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The Enhanced NCCERconnect

NCCERconnect is a unique online course supplement in the form of an electronic
book and essential course management tools. Delivered through an exceptional

user-friendly interface, NCCERconnect provides a range of visual, auditory, and

interactive elements to enhance student learning and instructor delivery of craft
training.
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Why use NCCERconnect?

e Whether you’re looking to keep training on schedule, save time for
instructors, save students commuting time and the money to do it, free-up
classroom space for a more efficient program and cost savings, or provide
students with an interactive and engaging, self-study tool NCCERconnect is
the answer!

e It can be used in a variety of settings such as blended delivery, distance
education, or in the traditional classroom.

e With features like automatic grading, multimedia assets, and course
management tools, you will deliver more dynamic lectures, identify
struggling students quickly, save time, stay current, deliver a consistent
experience across courses and instructors, and ultimately deliver better
student outcomes!



Before You Begin

Welcome! Whether you are new to NCCERconnect and seeking guidance for
getting started, or have taught with the program and are now moving into our
Enhanced XL platform, you have come to the right place!

Here’s what you will get from the Interactive Training Guide:

e Just-in-time assistance for setting up your course

¢ Insightful best practices and strategies for effective implementation of
NCCERconnect

e Helpful step-by-step videos

e Testimonials from instructors who have successfully been down the path
you are taking

As you work through the lessons in the Interactive Training Guide, you will notice
the following icons:

g Click to Wat'ch a video's_howing you the steps
for completing the activity.

How Do I?
Video Tutorials

e Proven Best Practice Tips from current users
with proven results

Best Practices

Click to open up the relevant Instructor Help
page for step-by-step instructions on the topic.
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How to Use This Guide

The NCCERconnect Implementation is meant to assist in your understanding of
course functionality as well as provide practical suggestions for successful real
world implementation.

You DO NOT need to read this entire quide. Read the portions that you need

as you need them.

First and foremost, a “live” implementation session (either virtually or
with your local Pearson representative) is recommended as a best
practice. Click here to register for a live online session.

Then, we recommend vou use this quide in the following wayv:

Start with Part 1/Module 1: What Are You Trving to Achieve with
NCCERconnect?

Next, read the Suggested Implementation Strategies highlighted in Part
1/Module 3. You will find broad allied health based suggestions as well as
strategies specific to your text.

Parts 2 & 3 of the Implementation Guide detail how to navigate and
customize the course.

Take a look at our “HELP! |1 need to ...” feature for just-in-time “how-to”
explanations.

Read Part 1/Module 4: Getting Started with your Students for best
practices regarding how to successfully roll this out to your classroom.

And if you need help, check out Part 1/Module 5: Getting Help When You
Need It.

@ Use the hyperlinks throughout this guide to “JUMP” to areas with

Best Practices

which you need immediate guidance.
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Part 1: Implementing
NCCERconnect
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Module 1: What are you trying to achieve with
NCCERconnect?

Learning Objective: Understand your online course goals.
The goal of this module is to provide you with insight into your course goals and

the expectations that you have tied to incorporating an online component into
your course. It will help you think critically regarding issues you are trying to
overcome or goals you are trying to achieve as well as provide practical
strategies for how NCCERconnect can help address those issues.

LESSON 1.1: ARTICULATE YOUR OWN GOALS IN USING
NCCERCONNECT—WHAT ARE YOU TRYING TO
ACHIEVE?

There are many reasons instructors choose to use a NCCERconnect course. If you
have decided to adopt NCCERconnect, you likely either have a problem you are
trying to solve, a gain you are looking to achieve, a goal in mind, or all of the
above. It is important to think about WHY you are using the NCCERconnect
program before you progress through training so that you can focus on the KEY
SECTIONS of training that will benefit you.

At Pearson our mission is to provide quality solutions and services so that every
educator and provider can be successful in the classroom and in the field. We’'ve
developed NCCERconnect to mitigate some of the most persistent challenges that
instructors and students face.

Some of the most common challenges we hear instructors describe as reasons for
adopting NCCERconnect are:

1. Not enough classroom time to cover all the content: Finding ways to fit all the
content students need to know into existing classroom hours, while also
finding time for skills instruction, can be difficult.

2. Spend too much time grading: Many instructors are also practitioners or have
other commitments outside of their teaching. Time-consuming activities like
grading homework, creating tests, and tracking class progress are time
drains.
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3. 1 am not satisfied with my class pass rate or retention rate: If a student
begins to struggle in class, it is crucial to pinpoint the student’s
misunderstandings and remediate quickly. Too often, students who have
initial struggles in class are unable to get back on track and end up dropping
the course.

4. Students struggle to internalize information just by reading the text: Although
some students can internalize content by reading, others need additional
practice, visual representations of concepts, and interactive activities.

So let’s start with the BIG question, “What is YOUR purpose for using
NCCERconnect?” Do some of these issues, goals, and outcomes resonate with
you? Stop for a moment and think about some of the most persistent challenges
in your classroom. Then, craft 2—3 goals that are time-sensitive, measurable, and
actionable. For example, your goals might include:

e Decrease the average weekly time | spend grading by 2 hours, so | am
spending 1 hour a week grading.

e Increase end-of-year student pass rate to 90% and retain 95% of students
during the 12-month course.

In the next Lesson, we will take a deeper look into the content available within
your NCCERconnect course and how implementing specific items and features
can help you achieve the above goals.
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LESSON 1.2: HOW NCCERCONNECT CAN HELP
ADDRESS YOUR INSTRUCTIONAL CHALLENGES AND
MEET YOUR GOALS

Now that you have goals, let’s talk about how we’ve designed NCCERconnect to
help you achieve them. The following table describes the main components of the
lab, the challenge each is designed to address, and a description.

Feature Challenge it | Description
solves
Gradebook Time saving/ The Gradebook expedites your grading process and crunches the most
| important numbers for you. It records the scores of auto-graded
Classroom homework and assessments, and provides you with a variety of ways to
anaIyS|s analyze your Gradebook data.
Module Student pass We’'ve prebuilt and/or preassigned assignments into your NCCERconnect
Assi t t course for your convenience. For courses with preassigned content, we’ve
ssignments rate, also outlined a suggested learning path for the student.
average . . .
The assignments within your NCCERconnect course are meant to reinforce
maStery concepts, provide remediation, and ultimately allow for mastery of the
concepts.
Assignment Time saving, The assignment manager lets you edit prebuilt assignments, manage those
Manager student assignments that are preassigned, or upload/create your own.
mastery
Instructor Time saving Your NCCERconnect course comes with resources specifically aligned with
Resources your craft area to help save you time preparing to teach your class.
Communication | Time saving Quickly send a message to all your students or remind them of an
Tools upcoming event or assignment.
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Module 2: Understanding the Core Content
within NCCERconnect

Learning Objective: Understand NCCERconnect Content
Your NCCERconnect course is a robust learning management system that is

proven to provide measureable gains in student learning outcomes. It has been
thoughtfully designed with a range of discipline-specific features that have been
created to maximize engagement and relevance. Throughout this guide you will
learn how to use your NCCERconnect course effectively.

The first step in knowing how to utilize the course effectively is to become
familiar with the tools and content available within your NCCERconnect course.

LESSON 2.1: A GENERAL REVIEW OF NCCERCONNECT
CONTENT

Your left navigation bar contains the main components of your course.
Assignments are also accessible via the Scrolling Calendar and Upcoming
Assignments section on the main Home Page.

Note: Not all features are showcased in the same order within the menu.

The Left Navigation Bar

Within your left toolbar, a triangle next to the title of a tab indicates that there
are additional sub-items in that tab. Click on the triangle to reveal the component
items.

Below are the list of tabs and sub-tabs in the left navigation
Calendar

bar and a description of their purpose.

Syllabus

P Communication
Tools

Course Home
» Module

Assignments

Calendar: This tab has a monthly calendar that displays due
dates for upcoming assignments.

Multimedia Library

Pearson eText

Results Syllabus: In this tab you can copy and paste your syllabus or
» Student Support create your own within your NCCERconnect course for students

Instructor Support @' tO VleW.

p Instructor Tools [Z
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Communication Tools

Email: Send an email to one or more members of the course. Email will be
delivered to an account specified upon registration.

Chat and ClassLive: Initiate a Web-based chat session with another online
participant in the course. Or, as an Instructor, initiate a group chat session.

Discussion Board: Encourage collaboration and communication among the
class by posing discussion questions and viewing instructor/student
responses.

Document Sharing: Share documents with instructors only or with the
whole class.

Module Assignments

Module #: Each module assignments tab will take students to the list of
assignments that you’ve assigned for that specific module. Students will be
able to see the assignment due date, assignment name, whether there is a
time limit, the number of attempts they are allowed, and, after they
complete it, their score.

Multimedia Library: This takes you and students to a search page where you
can select a module and types of resources and view available media.

Pearson eText: This button launches the eText of the accompanying textbook.

Results: The results tab shows students their grades on assignments so far.
They can also check their overall course score in this tab.

Student Support: This tab provides useful links to our online knowledge base
and technical support for the students.

Instructor Support: This tab is completely hidden to students. It details how to
find technical support and other resources should you need it.

Instructor Tools: This tab is completely hidden to students, but is the most
important tab for instructors to use to make changes to the course.

Course Home Manager: This tab allows you to make changes to the home
page and create new announcements.

Assignment Manager - This tab is the place where you create, edit, and
preview assignments, as well as add due dates or specific assignment
settings. This tab will be covered in greater depth later in the training.

Gradebook: All of your students’ data rolls into the Gradebook. Autograded
assignments are automatically sent to the Gradebook and new assignment
and class averages calculated. There are multiple view options. (You can
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view grades by student, by assignment type, etc.) This tab will also be
covered in greater detail.

Roster/Course Details: Clicking this tab will open a new window with a list
of students, their email addresses, roles, and statuses.

Course Settings: This tab allows you to change some basic settings of
course (course beginning and end date, time zone, etc. ...).

Instructor Resources: Clicking the Instructor Resources button on this page

will take you to a list of all available instructor resources, organized by
module.

How to distinguish between the instructor vs. student view

One of the unique and helpful aspects of your NCCERconnect course is that the
instructor and the student share the same course view. The only areas on the
Course Home page that are for instructor access or view only are the ones with

the 2 icon beside it.

The Course Home: Student View The Course Home: Instructor View

um - Enhanced Flatform ore Curriculum - jatfor & NCCERconnect

For your convenience, you can access any of the assignments you assign as a
student using the student menu items. This allows you to see everything as a
student would see it and to actually complete assignments as students would.
You will see your name greyed out in the Gradebook. If you wish to see the
grades you earn with your student account listed in the Gradebook among your
students, you can choose to include instructor scores via Set Scoring Options
under More Gradebook Tools.

In addition, students cannot see the modify tabs that allow you to make
modifications to the tabs and pages in the lab.
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*Note: If you are new to NCCERCONNECT you can skip this section.

Transitioning from NCCERconnect Native to Enhanced NCCERconnect XL

If you are transitioning from the previous (Native) version of NCCERconnect to

the Enhanced (XL) platform, we have outlined some important details and best
practices that will be helpful.

oo G = [ course Home
Core Curriculum - Enhanced Platform

Course Home

Manager

Instructor Support 52

¥ Instructor Tools 0

73

Assignmant Managaig

I e e e e

alendar
Syllabus sun #on Tus wed sat
» Communication ® e |
Tools ueé

> Module

Assigaments

Huiltimadia Uibrary My Upcoming Assignments Wien Al Asshanments My Results

Overall Score
Lol @ Jun 22 ML Beading (00101-09) Jeext Bue  P——
Hesults @ Jun 22 Wi Concept Chechs (00101-08)
Jun 24 ML i =

B Student Support - JLENECE et SR modty @ [ [ Gradebook

e fr-d b Module ore Curriculum - Enhanced Platform (0] ¥ > GRADEBOCK
m Assignmants Mynage Course Lis]

Announcenients
Multimadia Library Gradebook
Expor Dats = Manage Incompletes. | 57 Ch W | B AASE AL Studet 10 | Mare Gradebook Tacls
SP— parson e D e oy
Results
Balore you gel started, nn Browaer Check Grasiabook Views:
an materaje » Student Support

» AN Assionments » Overview By Student » Study Plan , Perfommance > Alerts
Hodube 1

Detaled assignment Student averages for Sty Man progress Inactivite
resuts radebock categonies per student Cyerall dass ek 16
Homemark performance for
: book modules
=Y
Tasts
ikhar
(Manana offiine
catennries)

Cowse Settinge.  SF W T course is based on NCCERconnact for Core Comicubum 4/

Copyright 2015 Prarsen Edkacation

Legend det @

Key Enhancements to Course Content & Navigation

NEW! Home page with visually clear assignment calendar

NEW! Streamlined course Content

- Section concept checks rolled up into 1 module homework assignment

- Assignments are only a click away — Select Module Assignments then the

Module, assignments are hyperlinked now from the course window

Key Enhancements to the Assingment Manager

NEW! Assigning content now only takes 2 clicks.

