display

Access the Agenda by clicking on the Student tab and then the Agenda
tah

Figure 363 - Help File Favorites
How do I Get Additional Assistance?

We want to provide the best customer service possible to our customers. To that end, there are a number
of ways for you to get additional assistance with any questions you may have about the program.

e Training Videos - We've made a number of short videos that will walk you through some of the more
involved features of Homeschool Tracker Plus. You can find them a link to them here:
http://www.homeschooltracker.com/support_plus_videos.aspx

e Email us at: support@homeschooltracker.com

e Visit our Homeschool Tracker Discussion group to ask questions and share ideas with the developers
of Homeschool Tracker and with other users: http://forum.homeschooltracker.com

e Use the ‘Ask Live!” button on the website to initial a live chat window with one of our support staff.

ASHK LIVE!

CHAT ONHLINE

¥
CLICK HERE TO CHAT m
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Glossary of Homeschool Tracker Terms

Active School Year — The Year that is currently controlling which items are visible in the various areas of
the program. Only one year may be active at a time. You can change your Active School Year at any
time in Maintenance: Years/Terms or from the Tools: Switch School Year menu.

Activity — a short description of the type of work to be done in the assignment e.g. Lesson, Test,
Reading, Worksheet, etc. When using weighted grading, weight is assigned to each Activity within the
Course.

Agenda - The Agenda provides view of your student’s obligations much like a Google Calendar. This
view is most useful when you have specific start/end times for your assignments. The Agenda allows
you to display all of your student’s items in one place: assignments, chores, appointments, field trips,
etc. You can view the Agenda for on student, or for multiple students in a side-by-side view.

Assignment - The Assignment is the central point of record-keeping in Homeschool Tracker Plus. All of
your hours, grading and goals reports will be generated from the information you enter in the
assignment grid. Assignments can be created individually or in groups using the Copy, lesson Plan or
Weekly Planner features. You can copy multiple assignments to other students. There are a number
of customizable options for viewing items in this area.

Archive — Archiving an item in the database allows you to retain all the records associated with that item
and yet remove the item itself from all of its related drop-down lists. For example, if you are no longer
going to need the Algebra course you have created, you may archive that course. This means that
you will no longer be able to select ‘Algebra’ from any of the Course drop down lists, but all the
assignments, lesson plan items, weekly planner items, resources, etc. that are tied to that Course will
be kept in the database. If you find that you need the Course again in the future, you can reactivate it
using the ‘un-archive’ right-click menu option.

Attendance — a way to track the number of days your student actually spends doing school work. You
can enter full or partial days of attendance. You can track the number of hours spent in school each
day as well.

Course — a subset of a Subject that defines a more specific area of study. A student may be working in
one or more courses per Subject in a given year depending on the area. For a Subject of Science,
you may choose to have Courses for Biology, Chemistry, Physics, etc. You will use the Course area
to award credit hours for your high school student which will appear on the Transcript.

Course Code — any 1-7 characters of your choosing which serve as an abbreviation of the full Course
name. You may choose to display the Course Code column along with or instead of the Course Title
column in any of the program grids.

Directions — instructions you want the student to have access to when completing an assignment. The
Directions field can be included on any of the reports listing assignments with the exception of the
Agenda report.

Field Trips — any outing attended for which you wish to give schooling credit. Field trips can be attributed
to a specific subject and course. There is a place for notes on the success or goals of the trip.
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Goals — learning achievements or other mileposts that you set for your student which can be designated
by grade level, school year, discipline, etc. Goals can be attached to specific assignments in order to
track your student’s progress in that area.

Goals Progress — this area allows you to view your student’s status on working towards the learning
goals which you have set.

Holiday — a Holiday, Vacation or Other day is a school-wide day off, meaning that it will apply to each
student in your homeschool. To Tracker, these designations are al treated in the same way. We offer
the different types to help you differentiate between the types of day off you are scheduling. For most
users, a Holiday would be Christmas, Thanksgiving, etc., a Vacation would be Winter Break, Spring
Break, etc., and they might choose to use an ‘Other’ day designation for Grandmom'’s visit or
something else that does not fit neatly into the other two categories. Throughout the User Manual,
Help File and Training Videos these are generally referred to as HVO days.