NEW! Change Dates & Assign Status button allows you to make bulk

changes to your assignments.

NEW! Set individual student settings for students with special needs and/or

special circumstances.
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Key Enhancements to the Gradebook

e NEW! Time on Task feature tracks all assigned assignments.

e NEW!
e NEW!
e NEW!
e NEW!
e NEW!
e NEW!

Ability to weigh grades

No more scrolling to the right
Inactivity Alerts

Search / Email by criteria feature

Quick and easy exporting

Direct syncing with third part LMS systems.

What Additional Course Design is Changing?

We have renamed and/or moved some of the assignments in the new version.
The table below will help you identify some of your favorite assignments in the

new courses.

Content Name in
Previous Version

Content Name in New Version

Location in New Version

Module # (multiple
tabs for each module)

Module Assignments (1 click — to reveal
the individual modules)

Left toolbar

Module eText

Reading

\Within the individual module

Media Library

Multimedia Library

Left toolbar

Section

N/A — no longer exists

N/A

Module Summary

N/A — no longer exists

N/A

Concept Check

1 modular concept check homework
assignment

\Within the individual module

Communication
Tools

Communication Tools

Under Course Home (click the triangle to the
right of Course Home)

Syllabus Syllabus Under Course Home (click the triangle to the
right of Course Home)
Assignment Calendar Under Course Home (click the triangle to the

Calendar right of Course Home)
Scrolling Calendar also on Course Home
page
Gradebook Student’s Gradebook = Results Results within the left toolbar
Instructor’s Gradebook = Gradebook Gradebook within Instructor Tools
Performance Item Analysis Gradebook
Reporting
Submissions No longer available N/A
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What New Functionality Can | Expect?

A new platform brings new functionality to your courses. Some desired
functionality that was not available in previous course versions is addressed in
new courses. See the grid below for a list of features/tasks that you were unable
to do or which required a workaround that will now be easily handled in your new
courses.

Task Process in Previous |Feature in New Courses
Courses

Managing content and All changes had to be Course Groups: Coordinator/Member Courses:

customizations for multiple made in all sections Instructor Tools > Course Settings > General Settings >

sections in the same term individually Edit

Create a multi-module N/A Create Tests in Assignment Manager: Instructor

assessment Tools > Assignment Manager > Create Assignment

Extending a due date for an N/A Settings per Student: Instructor Tools > Assignment

individual student or specified Manager > Actions Dropdown > Individual Student

group of students Settings

Extending the time limit on an N/A Settings per Student: Instructor Tools > Assignment

assignment date for an Manager > Actions Dropdown > Individual Student

individual student or specified Settings

group of students

Submit Zeroes for students N/A Manage Incompletes: Instructor Tools > Gradebook >

who do not complete an Manage Incompletes

assignment by the due date

Assignment weighting in the N/A Change Weights: Instructor Tools > Gradebook >

Gradebook Change Weights

Late submissions penalty N/A Scoring Options: Within the individual homework
assignment > Settings Page > Scoring Options

Lockdown browser N/A Lockdown Browser: Instructor Tools > Course Settings
> Learning Aids and Test Options > Edit

IAssignment Prerequisites N/A Prerequisites: Instructor Tools > Assignment Manager
> Set Prerequisites

Drop Lowest Scores N/A Drop Lowest Scores: Instructor Tools > Gradebook >
More Gradebook Tools Dropdown > Drop Lowest Scores

Test Question Item Analysis N/A Item Analysis: Instructor Tools > Gradebook > IA
Button or from Actions dropdown Item Analysis

Snapshot Report of All N/A Reporting Dashboard: Instructor Tools > Gradebook >

Classroom Progress More Gradebook Tools Dropdown > Go to Reporting
Dashboard

Search/Email by Criteria N/A Search/Email by Criteria: Instructor Tools >

Gradebook > More Gradebook Tools Dropdown >
Search/Email by Criteria

Inactivity Alerts Performance Reporting Enhanced Inactivity Alerts: Instructor Tools >
showed those students who [Gradebook > Inactivity
had been inactive in a listing
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Module 3: Suggested Implementation Strategies

Learning Objective: Craft A Successful Implementation
This module offers “best practices” and suggestions for implementation so that

you can craft a success game plan for implementing NCCERconnect into your
course.

LESSON 3.1: BEST PRACTICES FOR USING e
NCCERCONNECT &

Top 10 Best Practices for Utilizing NCCERconnect

1. Identify the problem(s) you want to solve through the implementation/use of
NCCERconnect. The clearer you are about why you want to adopt a
NCCERconnect product, the more likely you will be to successfully address those
issues.

2. Attend a NCCERconnect Training session and follow the recommend best
practices. Click here to reqister for a live session.

3. Set up NCCERconnect to fit your course structure and goals. Will the
technology be used in a face-to-face setting, online, or hybrid? How will you
assess the effectiveness of the learning experience? Be sure to discuss your
intended implementation with your trainer.

4. Build an assessment plan. Decide how you will measure data, track results,
and document observations.

5. Start Small. Ease into your NCCERconnect experience by slowly adding
different aspects of the NCCERconnect program into your course.

6. Position students for success. Pearson provides lots of resources to help get
students started successfully. Be sure to pass these tools along to your students
and work with your Pearson NCCER Executive Director if you have questions.
Setting student expectations, requiring regular NCCERconnect work, and
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understanding the program and the settings will help you have a smooth
semester and help to guarantee results. Click the Pearson Get Started Student
Resources link to learn more.

7. Connect and Engage with Students. NCCERconnect offers many
communication tools and options for regular and active communication. For
example, assigning pre-lecture assignments as homework enables you to run a
report that shows where the common misconceptions or confusion lies and allows
you to tailor your class presentation accordingly. You can also communicate
directly and easily with students who are struggling or those who are exceling
with just a few simple clicks. Students find this very motivating and engaging.

8. Require the built-in homework items. Studies show a strong correlation
between time spent on homework and higher final grades. Discuss this with
students early in the term.

9. Conduct frequent assessments and make assigned work within NCCERconnect
worth a minimum of 15 percent of the final course grade. One student focus
group student commented enthusiastically that they liked how their instructor
used “small, frequent assignments” in the NCCERconnect. Usage statistics show
that more than 90% of students complete assignments that contribute
significantly to their grade while fewer than 10% do optional assignments.
Regular assessment with proper feedback helps with retention and learning.

10. Track learning gains. Consider what you want to track and what metrics you
will use to track it. Pertinent information might include homework scores, exam
or quiz grades, and pass/fail rates. It is also important to try to correlate the time
spent in the program with the grade earned and, if appropriate, success in
subsequent terms.

You can read Pearson’s full report MyLab & Mastering: The 10
(e om0 em Best Practices by clicking here. This publication observes that

practices are invaluable.

Althongt Wy sirendy simply adding any technology product to your course won'’t

employ several of them,

et L guarantee instant resolution of your institution’s teaching and

how we could do more of

them and do them better” learning challenges. However, adoption of the best practices
Pl cscribed above in concert with NCCERconnect implementation

has repeatedly shown to yield positive results that both continue

through the course sequence and remain sustainable over time.
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Additional Best Practices for Maximizing Success within Your Course

So what are some additional best practices that we’ve learned from instructors
like yourself? As you explore the materials in these modules and lessons, you will
learn about many different tools. Take a few minutes to review the chart that
follows for some additional ideas about “Best Practices” you can incorporate into
your own classroom.

Topic

Sample ideas

Course Management

Bookmark instructor and student help files for FAQ purposes.

Create a course for instructor use only. You can use this to make
changes as you teach during the term or try out new resources or
ideas you’ve gained from attending a seminar.

Consider using coordinator courses if you teach multiple sections of
the same course.

Announcements

Remind students of important course dates and communicate
changes in course information.

Hit them with the message twice using the Save & Email function.

You can copy/paste messages from another source such as a Word
document or website.

Gradebook and Roster

Use Item Analysis to check student understanding of questions
and/or objectives.

Email students by criteria such as assignment performance using
the Search/Email by Criteria option in the Gradebook tools.

Change a student’s status to inactive if the student withdraws from
the course, so that your roster remains current.

At the end of a semester, export your course data and save it for
record-keeping purposes.

Course Design

Add content pages that contain your syllabus, projects, or other
instructor-made materials.

Modify your course menu to move frequently used tools to the top.
Remove or hide unused items to streamline your course menu.

Add discussion threads by module or topic to focus on strategic
points.
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LESSON 3.2: COMMON GOALS AND RECOMMENDED
IMPLEMENTATION STRATEGIES

You may already have an idea of how you want your NCCERconnect course to be
set up. But if you don’t, you may want to model your course after the examples
that follow. This lesson will take a closer look at two of the most common goals
for using the NCCERconnect course and how you can implement specific content
to satisfy those goals and achieve your desired outcomes. Since there are
different modes to deliver a course (traditional, online, hybrid, flipped
classroom), each goal will also include best practices for applicable modes of
course delivery.

Implementation Strategy 1: Making the Most of Classroom Time

Implementation Strategy 2: Increase Class Pass Rate/Retention Rate

Implementation Strategy 1: Making the Most of Classroom Time

Modes for Course Delivery: Hybrid, Flipped (or Modified Flipped) Classroom

Finding ways to fit the volume of content students need to know into existing
classroom hours, while also finding time for skills instruction, is difficult.

Additionally, we often hear from instructors that students do not read the
textbook and therefore do not come to class prepared. Because of this, you end
up spending much of your in-class time lecturing on basic concepts and can’t use
your class time to do the things you really want to do.

If you want to hold your students accountable for learning outside the classroom
to allow more flexibility with your class time, we recommend the following
Implementation Strategy for Success:

e Assign the Reading and Concept Check homework assignments to be
completed before the class in which you will be discussing that module’s
content. (Additional homework assignments — if available for your craft —
can be assigned as well.)

e Use item analysis to pinpoint unclear concepts and objectives to which you
can add more focus during class.

e Assign the Review Question quiz to be completed after the in-class lecture.

e Weight the scores of these assignments in the overall course grade to
encourage completion.
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Require a response to a Discussion Question as a homework assignment in
preparation for the class lecture.

Anticipated Outcomes:

Students come to class prepared to participate.

Free up class time previously used for basic lecture to implement hands-on
activities.

Students keep pace with the course.

Topics/concepts students find difficult are easily identified.

Encouraging student engagement with course material outside of the classroom
can help you and students in two ways. First, students gain stronger skills more
quickly when they spend more time engaging with the course material. Second,
your limited class time becomes richer. Since students come to class already
familiar with the concepts for the topics you are covering, you can spend less
time lecturing on basic course content and more time emphasizing active
learning and course-related activities.

To accomplish this Implementation Strategy, we recommend that you review the
following Recommended Implementation Lessons within the main NCCERconnect
Instructor’s Guide:

1 |Assigning Effective Assignments

2 |Add Grade Weighting to Place Desired Weights to Different Assignment
Categories

3 Review Class Results and Performance of Assigned Content
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Implementation Strategy 2: Increase Class Pass Rate/Retention Rate

Modes for Course Delivery: Traditional, Online, Hybrid, Flipped (or Modified Flipped) Classroom

If students are struggling, it is crucial to pinpoint their misunderstandings and
remediate quickly.

If your goal is to increase your pass rate for your classroom or your retention
rate, we recommend the following Implementation Strategy for Success.

1: Use online Assessments & Item Analysis to frequently check your students’
understanding of course material.

e Assign the pre-built homework / quiz assignments.
e Create and assign a practice Module Test.

e Frequently utilize the item analysis feature after students complete each
exam to pinpoint unclear concepts and objectives to which you can add
more focus during class.

e Weight the scores of these assignments in the overall course grade to
encourage completion.

2: Use online high-stakes assessments to test student mastery.
For any of the assessments you give, you may want to utilize these options to
reduce the opportunity for cheating:

e Add the Lockdown option for your course so that you can enable the
Lockdown Browser feature later.

e Apply the following settings to quizzes, tests, and exams.
- Enable the question-pooling feature to add variations for a single question
on the assessments. (Note: Item Analysis is not available if you choose to pool questions.)

- Add a short availability window with a time limit.

- Require the Lockdown Browser.

- Limit the number of attempts to one.

- Scramble the question order for each student.

- Choose to show Learning Aids in Review mode only.

- Set “Results Display” option to Test Summary shows test score only.

- Set “Reviewing Test” option to Student can review submitted test any
time after the due date.

- OPTIONAL: Set a password.
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3: Use the Gradebook search and email feature to identify and communicate to
“At Risk” students.

Anticipated Outcomes:

e At-risk students can be identified early enough to take appropriate action to
get them back on track.

e Students can complete high-stakes testing online without the ability to
cheat.

e Testing in NCCERconnect provides practice for the NCCER certification
exam for comfort and familiarity with the exam style prior to taking it.

e Open lines of communication with struggling students.

Research shows that assessing student learning frequently results in better
learning outcomes, as the instructor will have specific knowledge of student
deficits in skills and have time to address them.

To accomplish this Implementation Strategy, we recommend that you review the
following Recommended Implementation Lessons within the main NCCERconnect
Instructor’s Guide:

Assign Homework and Quizzes

Add Custom Assignments, Exams, and Content for Students

Manage Assignment Settings and Preferences

Select How and When Students Can Review Submitted Assignments

Add Measures to Assignments to Prevent Cheating
Review Class Results and Performance of Assigned Content

oo M W[ N[ P

LESSON 3.5: HOW DO YOU KNOW THAT YOU ARE
ACHIEVING RESULTS WITH NCCERCONNECT?

Take a look back at the goals you described earlier. It is important to us that we
can measure whether you actually achieve those goals using NCCERconnect. In

order to measure your progress to goals, you need to decide what evidence you
will collect and how often.

If you are struggling to figure out how to measure your course goals or
are interested in participating in a case study, contact your Pearson
NCCER Executive Director and ask about being put in touch with our
Efficacy and Implementation team.

You can find your representative here.
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MODULE 4: GETTING STARTED WITH YOUR @
STUDENTS

Best Practices

Learning Objective: Get Your Students Started Right

Setting expectations and providing clear instructions will ensure that your
students get started with NCCERconnect successfully.

We’ve compiled this list of “best practices” within successful classrooms. We
invite you to browse this list and incorporate some of these ideas for your own
classroom success!

Provide students with your Course ID and custom registration handout to
help them register and enroll in your NCCERconnect course.

NCCERCONNECT Quick Steps to Finding Your Student Reqgistration
Handout

From your Pearson Dashboard > Click Details (to the right of the course name) >
Download the Student Registration Handout (under the book cover image)

Direct students to the Pearson Student Get Started Resources.
These can be found HERE.

Encourage students to run the Browser Check to ensure all plug-ins and recent

versions of needed software are installed. An announcement to remind your
students to do this will be prepopulated within your course. You can also
find the link to the browser tune-up under the Sign In on the MyLab Home
page. www.nccerconnect.com

Review the student registration process to help you relate to your students'
registration experience. You can find a great video tutorial HERE.

Add a student ID into the student’s NCCERconnect profile if you need an
identifier in addition to student name (optional).

Review the top registration errors and tips on avoiding them.
These are found on the Student Support page of the NCCERCONNECT site.
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MODULE 5: Getting Help When You Need It

Learning Objective: How to Stay on Track with the NCCERconnect Platform
Don’t let your knowledge of the NCCERconnect platform be a barrier to successful

implementation. This module offers “best practices” and suggestions for getting
help when you need it so that you can stay on track for success.

Maximizing the Support Resources @ www.nccerconnect.com

A wealth of resources to support your NCCERconnect efforts are available right
from the Home page at www.nccerconnect.com. Click on the Educator Support
link to find additional links to Live Online Training, Training Videos, and more.
Click on the image below to be directed to these resources.

‘ connect

Home  Learn About  Trles Avadable  Tours & Traning  Support  Contact Us n D é
Sign in
= Alruady segitered? Sgn
Engagm with your Pearscn account.
Intersctsve learning _ -
resporsive to each Studenics progress. - = Register
Ny g Meed access? Start hare
oy diee © T
- | TR
a -4 |

For Educators
It

For Students
- 50 et

Accessing the Help & Support Tab

Once you are logged in to your NCCERconnect course, you will notice a “Help &
Support” link in the upper right-hand corner. Clicking Help & Support will open up
a new window where you can find links to additional information on accessibility,
custom question creation, links to technical support, student support, and more.
Click the image below to be directed to the Support Link.

Core Curriculum - Enhanced Platform = NCCERconnect

[H [ Course Home
Core Curriculum - Enhanced Platform
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In-Product Textual Help

Once you are in one of the NCCERconnect tabs, such as the Assignment Manager,
you will find a “?” icon located beside a printer icon. This is probably the most
helpful button in your course!

Clicking on this icon at any time will take you to contextual help related to the
page you are currently viewing. It also opens up the in-product help and a search
option. This is invaluable to new and experienced users alike as it will give very
detailed information on how to perform various functions, what the terminology
means, and implications of the action being taken.

Here is a sample screen shot of using the help “?”” within the Instructor Tools >
Assignment area.

= Asmgnmunt Manager

Core Currlrulum Enhanced Platform I'O] > HOMEWCRK/TEST MANAGER =

Manage Course List ﬁ

Homework/Test Manager Leaen .u@
(RN IR E|  Change Diates & Assign S\:mg P~ Sat Dwaimi More Assignment Tools v

TN Homework  Quizzes & Tests  Other || Module

Order M Assignment Name Category Assigned Start . Due L Actions
1 0010109 & M1:Reading (00101-09) ) 7 06/16/15  08/22/15 Choose . m
2 0010109 & M1: Concepk Checks (00101-09) o 7 06/16/15 062215 = ehacea = =

As you can see above, the instructor is logged in to a course and has clicked on
the Assignment Manager tab within Instructor Tools. The instructor then clicked
on the “?” icon in the right-hand corner and, because the instructor was in the
Homework/Test Manager when the instructor accessed the “?” icon, the
documentation that shows up will be related to the Homework/Test Manager
functionality.

Once within the in-product help, there is also a “Search All Topics” option
available. You can search for any task and the in-product help will then appear.
See the example below, a search for “drop lowest score”.

Instructor Help (s rowenticaes B
0l contents 1 1 -]

 Weicome 3 Lacation: Manage student work > The Gradeimok * SUbTil and sk SESOmENt SCO0ES > Drop oweet S

T Whats new

* Gatatnmd Drop lowest scores

AR Yot el CHIES Tha Drop Lowast Scores page ks you omet the kiwest §ceres for sisignments in any Gradebook categury for your antrs class. You can choass to
category.

T Wark wih e MLas cowss hame page drop up to five lowest scores for each Gradebook <
BB Csion your courta The Drop Lowest Scofes page desplays a table that shows the Gradebook categores. If you have dropped lowest SCofes praviously, the date when
B Manage your oster o Last droppad BCERER appednn above the Labde.
[ Mansgw ssucent work. To access the Drop Lowest SCones page, go to your Gradebiock and select Drop Lowest Scores from the More Gradebook Tools dropdown kst.
)

B uanage your coutse
B e prayers tor azsignmanes

B The HameworkiTest anager g -
3 Tow Geaswbosk The best time to drop lowast BE0RI = after your courme ands. Lowast BSGM are based on student results 3t the time when you diop the BEENE.
. Fummmaﬂl nat considersd until you drop lowest Scores again. If you drop lowest BCONGs more than once i 3 semester, any previously
1 He clana feaula are calculaed dropped SCofes that ane na innger the lowest will be restoned.
B U il S, (nuwmlu suppose that you decp the Kwast test S6008 for all the students in your class before the midterm examination, Ay ket test
B Ve stugent mor #C0r8s that studaents get in the last half of the semester are nat dropped. To drop tha lowest test §C0re for the entire semester, you would need
P — to drop lowest Bcores agan.
1L} Submd and sdust a3 signme il ety To drop lowest gCones for a the member sections in 3 course group, the owner of the coordnator Course can set what $Cofes to drop n the
% eoordrtoe couse. Thes changs is than .,#.a 5 o tha mamber courias, {[Sae tha topes i tha secbon "Mansgng courss groups for more
[} Grace assay quidions information on working with coordinator and member Courses in Course Groups. )
71 Grade Show Work gersions
- If you have integrated your eColege Sradebook with your MyLab Gradebock, this option is suppressed in your MyLab course and you should drop.
| Charge shuser seotes ikt BEDrds g your sColage Gradsbook,

71 Give 30 hociurs Al creci for 3.
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https://youtu.be/MehEChxO60g?list=PL9D77SRA6m1ujbTB3fRRa2wO04OEFXCQw

Register for NCCERconnect

1. Create your instructor account. Go to www.nccerconnect.com and click
Educator under the Register section on the right side of the page.

PEARSON

MyLab & Mastering Q srowse by DiscrPuNe

= AK THROMGH \ ~

To improvin ults

EDUCATORS ACADEMIC
EXECUTIVES >

2. To register for NCCERconnect you must have an instructor code. If you do not
already have a code, follow the directions to request an access code online from
your Pearson / NCCER Executive Director.

Educator Registration

To register for MyAccountinglLab, you need an instructor access code.

Do you have an access code?

Yes, | have an access code » No, | would like to request access »

If you already have an access code, click I Accept in the License Agreement and
Privacy Policy page. Then follow the instructions provided on screen to register
your access code and to create your Pearson instructor account.
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Create Your NCCERconnect Course

Your first step in building a successful NCCERconnect course is to “Create A
Course.” And creating a course is stress-free because nothing is set in stone. You
can easily adjust any of your course settings after creation.

PEARSON

Posted Apr 30, 2015: Schedubed Maint for Peg 3 H ities, Sodal Sci world L Inf tion Technology (1T), Careers, [}
and Nursing MyLabs, Saturday, May 30th
hed man 1ee, access bo Pegasus powered Humanities, Social Sciences, World Languages, Informatio, . resd more

I/wﬂ egs | 1| Courses and Products T Announcements

Due to sched

CESS! m Chrwcal
4th Edition Companion

MyLab XL

MyLab & Masterin
< EFG ] M L ST W Fd
i AC ehman, SUCC :

Pharmacy Techmican
5 MyHesithProfemsioail sb™

STEP BY STEP: CREATING A STANDARD COURSE

From the Pearson Dashboard

1. Create/Copy Course button
Search author/title/ISBN
GO
Find your textbook

Select Course Materials button

o o bk W N

Enter the requested course information—click the calendar icons to quickly
enter dates

7. Create Course Now button

These instructions pertain to creating your own course from scratch. If you are
interested in copying another instructor’s course, upgrading to a new edition of
your textbook, or creating multiple copies of the same course, we recommend

you read Create A Copy of A Course.
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Coordinator/Member Courses

If you need multiple sections, you can create a Coordinator (Master) Course and
then create Member Courses. The advantages to setting up a Coordinator
structure in your NCCERconnect include:

e You can establish consistency of use across sections.

e You can pull data across all sections with just a few clicks.

e You can see what is going on in other sections.

e You can modify one course, and those modifications will flow.

e You can enforce requirements across sections.

Creation of your NCCERconnect Coordinator Course is a two-step process. You
must first create a standard course based on the title you are using for your
program. Then you must change the course from a Standard Course to a
Coordinator Course.