Journal — a free entry area under the Student and Teacher tabs. Each Journal entry requires a date,
category and title. You may use this area for anything you like.

Lesson Plan — a planning feature which allows you to set up all the work you intend to assign to one or
more students throughout the year. You can create as many different Lesson Plans as you like. You
can put items from multiple disciplines into the same Lesson Plan or create a separate plan for each.
Lesson Plans can be used over and over again. You can import Lesson Plans created by other
Tracker users. You can export your own Lesson Plans to share with other Tracker users.

Library — the central repository for all of your Resource and Reading Log items. Quick entries can be
made using the ISBN lookup feature, which requires an open internet connection on the computer
where you are working at the time.

Long-Term Assignment — any assignment where there is a difference of one day or more between the
Date Given and the Date Due.

LP Schedule — this feature exists solely to assist you when submitting Lesson Plan items to the
Assignment grid. If you have a regular schedule to your day you can enter that pattern here so that
you do not have to enter it each time you perform the submit process. You may create as many
different LP Schedules as you would like.

Memorization — a place to track items you have your student memorize: poems, spelling lists, Bible
verses, etc. Memorization items are not graded.

Notes —the Notes field in the Assignment form is a space where you can list information for your own
benefit. The Notes field will not print on any of the assignment list reports except for the Combined
version of the Assignments report. The Notes field is also hidden from view when a Student is signed
in under the Security Login feature.

Other day — see Holiday, above.

Overview — this tabbed area under the Student tab provides a snapshot of the student’s progress by term
for each area of study. Here you can see the grade achieved to date along with the breakdown of
how that grade was determined by activity. If you are using Weighted Grading this is the first place to
go if the grade appearing on a Report Card or Transcript is different than what you expected.

Reading Log — a listing of books read by the student outside of the regular assigned reading.

325

——
| —



Resource — any book, workbook, textbook or other item that the student requires access to in order to
complete an assignment

Sessions — an alternative to actual Time Spent, the Sessions feature helps you keep track of how many
times your student works in his various areas of study. For most, one assignment equals one session.

Student — the child doing the work. You may have as many student records as you need to
accommodate the children in your immediate family. As a student graduates from homeschooling you
can archive their Student record to retain all of their assignments, grades and work history and yet
remove them from the Active lists.

Subject — a general description of the area of study such as Math, History, Science, Language Arts, etc.
Subjects can be designated as Core or Elective.

Subject Code — any 1-7 characters of your choosing which serve as an abbreviation of the full Subject
name. You may choose to display the Subject Code column along with or instead of the Subject Title
column in any of the program grids.

Term — a term is any number of days within your school year. You must create at least one Term per
Year that spans the starting and ending date of the year. You may choose to create quarters,
semesters, trimesters — whatever suits your needs.

Time Spent — allows you to keep track of the actual time your child spends on individual assignments.
You can enter this information as the assignment is created if you want to give your student a
guideline of the amount of time to spend; you can use the start/end time features to assign a specific
time of day for the student in which case the Time Spent value can be automatically generated from
the span of time entered; or you can manually enter the hours and minutes after the fact. You can
generate a Time Spent report to show how your student’s time is spread out over the course of
whatever date range you choose for the different subjects/courses being studied.

Vacation day - see Holiday, above.

Weekly Planner — a planning area that predates the Lesson Plan feature in Tracker history, the Weekly
Planner allows you to set up skeleton information for assignments that you will be creating on a
regular basis. When you need to create the actual assignment items, you can use the Weekly
Planner item to auto-populate your Assignment grid for the date range of your choosing with, or
without incremented page/lesson/chapter information (lesson 1, lesson 2, lesson 3, etc.)

Year — your school year can range from one day to many months, even covering multiple calendar years
if you wish. You will create a new year for each year that you homeschool (Maintenance:
Years/Terms). Only one school year may be active at a time and the active year determines which
items will be visible in the Assignment, Field Trip, Reading Log, Memorization, Journal and Agenda
areas. Making a new year active effectively archives items from a previous school year. You can
switch back and forth between school years at any time by changing which one is active either from
the Maintenance: Years/Terms area or via the Tools: Switch School Year menu.
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