STEP BY STEP: CONVERTING A STANDARD COURSE TO A COORDINATOR
COURSE

From inside your course:
1. Course Settings (on the top left) OR Instructor Tools > Course Settings
General Settings
Edit
Choose Coordinator Course (in the dropdown)

SAVE button

a & 0N

[E course Settings

Edit Course Legend
(1) Start @ Availability € Group Admin ) Course Access € Coverage
(@ Learning Aids and Test Options

Click to learn more about course types

Type of course to create | Coordinator ¥ |Learn about course types s
Course name Core Curriculum - Enhanced Platform
Book NCCERconnect for Core Curriculum 4/E

NOTE: Courses that already have student enrollment cannot be converted to a
Coordinator Course.
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The information that will flow from your Coordinator Course to your Member
Course(s) includes:

e Assignments created in the Assignment Manager

e Study Plan Manager Settings

« Gradebook Settings

« Announcements made through the Course Home Manager

Things that will NOT flow to the Member sections during the term include:

e Document Uploads

« Changes made to the left navigation

Confirm and (if needed) Change Your Time Zone

The default time zone for NCCERconnect is U.S. Eastern. The default time zone
will affect all assignment start and due dates. Before you start setting due dates
for your assignments, you should confirm and change (if needed) the time zone
that you are in.

,E Course Settings

Edit Course Legend S @
@ Start @ Availability €) Course Access € Coverage @ Learning Aids and Test Options

Type of course to create Standard

Course name Core Curriculum - Enhanced Platform

Book NCCERcennect for Cere Curriculum 4/E

Course P —

Availability Starting: 06/16/15 Ending: 06/30/16

Assignment & Use Course Availability dates to schedule assignments

Availability

() Use alternate dates to schedule assignments:
Starting: ] g
Days Allowed ¥ sunday ¥ Monday # Tuesday ¥ Wednesday

¥l Thursday # Friday  # saturday

TimeZone \;7c-05:00) Eastern Time (US & Canada) v | ¥ adjust Automatically for Daylight Savings Time

Cuirent course time: 10:56am

CICENED

STEP BY STEP: CHANGE YOUR TIME ZONE
From inside your course:

1. Instructor Tools
Course Settings
Availability > Edit

Use the dropdown menu to select your time zone

a ~ w0 N

Save
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Assigning Assignments

Understanding the difference between Pre-Built and n

Pre-Assigned e

How Do I?
There are two types of content within your NCCERconnect course: Video Tutorials
Pre-Built and Pre-Assigned. Understanding the difference is a key

beginning step to building out assignments for your students.

Pre-Built assignments are assignments created by Pearson and loaded into your
NCCERconnect course. These assignments can be found within Instructor Tools >
Assignment Manager. These assignments, however, are not “assigned” to your
students; they will not be viewable until you choose to assign them and make
them available to your students.

Pre-Assigned assignments are assignments that have been pre-built and pre-
assigned. In this instance, based on customer surveys and focus groups, Pearson
has chosen a recommended learning path for your students to follow for each
module. These pre-assigned assignments are available by default from your
course start date.

Your NCCERconnect course may have a combination of pre-built and pre-
assigned assignments. You can determine which type of assignment is in your
course by looking at the Assignment Manager within your Instructor Tools. Look

at the “Assigned” column. A green check mark v indicates that the assignment
is assigned and viewable to your students.

= Assignment Manager

|Cure Curriculum - Enhanced Platform [0] ¥ ‘> HOMEWORK/TEST MANAGER
Manage Course List

Homework/Test Manager Legend £ @
Create Assignment + ‘ ZE"Chaﬂge Dates & Assign Stalus| Z_’I“_"Sel Prerequ\sites‘ |Mura Assignment Tools v

[ShuwAII Homework = Quizzes & Tests = Other m

PRE-ASSIGNED
Content is built and assigned

Order ] Assil Name Category _ Assigned Content is viewable to the student
1 0010108 4 M1:Reading (00101-09) o v upon the course start - m
2 0010109 4 Mi:Concept Checks (00101-09) o Y 06/16/15 | 06/22/15 [ oo -
— PRE-BUILT
3 | 00101.09 M1: Trade Terms (00101-09) ° v 96/ Comentis built, but unassigned. . m
- Caontent will not be viewable to
4 00101-09 4 M1: Review Questions (00101-09) 6/1 the students until it is assigned —‘Y m
5 0010209 A M2: Reading (00102-09) o v 06/16/15
6  00102-09 A M2:Concept Checks (00102-09) o v 06/16/15 m
7 0010209 A M2:Trade Terms (00102-09) o v 06/16/15
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Assigning Pre-Built, UNASSIGNED Assignments

If your NCCERconnect course has pre-built but UNASSIGNED assignments, you
will need to assign ALL the content you wish the students to complete.

If you simply want the assignments to be available to your students, all you have
to do is “assign” those assignments that you want your students to complete. The
assignments will be available from the day that you choose to assign them.

STEP BY STEP: ASSIGNING PRE-BUILT, UNASSIGNED ASSIGNMENTS
INDIVIDUALLY

From within your course:
1. Instructor Tools
2. Assignment Manager
3. Find the Assignment you need
4. Select Assign from the Actions dropdown
5. GO

STEP BY STEP: ASSIGNING MULTIPLE PRE-BUILT, UNASSIGNED
ASSIGNMENTS AT THE SAME TIME

From within your course:
1. Instructor Tools
Assignment Manager
Change Dates and Assign Status button

P W N

Select the assignments that you wish to assign by checking the box in the
far left column

Use the Multiple Assignment Settings bar

Select the Assigned button

Hit Apply to Selected button

@ N o O

Choose Update All Settings or Update Changes Only

For more detailed information on this process, click here to be directed to our in-
product help.

Read on to learn more about assigning due dates and setting other preferences
for assignments that are assigned.
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Setting Your Start/Due Dates

Managing Assigned Assignments Individually n
You may want to assign due dates for your assigned assignments to N
keep your students on track for where you want them to be within ViiZwTE);:ah
the course.

You may also want to change the assignment start date so that it becomes
available to them on the day you want them to start working on it.

Also, you may want to adjust additional settings for each assignment.

A closer look at the customizations/settings within the assignments can be found
later in this quide. Follow the Quick Steps below to quickly access the settings for
pre-built, assigned assignments.

NCCERconnect Quick Steps to Managing Pre-Assigned Assignments

From within your course > Instructor Tools > Assignment Manager > Find the
assignment you need > Select Edit from the Actions Dropdown > GO > Make any
necessary changes > Select Next to advance to the next settings > Select Save
or Save & Assign

or

From within your course > Instructor Tools > Assignment Manager > Change
Dates and Assign Status button > Select the assignments to which you wish to
make changes by checking the box in the far left column > use the Multiple
Assignment Settings bar to make bulk changes > Hit Apply to Selected > Choose
Update All Settings or Update Changes Only

For more detailed information on this process, click here to be directed to our in-
product help.
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Manage Multiple Assigned Assignments Settings At One Time

You may find it easier to edit multiple assignments at the same time. In this case
you will want to utilize our Change Dates & Assign Status button and/or our
Multiple Assignment Manager. These features allow you to save time and quickly
change dates/settings for multiple assignments within your course.

= Assignment Manager

‘Ccre Curriculum - Enhanced Platform [0] ¥ |> HOMEWORK/TEST MANAGER
Manage Course List

Homework/Test Manager Legend oLk @

Creale Assignment « |E /Change Dates & Assign Stalusl'_‘l“‘_.‘Sel Prerequ\siles| | More Assignment Tools
[ ISH G| Homework — Quizzes & Tests | Other m

Within this page, you can use the Multiple Assignment Setting to change multiple
assignment items to the same settings at once, or you can individually edit
multiple items quickly without going into the full Homework Manager settings.
This is a great option if you are keeping your homework loaded as
Pearson has created it and just changing due dates.

NCCERconnect Quick Steps to Utilizing the Change Date & Assign Status

Button

From inside your Course > Instructor Tools > Assignment Manager > Change
Date & Assign Status button > then...

IF you are editing individually: Find the assignments you wish to edit > Make
your changes > Choose Update all settings or Update changes only

or

IF you are utilizing the Multiple Assignment Settings button: Use the boxes in the
first column to select items you wish to have edits > Use the top row that says
“Multiple Assignment Settings” and input your changes > Choose Update all
settings or Update changes only

Cluange Due Gates & Assign Stalus [re—yery

R — it o]

T R T 0 e ] e bt 4 e 48 chinge Wase b i P LSt

For more detailed information on this process, click here to be directed to our in-
product help.
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Part 3: Executing Implementation
—A Step by Step Approach
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MODULE 1: “HELP! I NEED TO ...”

This module will provide you with a “just-in-time” how-to cheat sheet for popular
functions within your NCCERconnect course. For a deeper dive into platform
functionality, including additional implementation suggestions and screen grabs,
click on the topic name (in bold below) to jump to that portion of this interactive
guide. Additionally, you can find further explanations for other course
settings/preferences in the remaining modules within Part 3. See the Table of
Contents for a full listing of available steps.

Help! I need to ...

CREATE A COURSE

Sign in at www.nccerconnect.com > “Create your 15t Course” or “Create/Copy
Course” button > Search NCCER — GO > Select Course Materials > Enter required
course information > “Create Course Now” button

COPY A COURSE

Sign in at www.nccerconnect.com > “Create your 15t Course” or “Create/Copy
Course” button > “Copy A Course” > Select one of your existing courses from the
“Copy One of your Existing Courses” dropdown or Select “Copy Another
Instructor’s Course” and enter the course ID — GO > Select Course Materials >
Enter required course information > “Create Course Now” button

CREATE COORDINATOR/MEMBER COURSES

We suggest that you read our full implementation section for this feature by
clicking the title above if you are interested in doing this within your program.

ADD AN INSTRUCTOR TO MY COURSE

Begin by having the instructor register as a student. Your Pearson NCCER Executive Director can provide you with a
complimentary student access code for this purpose. Make sure that you provide your course ID along with the access code
to your adjunct/section instructor. Once the instructor is registered as a student, you can do the following:

From inside your course > Instructor Tools > Roster/Course Details > Click the
word “Student” under the Role column > Select “Section Instructor” > Choose
“Roster Access” if desired > Save > “X” to close out, then ...

Instructor Tools > Course Settings > Course Access — Edit > Choose your “Section
Instructor Access” options > Save

ALWAYS LEARNING PEARSON


http://www.nccerconnect.com/
http://www.nccerconnect.com/
http://nccer.pearsonconstructionbooks.com/store/sales.aspx

Help! I need to ...

CHANGE MY TIME ZONE™*

From inside your course > Instructor Tools > Course Settings > Availability — Edit

> Select Your Time Zone from the dropdown menu > Save
*Note: The default setting is Eastern Time Zone.

ASSIGN START DATES AND DUE DATES

Individual Assignment

From inside your course > Instructor Tools > Assignment Manager > Find your
assignment > Choose “Settings for class” from the Actions dropdown > GO > Click
on the calendar and clock icons to set your dates > Save & Assign

or

Multiple Assignments

From inside your course > Instructor Tools > Assignment Manager > Change Dates
and Assign Status > Modules > Select your module from the dropdown > GO >
Use the “Multiple Assignment Settings” bar at the top of the table to make your
multiple assignment settings > Use the box in the far left column to select the
assignments that the change will be applied to > Apply to Selected > Update
Changes

CREATE AN ANNOUNCEMENT

From inside your course > Instructor Tools > Course Home Manager > Create
Announcement > Select posting and removal date > Add a title and your message
> Choose “Save” or “Save and Email”

ADD A SYLLABUS

From inside your course > click the triangle to the left of the Course Home >
Select “Syllabus” from the left toolbar > Use the right-hand modify button and
select “Manage” > Choose “Compose Text Item” to create a syllabus within your
NCCERCONNECT course or choose “Upload Microsoft Word Syllabus” to upload your
own pre-created document > Add > Follow remaining prompts
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Help! I need to ...

REMOVE MODULES FROM MY COURSE

From inside your course > Instructor Tools > Course Settings > Coverage —
Edit > Deselect Modules by unclicking the box next to the module name > Save
then

Use the left-hand modify button > Settings Tab > Drop open the Module
Assignments > Check the box in the “hidden” column for each module removed
from your course > “X” to close and save

CREATE CUSTOM ASSIGNMENTS

We suggest that you read our full implementation section for this feature by
clicking the title above if you are interested in doing this within your program.

APPLY AN INDIVIDUAL STUDENT SETTING

From inside your course > Instructor Tools > Assignment Manager > “More
Assignment Tools” dropdown menu > Individual Student Settings > per student
> Click “Change” next to “Students with individual settings” to select students
that need individual settings > OK > Use the dropdown to select the student >
GO > Select “Homework” or “Quizzes & Tests” > Add/Remove Assignments >

Select Assignment > OK > Make your changes > Update

*Note: This is one way to apply this change. Individual Student Setting can also be applied by assignment
vs. by student. A link to this setting is also found in the top right of every Settings tab within an individual
assignment.

ADD A PREREQUISITE TO AN ASSIGNMENT

From inside your course > Instructor Tools > Assignment Manager > Set
Prerequisites > Select “Show All”, “Homework”, or “Quizzes & Tests” > Select
“Basic” or “Advanced” > Use the dropdown menu under “Prerequisite Item” to
select the prerequisite for the assignment listed to the right > Choose a
minimum score if desired > Check the “Multiple Prerequisite” box to add an
additional prerequisite to that assignment > Update
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Help! I need to ...

MANAGE MY INCOMPLETES

From inside your course > Instructor Tools > Gradebook > Manage
Incompletes > Choose to either “Submit zeros” or “Submit current scores” for
those students with in-progress tests or quizzes* > Select All Past Due >
Submit

*”Submit zeros” is the default.

CHANGE GRADEBOOK WEIGHTS

From inside your course > Instructor Tools > Gradebook > Change Weights >
Make adjustments in the “Category Weighting” section > Update

ADD AN OFFLINE GRADEBOOK CATEGORY

From inside your course > Instructor Tools > Gradebook > Change Weights >
Select “Manage Offline Categories” (under “Other” in “Category Weighting”) >
Use “single offline category” or “multiple offline categories” to input a category
name/weight > OK

OMIT A GRADE FROM COUNTING IN THE GRADEBOOK

From inside your course > Instructor Tools > Gradebook > Change Weights >
Scroll Down > Check the “Omit Results” box for those items that you do not
want included as a grade (Use the filters by assignment type/module to narrow
your choices if needed) > Update

SCORE A QUESTION AS CORRECT WITHIN AN IN-PROGRESS/
COMPLETED EXAM

From inside your course > Instructor Tools > Gradebook > All Assignments >
Find your Quiz/Test > Click the “IA” button (Item Analysis) for the Quiz/Test in
question > Find the question that should be scored as correct > Select the
“Score As Correct” button > OK
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Help! I need to ...

MAKE A GLOBAL SCORE CHANGE FOR STUDENTS

From inside your course > Instructor Tools > Gradebook > All Assignments >
Find your Assignment > Change Scores > Select type of change from
dropdown: Increase or Decrease > Select points or percentage from dropdown
> Input requested change > Apply To Selected > Update

EXPORT MY GRADES

From inside your course > Instructor Tools > Gradebook > Export Data > Make
your selections
*Note: We suggest that you read our full implementation section for this feature by clicking the title above

if you are interested in a more detailed explanation. The Export feature is robust and can offer many
specialized reports.

REMOVE AN INACTIVE STUDENT FROM THE GRADEBOOK

From inside your course > Instructor Tools > Roster/Course Details > Click the
word “Active” in the Status column for the student in question > Select the
“Inactive” button > “X” to close > Save
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MODULE 2: SETTING UP FOR SUCCESSFUL
IMPLEMENTATION

LEARNING OBJECTIVE

This module will provide the first steps to ensuring a successful implementation
of your NCCERconnect course. It will provide you with home computer setup
recommendations so that your NCCERconnect course will run at optimal
performance and will walk you through creating your Pearson NCCERconnect &
Mastering Account where all of your NCCERconnect courses will be housed.

SECTION 2.1: SET UP YOUR COMPUTER FOR OPTIMAL PERFORMANCE 46
CHECK SYSTEM REQUIREMENTS TO ENSURE YOUR MACHINE MEETS MINIMUM REQUIREMENTS. 46
RUN THE BROWSER CHECK TO ENSURE YOUR MACHINE HAS ALL THE PLUG-INS AND RECENT VERSIONS OF NEEDED

SOFTWARE. 47
OBTAIN TECHNICAL SUPPORT WHEN YOU NEED IT. 47
SIGN UP FOR SYSTEM STATUS UPDATES TO STAY INFORMED OF DOWNTIMES AND PLANNED AND UNPLANNED SYSTEM
EVENTS. 48
SECTION 2.2: CREATE YOUR NCCERCONNECT AND MASTERING ACCOUNT 49
REGISTER AND CREATE YOUR PEARSON NCCERCONNECT ACCOUNT. 49
EXPLORE YOUR ACCOUNT HOME PAGE 50

SECTION 2.3: CREATE A COURSE FOR YOUR STUDENTS AND EDIT COURSE DETAILS 51

CREATING A COURSE 51
EDITING YOUR COURSE DETAILS 51
DEFAULT COURSE SETTINGS 52
SECTION 2.4: DETERMINE YOUR ROLE AS A NCCERCONNECT USER 53
DEFINE COURSE ROLES AND COORDINATOR/MEMBER OPTIONS. 53
CREATE A STANDARD COURSE IF YOUR ROLE IS "INSTRUCTOR: SINGLE SECTION." 54
CREATE A COURSE GROUP (COORDINATOR/MEMBER) IF YOUR ROLE IS "COORDINATOR" OR "INSTRUCTOR: MULTIPLE SECTIONS.” 54
CREATING MULTIPLE SECTIONS—APPLYING SETTINGS TO MULTIPLE SECTIONS OF A COURSE IN ONE TERM 57
CREATE A COPY OF A COURSE THAT WAS DESIGNED FOR YOU BY A COORDINATOR. 58
ARE YOU TEACHING AS AN ADJUNCT? ENROLLING AS A SECTION INSTRUCTOR 59
SECTION 2.5: MANAGE YOUR COURSE ROSTER AND SECTION INSTRUCTOR ACCESS 60
BASICS OF THE COURSE ROSTER—DROP A STUDENT BY MAKING THEM INACTIVE. 60
Add/Assign a Teaching Assistant or Section Instructor. 61
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SECTION 2.1: SET UP YOUR COMPUTER FOR OPTIMAL
PERFORMANCE

Before you even begin setting up your first course in NCCERconnect, it is
important to check the system requirements, run the browser check and
understand where to go for technical assistance. Doing so right away will ensure
that the program will run optimally. Don’t forget to remind your students to do
the same! Your job is to teach the course and facilitate learning, not technical
support. A few short minutes at the beginning of each term on each machine
that you use to access the NCCERconnect will save you a lot of time (and email)!

Check System Requirements to ensure your machine meets minimum
requirements.

1. Go to www.nccerconnect.com and click on Support.

connect
Home  Learm About  Tikes Available  Tours & Training  Support  Congact US H nu &
Sign in
Alroady registened? Sign n
with your Pearson acco unt.
Register
Nead access? Start hare,

For Students

= Student Support

® Takea T

2. Click on System Requirements.

Educator Support
Did you...
< @ ®,
Get Trained Get Your Connect with
Students Other Users
Started
Still need help?
o D 2 n

System Sign-in Help Contact
Requirements Technical
Support

Using Mylab & Mastering with Blackboard Learn, Canvas, or Desire2Learn? Get help here >

*Be sure to do this on EACH machine that you work on.*
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Run the browser check to ensure your machine has all the plug-ins and
recent versions of needed software.

From the system requirements page, you will see additional links for Browser and
System checks. Please note that most users have the best experience using
Google Chrome, Firefox, or Safari. Although other browsers can be used, it is
important to run the browser check and only use a browser that is fully
supported.

System Requirements

Please make Sure that your computer meets al of the requirements detailed below before
using your MyLab.

Browser Settings

- Operating Systems and Browsers (Emm— + Pop-up windows must be allowed, f you are using & browser that offers pop-up
s tontrol or are running an add-on program to control pop-ups, you may reed to take
steps to alow pop-ups in order to use some features on te ste,

Browser Check

« Other Requirements
o Internet Connection

i + Session cookies must be enabled, In most brawsers, you czn enable caokies for
Screen Resolution selected domains 7.

. + Javascript must be enabled (7,
Operating Systems and Browsers

To work successful

h your MyLab, your computer must match one of the supported
brow: system (OS) config Eelow. Your MyLab may also run on
newer versions of these browsers, but a version is not considered fully supported untl it
is speaified below.

Obtain technical support when you need it.

Pearson 24/7 Technical Support is available to students Pearson 24/7 Technical Support
and instructors via phone chat and email. Bookmark this site
for easy and quick reference. The FAQ listing changes daily

- jons coming | d 1 wi
depending on the volume of questions coming in at that e il
time. The search field is linked to an extensive knowledge it P )
base of questions and answers, an excellent place to

start if you have an “error code” or “error message,” as it
will retrieve the reason for the error as well as the steps to resolve the issue. This
can save you and/or your students a great deal of time and effort.

Anytime you OR your students reach out to Technical Support via phone, or chat,
an incident number is generated. This is the “tracking” for the incident
reported. It is a BEST PRACTICE to tell your students to contact Pearson 24/7
support FIRST if they encounter any technical issue with NCCERconnect. If
Technical Support are unable to resolve a student’s issue and the student
involves you, it is important you require that the student give you the incident
number. You can then forward this to your Pearson NCCER Executive Director for
escalation. Doing so dramatically decreases the back-and-forth over email trying
to gather all of the necessary details.
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Sign up for System Status Updates to stay informed of downtimes and
planned and unplanned system events.

Although we never anticipate any unexpected system outage or downtime, we
recommend that you subscribe to “System Health Notifications” so that you are
alerted via email if one should occur. To do so, click here and sign up for a
Pearson 24/7 account. You can get started by clicking the “Sign In” link in the top
green toolbar. Note: Enhanced NCCERconnect is the same as the MyLab XL Platform.

Pearson 24/7 Technical Support

Search for answers here Search

Social Sign-in Sign in with your Pearson 24/7 Technical
[i EACohonk Support Account
i

0 Username
Google+
bl £

u Twitter Password

! Forgot your username or password?
Need to create a Pearson Technical Support account?

Once you do so, click here and subscribe to each of the following updates by
clicking SUBSCRIBE at the bottom of the page:

e MyLab/Mastering New Design Status
e XL MyLab Status

Was this answer helpful?

Print Email this page ff Subscribe

J?| 2+ share | Share this on Google+ | W Tweet | 0
ecommern 1
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SECTION 2.2: Create Your NCCERconnect and
Mastering Account

Register and create your Pearson NCCERconnect account.

1. Create your instructor account. Go to www.nccerconnect.com and click
Educator under the Register section on the right side of the page.

connect
Home Learn About Titles Available Tours & Training Support Centact Us n u
Sign in
" A Already registered? Sign in
Engag‘m 5 o with your Pearson account.
Interactive leaming opportus are
responsive to each student’s progress ¥ 2 Register

Need access? Start here.

1

Play video °

For Students For Educators

» Student Support » Educator Support

s Take a Tour s Take a Tour

s Visit our Online Catalog s Visit gur Online Catalog

+ Looking for Contren + Looking for Contren
Connect? Connedt?

2. To register for NCCERconnect you must have an instructor code. If you do not
already have a code, follow the directions to request an access code online from
your Pearson NCCER Executive Director.

Educator Registration

To register for MyAccountingLab, you need an instructor access code.
Do you have an access code?

Yes, | have an access code » No, | would like to request access >

If you already have an access code, click I Accept in the License Agreement and
Privacy Policy page and then follow the instructions provided on-screen to
register your access code and to create your Pearson instructor account.
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Explore your Account Home page

After you log in, you will come to your MyLab & Mastering Courses page. This
page is the central location for all of your NCCERconnect courses and Pearson
resources. You will create your NCCERconnect courses here.

PEARSON Hello, New Instructor

MyLab / Mastering New Design Settings 7 Your Courses and Products T Announcements Saettings 7

» MyLab Courses (including Pegasus e
» MyLab / Mastering New Design Instructor Access

Create your courses for MyMathLab, MyStatLab, MyLab New b MyTest here are no announcements at this tim
81 o

About MyLab / Mastening

rse
nt. IF you o Learn about MyLab / Mastering Where did my course announcements go?
g the appropriate product link under Your Courses Where's my course? To display your course announcements,

use the Settings button

Create your New Course [ Don't show this message again.

Need Help?

There are four areas on this page:

MyLab & Mastering: Lists all the NCCERconnect & Mastering courses you are
teaching and is where you will create your courses.

Courses and Products: Provides access to additional products and
subscriptions.

Announcements: Displays general announcements from Pearson Education and
provides timely information about each of your courses.

Need Help?: Provides links to resources to help you Get Started, Access
Support, and Access Pearson Resources.

The top right corner of the MyLab & Mastering Courses page provides links to:

Account: Enables you to manage your Pearson account by editing your personal
information.

Help & Support: Opens a page with links to online Instructor or Student Help
and MyLab & Mastering support resources.

Sign Out: Ends your session.
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SECTION 2.3: CREATE A COURSE FOR YOUR STUDENTS
AND EDIT COURSE DETAILS

Your first step in building a successful NCCERconnect course is to first create a
course. We’'ve pre-populated our NCCERconnect courses with tons of content—a
full program in a shell. However, we give you the tools and flexibility for
customization. We’ll delve deeper into customization further in this manual, but
as a starting point, you’ll want to create a course using our pre-made content.
And creating a course is stress-free because nothing is set in stone. You can
easily adjust any of your course settings after creation.

Creating a course

NCCERconnect Quick Steps to Creating a Course

From the Pearson Dashboard > Create/Copy Course > Search
author/title/ISBN > GO > Select Course Materials > Enter the
requested course information > Create Course Now

Editing your course details

After you have created a course, you might find that you need to edit some
aspect of your course later in the term. You can easily do things such as:

e Rename your course

e Add/delete/or edit the course description

e Change the course type (for Student Enrollment or Instructor Use Only)
e Edit the course enrollment and start and/or end dates

e Change the copy settings (available or unavailable to copy)

NCCERconnect Quick Steps to Editing Your Course Details

From the Pearson Dashboard > Details (below and to the right of the course name) = Edit
Course (under the book jackety = make your edits > SAVE or

From inside your course > Course Settings (in the top left) > Edit Settings > Edit
the necessary items > SAVE or

From inside your course > Instructor Tools > Course Settings > Edit the
necessary items > SAVE
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Default course settings

Before you begin to customize your course, it is important to understand the
general course settings that are the default when the course is built. Use this
guide as a reference and feel free to change these defaults if you feel that would
better suit your classroom needs.

General Settings:

Course type: Standard course
Course name: name selected during course set up
Book: text selected during course set up
Availability:
Course Start & End: selected during course set up
Assignments Start & End: Use course availability dates to schedule.
Days To Use: All
Time Zone: Eastern

Course Access:
Section instructor access: Restrict to section instructor access.

Other restricted access privileges: leave “Ask My Instructor email address”
unchecked

Coverage:
Check all modules and all learning outcomes

Learning Aids and Test Options:

Lockdown: unchecked

IP Address Range: unchecked
TestGen: unchecked

Multimedia Learning Aids: All checked

Note: If you use the Pearson LockDown Browser for a test or quiz, learning aids
are not available to students while they are doing the assignment. However, you
can enable learning aids when students review locked-down tests or quizzes.
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SECTION 2.4: DETERMINE YOUR ROLE AS A
NCCERCONNECT USER

Creating a course is straightforward, but setting up and designing a course is an
art. Before you continue through this module, you should decide whether you
are creating a course that only you will use, one that you will copy for your own
multiple sections, one that you will be creating for copy by OTHER instructors, or

one that you are copying from another instructor.

Define course roles and Coordinator/Member options.

When you are creating your own course(s), you will probably also set it up and
design it. But how will your role as an instructor affect the setup options you
choose? Review the descriptions below to help you determine the role that best

fits your situation and then follow the recommended strategies.

If this is YOU ... Read

this...
INSTRUCTOR: SINGLE SECTION: You have one course per term. | Create A
You have to create a course from scratch, but you probably don’t Standard
need to make any copies of it, as you only teach one section. Course
INSTRUCTOR: MULTIPLE SECTIONS: You belong to a Create A
department, and there is no master course you must follow. You are | Course
“allowed” to make your own course, and you teach multiple Group
sections. Therefore you want to make one master NCCERconnect and
course that you then copy to satisfy the need to have multiple _
courses that are similar. You want each section of students to enroll | £reating
in their respective NCCERconnect course section and for each Mpl_e
section to have its own NCCERconnect Gradebook. Sections
COORDINATOR: You are a coordinator for a program, and you Create A
must set up a master course that many people will copy. You are Course
responsible for the policies of the course, and you provide Group
leadership and guidance for usage of the NCCERconnect.
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If this is YOU ... Read this...

MEMBER INSTRUCTOR: Your Coordinator has designed a Create A Copy
course for you. You may have more than one section, but you | of a Course
still may only have to copy some courses. You are not creating
from scratch. If this is you, you are Member user.

ADJUNCT INSTRUCTOR: You are not the primary instructor Enrolling As A
for the course, but are teaching portions of the class. You will Section

need access to the course, but will not have to create it, as it Instructor
was created by either the lead instructor or a coordinator.

Create a standard course if your role is "Instructor: Single Section.™

As a standard user, you simply need to create your first course as described in
the previous lesson. You will be able to make copies of your course in subsequent
terms.

Click here for a refresher on how to CREATE A STANDARD COURSE.

If you are creating a course to share with other instructors, you will want to
create your entire NCCERconnect course and then ensure that you have it set to
allow for copy. When you share a course, you are essentially “gifting” it to
someone. Once they copy the course, their course is no longer tied to yours in
any way. It is its own standard course. You are just allowing the person copying
the course to have a copy of your assignments!

NCCERconnect Quick Steps to Allowing Your Course to Be Copied

From the Pearson Dashboard > Details (to the right of the course name) = Edit Course (under
the book jacket) = Select “Available for Copy” > SAVE

This course ID can now be used to create a copy of your course. If you want to
share it with other instructors to make their own section off of your copy, you can
do so by providing them with this course ID.

Create a course group (Coordinator/Member) if your role is
"Coordinator' or "Instructor: Multiple Sections."

If you are acting as the coordinator/course administrator for other instructors or
coordinating a course for your own use in multiple sections, this lesson is for you.
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By creating a “Coordinator Course,” you are essentially creating a “Master”
course for your sections to be modeled after.

What are some advantages to setting up a Coordinator structure in your
NCCERconnect?

e You can establish consistency of use across sections.
e You can pull data across all sections with just a few clicks.
e You can see what is going on in other sections.

« You can modify one course, and those modifications will flow to the other
sections.

e You can enforce requirements across sections.

BEST PRACTICE TIPS TO REMEMBER WHEN CREATING YOUR COURSE:

« Name your coordinator course something that is relevant to the time
period or overall course, not the section.

e Do not allow for enrollment in your Master Coordinator course. Students
should always enroll in a Member section.

« Make the end date as far in the future as you can possibly make it.
« Be sure to mark the courses as available for copy.

« Make your Member courses after you have designed your master course.

Creation of your NCCERconnect Coordinator Course is a two-step process. You
must first create a standard course based on the title you are using for your
program. Then you must change the course from a Standard Course to a
Coordinator course.

Click here for a refresher on how to CREATE A STANDARD COURSE.

NCCERconnect Quick Steps to Converting a Standard Course to

Coordinator Course

From inside your course > Course Settings (in the top left) > Edit Settings >
General Settings > Edit > Choose Coordinator Course (in the dropdown) = SAVE

OR

From inside your course > Instructor Tools > Course Settings > General Settings
> Edit > Choose Coordinator Course (in the dropdown) = SAVE
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NOTE: Courses that have student enrollment cannot be converted to a
coordinator course.

The information that will flow from your Coordinator course to your Member
course(s) includes:

o Assignments created in the Assignment Manager
e Study plan Manager Settings
« Gradebook Settings
« Announcements made through the Course Home Manager
Things that will NOT flow to the member sections during the term include:
e Document Uploads

« Changes made to the course navigation/customization to the left
navigation

Coordinator Role with Access to other Member Courses

If you are coordinating a course and there are other instructors who are going to
copy your Coordinator Course to create their own member courses, you will
follow this process:

Once the coordinator course is ready for copying, provide the Course ID of the
coordinator course to each member instructor. The member instructors will log in
to their Pearson NCCERconnect and copy your coordinator course.

Each copied course will automatically become a member of your course group,
and will be listed on the Group Admin step of the Settings page of your
Coordinator course.

This is an example of what you can see as the Coordinator in the Member
Sections.

Course type Course name Course Instructors Course Access

Coordinator Courses Tutorial Practice Master Tutorials (Primary) Full instructor
Member Courses Tutorial Practice Section 1 (Sec Instr) Section instructor
Tutorial Practice Section 2 | Training (Sec Instr) Section instructor

Tutorial Practice Section 3 | Training (Sec Instr) Section instructor

Tutorial Practice Section 4 | Training (Sec Instr) Section instructor
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When logged in to the Gradebook or Assignment Manager as the Coordinator,
you will see all Member courses listed in a drop-down and can toggle between
them. See sample images below. Optionally, you can navigate to this area from
Course Settings.

Creating multiple sections—applying settings to multiple sections of a
course in one term

You can make multiple copies of an existing course from your own course list or
create multiple sections from a coordinator course. So if you are an instructor
teaching multiple sections, you can use your coordinator course as the template
and create member courses for each section you are teaching. Or, if you are
acting as a coordinator for your school and creating multiple sections for adjunct
instructors, you can create sections to accommodate all sections that are being
offered.

NCCERconnect Quick Steps to Creating Multiple Copies or Sections of a

Course

From your Pearson Dashboard > Create/Copy Course > Make Multiple Copies or
Sections of a Course > Find and select the Coordinator Course that you created >
GO > Enter the requested information > Select “Create Course Now”

To create multiple sections, you will follow this process:

From your Pearson Dashboard, select Create/Copy Course. Then select Make
Multiple Copies or Sections of a Course. Find the course that you are using as
your master and select Go.
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Enter the number of member sections you
need to create and click Update. Enter all required information giving each
section a unique name. Click Create Courses Now.

You will receive a confirmation screen that provides you with the course ID for
each member section. PRINT THIS PAGE. You will also receive an email with this
information. You will want students to enroll in the member sections only—not
the Coordinator section—so these course IDs will need to be distributed to your
students accordingly. Click Back to your Courses page. You can find the student
registration handout by clicking on the details button.

Create a copy of a course that was designed for you by a Coordinator.

Your Coordinator has designed a course for you. You may have more than one
section, but you still may only have to copy some courses. You are not creating
from scratch. As a Section Instructor/Member, you should have been given a
course ID by a colleague to create a Member course.

NCCERconnect Quick Steps to Copying a Coordinator Course

From Your Pearson Dashboard > Create/Copy Course > Copy Another
Instructor’s Course > Enter the Course ID > Go > Enter Course Information >
Create Course Now

This will create your OWN unique course ID which you will then give to YOUR
students. The course is now yours to “own” and “edit.”
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Are you teaching as an adjunct? Enrolling as a Section Instructor

You are not the primary instructor for the course, but are teaching portions of the
class. You will need access to the course, but will not have to create it, as it was
created by either the lead instructor or a coordinator.

To gain access to this course, you should have been given a course ID number by
a colleague. You will use that course ID number to register as a student within
that course. Upon completion of the registration, notify the primary instructor or
course coordinator for that course. They will be able to upgrade your status to a
Section Instructor within that program. Once upgraded, you will have the
privileges of an instructor within your course.

NCCERconnect Quick Steps to Enrolling As a Section Instructor

Go to www.nccerconnect.com > Register/Student > OK! Register Now> Enter the
Course ID > Continue > Either Sign In or Create An Account > Complete the
Registration Process > Inform the Primary Instructor or Course Coordinator that
they can Upgrade your status from Student to Section Instructor
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SECTION 2.5: Manage Your Course Roster and Section
Instructor Access

Basics of the course roster—drop a student by making them inactive.

The course roster allows you to see a list of all of the students who have
registered and enrolled in your course. It displays each student’s name, email
address, current role, status, and temporary access status (if applicable).

You can use the roster to view your full list of students, make a student inactive
in your course, view a student’s temporary access status, promote an individual
to the role of Section Instructor/TA, and give permission for the Section
Instructor to access and edit the course roster.

You can access your Course Roster from two places: from your Courses list on
your Account Home page or from your Instructor Tools.

ACTIVE/INACTIVE STATUS

When students successfully register and enroll in your NCCERconnect course,
they are active. You might have students who drop the course and need to be
removed from your NCCERconnect course. Removing a student from your
NCCERconnect course is handled by changing the student Status to Inactive in
the course roster. This will remove the student from your Gradebook and any
class averages.

NCCERconnect Quick Steps to Removing a Student from Your Course

From your Course > Instructor Tools > Roster/Course Details > Find the
individual and click on the “Active” status > Change the status to “Inactive” > “X”
> Save

or

From your Course > Course Settings (in the top left) > Course Roster > Find the
individual and click on the “Active” status > Change the status to “Inactive” > “X”
> Save
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Add/Assign a Teaching Assistant or Section Instructor.

If you will have a Teaching Assistant or Adjunct Instructor helping you manage
any aspect of your course, you can identify the individual in your course roster
and determine the level of access. Likewise, if you are coordinating section
instructors into courses you built for them out of your own account, you will go
through the same process outlined below.

The first step is to get a student access code for your course from your Pearson
NCCER Executive Director. The TA or Section Instructor will need to use this code
to register for your course as a student. Just like your students, the TA/Section
Instructor will need both the access code (which you can obtain from your
Pearson Representative) and your course ID (which was generated when you
created your course). If you have multiple TAs, you will need an access code for
each. (Three TAs = three access codes.)

NOTE: Having your TAs go through the student registration process is a great
way to have for them to be able to identify with and help students who may
encounter issues.

After they are registered into your respective NCCERconnect courses or sections,
the TAs will appear on the appropriate course roster.

NCCERconnect Quick Steps to Adding a Teaching Assistant or Section
Instructor

*Note: All TAs and Section Instructors need to first be enrolled as students within your course.

From your Course > Instructor Resources > Roster/Course Details > Find the
individual and click on the role as a “Student” > Change the role to “Section
Instructor” > Choose Roster Access if applicable > “X” > Save

or

From your Course > Course Settings (in the top left) > Course Roster > Find the
individual and click on the role as a “Student” > Change the role to “Section
Instructor” > Choose Roster Access if applicable > “X” > Save

Now you will want to be certain to determine the level of access to your course
you want your section instructor or TA to have. There are four levels of course
access available, as outlined below. Unless otherwise specified, the privileges and
restrictions refer to the tasks in the NCCERconnect course tools.
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Level of Access

Description

Best For

Full Instructor
Access

Allows for management of all
course settings and
assignments, roster access,
and the addition of custom
questions. These section
instructors are restricted only
from changing course access
settings. They can do
everything except changing
course access settings,
creating or copying a course,
and editing the course roster.

The primary instructor

Section Instructor

Section instructors have the
standard access. They can
work with assignments and
results, but cannot edit the
roster, create or copy a
course, create custom
questions, or change
anything inherited from the
coordinator course.

This is most common for
a shared teaching
experience or a Teaching
Assistant acting as a full
instructor.

additional instructors to have
access only to the
functionality you specify.

Read-Only Read-only Section Instructors | This is the most common
can only view student results | for a student Teaching
and send email. They are Assistant.
prohibited from making any
changes to the course.

Custom This setting allows your Great option for fully

customizing access
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MODULE 3: DESIGNING AND CUSTOMIZING
YOUR COURSE FOR THE WAY YOU TEACH

LEARNING OBJECTIVE

This module will help you discover how to change the look and feel of your
NCCERconnect course to match your personal and teaching preferences.

As a best practice, you will want to set up your course so that students only see

the content that you want them to see.

SECTION 3.1: CusTOMIZE YOUR COURSE HOME PAGE
CREATE ANNOUNCEMENTS FOR YOUR STUDENTS.

DETERMINE AND SET UP CALENDAR AND GRAPH OPTIONS.
PERSONALIZE THE COLOR SCHEME OF YOUR COURSE.

SECTION 3.2: CUSTOMIZE THE COURSE MENU
UPLOAD YOUR SYLLABUS.

HIDE MENU ITEMS FROM YOUR COURSE MENU.

RENAMING ITEMS

ADD, ARCHIVE, AND REORDER ITEMS IN YOUR COURSE MENU.

ALWAYS LEARNING PEARSON

64
64
65
66

66
66
67
67
68




SECTION 3.1: Customize Your Course Home Page

The first thing your students see when they log in to your NCCERconnect course
is the home page. We’ve streamlined it to clearly define for the student what is
expected with regard to assignments and how they are doing (results).

Create announcements for your students.

Announcements will show both publisher announcements (such as how to enter
answers, how to perform a browser check, scheduled down time) and any
personal announcements you add. Regularly communicating with students about
your course assignments, expectations, and due dates is vital in any class. Your
NCCERconnect course offers several options to make student communication
both fast and easy.

Announcements can easily be communicated on the dashboard and/or sent via
email to students. The email will go to the email address the student used to
register for the NCCERconnect. Many instructors find announcements on the
dashboard a great way to communicate with students with the old adage “tell
them something three times”: class, announcements, email.

NCCERconnect Quick Steps to Creating an Announcement

From your course home page > Click the right-hand modify button then Manage,
or Instructor Tools then Course Home Manager > Create Announcement > Add
your content (posting date/removal date/title/body) > Select Save or Save and
Email

Home Page Manager free)
After you save and the
[ e [ . :
: announcement posts you
f can always EDIT or DELETE
\_ )"l Current Postings | Future Postings = Past Postings

Order  Announcement Post R« Actions
(wednesday, March 26) Welcome to Fall 2014! e =

Be sure to read your syllabus thoroughly as there will be a quiz over it on the first Friday of dlass.

I

Check the calendar on the course home page daily for upcoming assignments.

1f you need help with a technical issue please visit Pearson Technical Support

For more detailed information on this process, click here to be directed to our in-
product help.
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Determine and set up Calendar and Graph options.

The Course Home page outlines for the students two primary things—their
assignments and their results.

By and large, students love the Calendar view and the Upcoming Assignments.
They like to be able to see, at a glance, what is due and when it is due. The
Upcoming Assignments view will show the next three assignments (within the
next 14 days) on which students need to work. It will not show omitted
assignments, assignments with start dates that have not yet been reached, or
assignments with recorded results.

Home Page Settings =t @

Calendar Options
Hide anything you do not

want students to see on
the Home Page

Course Calendar ® Show ' Hide

Upcoming Assignments * Show ' Hide

Progress Options /

My Results Graph * Show ' Hide

Course Timeline * Show ' Hide

Change Results

Results Target Line % Target Line here
My Progress Graph ® Show ' Hide Be sure to click
Save
Announcement Options
Publisher Announcement  ® Show Hide

Results will show an “at a glance” view of how the student is performing in the
course on the graded NCCERconnect assignments. The “target line” is set at 80%
by default.

All settings are customizable.

NCCERconnect Quick Steps to Editing Your Course Home Page

From the Course Home page > Right-hand modify button > Manage > Home
Page Settings > Make any necessary changes > SAVE

or

From Instructor Tools > Course Home Manager > Home Page Settings > Make
any necessary changes > SAVE

For more detailed information on this process, click here to be directed to our in-
product help.

ALWAYS LEARNING PEARSON



http://help.pearsoncmg.com/xl/instructor/ccng/instructor_help.htm%23cshid=/homepage_settings_page.htm

Personalize the color scheme of your course.

Want to personalize your course? This is an easy way to do so quickly. The Style
tab allows you to change the default color of the banner and course menu.

NCCERconnect Quick Steps to Changing the Color Palette of your Course

From inside your Course > Left-hand modify button > Style tab > Make your
selection > X to close and save

Add & Arrange Restore Style (o)}

SECTION 3.2: CUSTOMIZE THE COURSE MENU TO
REFLECT ITEMS YOU WILL USE IN THE COURSE

Upload Your Syllabus.

NCCERconnect allows you the flexibility to tailor your online course so that it can
match your syllabus. However, you may want to upload your syllabus as an
additional reference for your students to view. You can either build your own
syllabus within the course or upload a Word file. Both will be viewable within the
course window when you click the Syllabus tab.

NCCERconnect Quick Steps to Uploading Your Syllabus

From inside your Course > Drop open the items under Course Home by clicking
the triangle to the left of Course Home > Syllabus > Right-hand modify button >
Manage > Make any necessary changes > Save

For more detailed information on this process, click here to be directed to our in-
product help.
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Hide menu items from your course menu.

Hide menu items so your course only reflects what you will be focusing on within
the classroom.

NCCERconnect Quick Steps to Hiding Items

From inside your Course > Left-hand modify button > Settings Tab > Find the
items you want to hide > Click the box to the right of that item in the ‘hidden’
column > “X” to close and save

For more detailed information on this process, click here to be directed to in-
product help.

Renaming Items

In some instances you may want to rename content that we’ve populated within
the course. You can do this to allow for a better match with your syllabus or to
emphasize a focus on a particular topic area.

NCCERconnect Quick Steps to Renaming ltems

From inside your Course > Left-hand modify button > Either the Settings tab or
Add & Arrange tab > Hover over the item you wish to change > Click on the
pencil that appears to its left > Change the item name > ENTER

*Note: you must hit ENTER. Clicking off the item will not save the change.

For more detailed information on this process, click here to be directed to in-
product help.

ALWAYS LEARNING PEARSON



http://help.pearsoncmg.com/xl/instructor/ccng/instructor_help.htm%23course_menu_ccng/hide_menu_items_ccng.htm%3FTocPath%3DDesign%2520your%2520course|Design%2520your%2520course%2520menu|Design%2520your%2520course%2520menu|_____4
http://help.pearsoncmg.com/xl/instructor/ccng/instructor_help.htm%23course_menu_ccng/rename_menu_items_ccng.htm%3FTocPath%3DDesign%2520your%2520course|Design%2520your%2520course%2520menu|Design%2520your%2520course%2520menu|_____2

Add, archive, and reorder items in your course menul.

Adding An Item

The Add & Arrange tab allows you to add new items, edit item name, order
items, and archive items you no longer wish to have in the Course Menu.

Adding new items to your course is a great way to incorporate your own
instructional material and assignments. A drop-down list of item types appears
when you choose to add an item to your course. You can add the following:

e Content Page: Creates a content page for you to edit. Once added, click
the right-hand modify button > Manage above the content pane to add text
or images in the content editor.

e Threaded Discussion: Creates a discussion where you add topics to which
your students can respond.

e Uploaded Content: Lets you upload an Adobe PDF file, Microsoft Office
file, HTML file, video, or image and associate it with the new menu item.
After creating the menu item, navigate to it and click the right-hand modify
button > Upload MS Office File or the right-hand Modify Upload Content
(PDF, HTML, etc.) above the content pane.

e Linked Content: Creates a menu item that links to an external website.

You can add a new main-level item to the bottom of the course menu, or add a
“child” item to an existing “parent” item.

NCCERconnect Quick Steps to Adding a New Item

From within your Course > Left-hand modify button > Add & Arrange Tab > Click
Add new item to main level to have it appear in the main level or use the triangle
icons to the left of the item names to open up child items and place your new
item within that grouping >Select your item type > Enter the information > Save
Note: For Content Pages, Uploaded Content, Threaded Discussions, and Assessments, you will

need to go to those menu items once created and click on the right-hand modify button >
Manage to enter the content.

For more detailed information on this process, click here to be directed to in-
product help.
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Ordering Items

Whether it’s to list the most important items in your course at the top of the
course menu or to rearrange content to better match your syllabus, you can
reorder the items in your course menu. Use the ordering feature’s up/down
arrows or dynamic numbering to place items where you want them.

NCCERconnect Quick Steps to Re-Ordering Items

From within your Course > Left-hand modify button > Add & Arrange tab > Use
either the numbered text boxes or the up/down arrows to order items > X to
close and save

Archive An Item
You can archive an item to remove it from the course menu. Unlike hiding an

item from the students, archiving will completely remove the item, streamlining

your menu and removing items you do not feel you’ll use during the term. Or, if

you’ve added an item but wish to remove it, you must archive it in order remove
it from the menu.

NCCERconnect Quick Steps to Archiving Items

From within your Course > Left-hand modify button > Add & Arrange Tab >

(=
Select the Archive Icon '

to remove

to the right of the item name for the item you wish

Restore An Item
The Restore tab allows you to either restore an archived item to the course menu
or fully delete it from the course altogether.

NCCERconnect Quick Steps to Restoring Items

From within your Course > Left-hand modify button > Restore tab > Select the

Restore Icon 2 to the right of the item name for the item you wish to restore

Delete An Item

NCCERconnect Quick Steps to Deleting Items

From within your Course > Left-hand modify button > Restore tab > Select the

X . : : .
Delete Icon to the right of the item name for the item you wish to remove
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MODULE 4: ASSIGNING EFFECTIVE

ASSIGNMENTS WITH THE ASSIGNMENT n
MANAGER

Video Tutorials

LEARNING OUTCOME

This module will help you implement the NCCERconnect content you have chosen
to use in your course to satisfy your goals and outcomes. Learn best practices for
assigning the different content types and creating your own content, including
multiple module assessments.

SECTION 4.1: ASSIGN HOMEWORK AND QUIZZES 71
UNDERSTANDING THE DIFFERENCE BETWEEN PREBUILT AND PREASSIGNED 71
ASSIGNING PREBUILT, UNASSIGNED ASSIGNMENTS 72
MANAGING ASSIGNED ASSIGNMENTS 73
MANAGE MULTIPLE ASSIGNMENT SETTINGS. 74
SECTION 4.2: ADD CUSTOM ASSIGNMENTS AND CONTENT FORSTUDENTS 75
UNDERSTANDING THE QUESTION ID TAGGED TO EACH QUESTION WITHIN YOUR NCCERCONNECT COURSE 75
CREATE YOUR OWN ASSIGNMENT USING THE NCCERCONNECT QUESTION BANK AND MEDIA LIBRARY. 76
The Select Media and Questions page 76
Question Pooling 77
Create your own questions 77
The Choose Settings Page 78
CREATE A MEDIA ASSIGNMENT FOR YOUR STUDENTS. 79
ASSIGN READING. 81
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SECTION 4.1: ASSIGN HOMEWORK AND QUIZZES

Understanding the difference between prebuilt and preassigned

There are two types of content within your NCCERconnect course: prebuilt and
preassigned. Understanding the difference is a key beginning step to building out
your assignments for your students.

Prebuilt assignments are created by Pearson and loaded into your NCCERconnect
course. These assignments can be found within Instructor Tools > Assignment
Manager. These assignments, however, are not “assigned” to your students, so
they will not be viewable until you choose to assign them and make them
available to your students.

Preassigned assignments have been prebuilt and preassigned. In this instance,
Pearson has chosen a recommended learning path for your students to follow for
each module. These preassigned assignments are available by default from your
course start date.

Your NCCERconnect course may have a combination of prebuilt and preassigned
assignments. You can determine which type of assignment is in your course by
looking at the Assignment Manager within your Instructor Tools. Look at the

“Assigned” column. A green check mark v indicates that the assignment is
assigned and viewable to your students.

= Assignment Manager

‘Core Curriculum - Enhanced Platform [0] ¥ |> HOMEWORK/TEST MANAGER
Manage Course List

Homework/Test Manager Legend ook @
Create Assignment | Z_}Change Dates & Assign Slatus| Z'-I"._"Set Prerequiswtes| |More Assignment Tools v

[Show Al Homework Quizzes & Tests | Other m

PRE-ASSIGNED
Content is built and assigned

Order M Assi t Name Category Assigned Content is viewable to the student
1 0010109 4 M1:Reading (00101-09) o B/16| Upon the course start N m
2 | 00101-09 4 M1: Concept Checks (00101-09) o 06/16/15  06/22/15 [y - -
PRE-BUILT
3 00101.09 A M1:Trade Terms (00101-09) o s 98/1 Contentis built_ but unassigned. v
- Content will not be viewable to
4 0010109 & ML: Review Questions (00101-09) a C 6/1 the students until it is assigned S
5 0010209 A M2:Reading (00102-09) o 06/16/15 [ -~ Choose -- v
& 0010209 A M2: Concept Checks (00102-09) o 06/16/15 [ - Choose —- v m
Z 0010209 A M2:Trade Terms (00102-09) o 06/16/15 [~ Choose —- v
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Assigning prebuilt, UNASSIGNED assignments

If your NCCERconnect course has prebuilt but UNASSIGNED assignments, you
will need to assign ALL the content you wish the students to complete.

If you simply want the assignments to be available to your students, all you may
have to do is “assign” those assignments that you want your students to
complete. The assignments will be available from the day that you choose to
assign them.

NCCERconnect Quick Steps to Assigning Prebuilt, UNASSIGNED
Assignments

From within your Course > Instructor Tools > Assignment Manager > Find the
assignment you need > Select Assign from the Actions dropdown > GO

or

From within your Course > Instructor Tools > Assignment Manager > Change
Dates & Assign Status button > Select the assignments that you wish to assign
by checking the box in the far left column > Use the Multiple Assignment Settings
bar > Select the Assigned Button > Hit Apply to Selected > Choose Update All
Settings or Update Changes Only

For more detailed information on this process, click here to be directed to our in-
product help.

Read on to learn more about assigning due dates and setting other preferences
for assignments that are assigned.
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Managing assigned assignments

You may want to assign due dates for your assigned assignments to keep your
students on track for where you want them to be within your course.

You may also want to change the assignment start date so that it becomes
available to them on the day that you want them to start working on it.

Additionally, you may want to adjust additional settings for each assignment.

A closer look at the customizations/settings within the assignments can be found
in the next section. Follow the Quick Steps below to quickly access the settings
for prebuilt, assigned assignments.

NCCERconnect Quick Steps to Manaqing Preassigned Assignments

From within your Course > Instructor Tools > Assignment Manager > Find the
assignment you need > Select Edit from the Actions dropdown > GO > Make any
necessary changes > Select Next to advance to the next settings > Select Save
or Save and Assign

or

From within your Course > Instructor Tools > Assignment Manager > Change
Dates & Assign Status button > Select the assignments that you wish to make
changes to by checking the box in the far left column > Use the Multiple
Assignment Settings bar to make bulk changes > Hit Apply to Selected > Choose
Update All Settings or Update Changes Only

For more detailed information on this process, click here to be directed to our in-
product help.
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Manage multiple assignment settings.

You may find it easier to edit multiple assignments at the same time. In this case
you will want to utilize our Change Dates & Assign Status button and/or our
Multiple Assignment Manager. These features allow you to save time and quickly
change dates/settings for multiple assignments within your course.

= Assignment Manager
Core Curriculum = Enhanced Platform (0] ¥ |» HOMEWORK/TEST MANAGER

Marage Course List
k/Test M Legend ddb @
[erE RN TR | ™ Change Dates & Assign Status|| ™ Set Prerequisites|  More aAssignment Toals o

UV Homework  Quizzes & Tests | Other § Module

Within this page, you can either use the Multiple Assignment Setting to change
multiple homework items to the same settings at once or individually edit
multiple items quickly without going into the full homework manager settings.
This is a great option if you are keeping your homework loaded as
Pearson has created it and just changing due dates, access to the
assignment beyond the due date, and/or password restrictions to the
assignment.

NCCERconnect Quick Steps to Utilizing the Change Date & Assign Status
Button

From inside your Course > Instructor Tools > Assignment Manager > Change
Dates & Assign Status button > then ...

If you are editing individually: Find the assignments you wish to edit > Make your
changes > Choose Update all settings or Update changes only

or

If you are utilizing the Multiple Assignment Settings button: Use the boxes in the
first column to select items you wish to have edits > Use the top row that says
“Multiple Assignment Settings” and input your changes > Choose Update all
settings or Update changes only

For more detailed information on this process, click here to be directed to our in-
product help.
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SECTION 4.2: ADD CUSTOM ASSIGNMENTS AND
CONTENT FOR STUDENTS

Understanding the question 1D tagged to each question within your
NCCERconnect course

As you begin to edit prebuilt assignments or create your own, it is useful to
understand the question ID that is “tagged” or attached to every question within
your NCCERconnect course.

You can see the question ID on the “Select Media and Questions” page of each
individual assignment. One way to get to this this page go to Instructor Tools >
Assignment Manager > Find your assignment > Use the Actions dropdown and
select “Edit — GO” > Next

The question is named based on where the student would first see that question.
In the picture below, Review refers to the Module Review quiz. The first number
in the tag refers to the module. The second number in the tag refers to the
section. The third number in the tag is one that we have assigned to that
question based on the # of questions we have for that
assignment/module/section.

= Assignment Manager

Core Currlculum - Enhanced Matform
Edit Homework Legend das @

D sta (2] Select Media and Questions &) Choose Settings

Name M1: Concept Chacks (00101-09) Question Source
Book NCCERconnect fer Core Curriculum 4/E Charos.., ¥ show publisher questions
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So how can the question ID make managing your assignments easier?

If you know that you want to isolate a particular section within a module for a
quiz, you can easily identify questions pertaining to that section.

Or perhaps you want to compile a module test and want to assign two questions
per section. You can randomly select questions based on the question ID and
then review the questions to ensure that you are happy with them once they are
in the “My Selections” list.
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Create your own assignment using the NCCERconnect question bank and
media library.

In addition to using our preloaded homework assignments, you can also choose
to create your own by building it within the assignment manager.

Go to the Assignment Manager and click “Create Assignment” to get started.

Name your assignment. Click Next.

The Select Media and Questions page

From the “Select Media and Questions” page, you can choose from which
textbook the questions are pulled, from which module the questions are pulled,
even which learning outcomes are covered and whether students have already
seen these questions in the Study Plan.

The column on the left contains your “Available Questions.” The section to the
right (“*My Selections”) contains the questions/media that make up your
assignment.

You can add questions/media to your assignment by either:

e Clicking the box to the left of the Question ID/Media Name within your
Available Questions list and selecting “Add”

e Or selecting “Preview & Add” and then selecting “Add” for any question you
wish to add to your assignment/“Next” for any question you wish to skip.

Conversely, to remove any item from an exam, you can:

e Click the box to the left of the Question ID/Media Name within “My
Selections” and select “Remove”

e Or select “Preview & Remove” and then select “Remove” for any questions
you wish to delete from your assignment/“Next” for any questions you wish
to leave in the assignment.

Assignment Manager

Questions [JEETE]
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Question Pooling

Additionally, you may wish to enable question pooling. You can pool multiple
questions into one question. A question pool is a group of questions that are
associated with a single question number on a quiz or a test. The question the
student views on the quiz/test is a random selection of one of the questions from
that pool. Pooling greatly reduces the chances of two students seeing the same
question in the same order with the same values. Be sure to pool questions with
the same objective and difficulty level to ensure students receive a similar “quiz
or test experience.”

Note: When you pool your questions, it disables the Item Analysis feature for
that assignment. Question pooling is only available for quizzes/tests.

Create your own questions

You can create your own custom questions to add to homework, quizzes, or
tests. These questions will act as any publisher-provided questions.

You can create your own guestions within the assignment itself.

,E Assignment Manager

REVIEW: ML for AMA: Fourdations & Practices, 210 [6-15-15]
Edit Homework Legend date &
O st (2 Select Media and Questions B Chasse Settings

Hame . W
ook P

Guestion Source
Wab for Adminlteathon Madical Aisting. 3¢ [6/15/15] (hangs., | ¥ Show publisher questions

Chapter
Leamning Dutcome | A Lessring Dutcomes

diciie and Mesith Care

Availabiity A5 questions

questions JEEE

Additionally, you can utilize the Manage Custom Questions link located in the
Assignment Manager > More Assignment Tools dropdown menu.

'ﬁ Assignment Manager

|REVIEW: MHPL for AMA: Foundations & Practices, 2/E [6-15-15] [0] ¥ |> HOMEWORK/TEST MANAGER
Manage Course List

Homework/Test Manager Legend & @
Create Assignment + | "E.‘Change Dates & Assign Slalus‘ (F)set Prerequ\swles| | More Assignment Tools v

UG Homework | Quizzes & Tests | Other Chapter

You have several options when creating your own question. You can do any of
the following:

e Copy and edit a question from your online course.
e Start with an empty template.
e Copy and edit a question from another instructor's account.

Make your selections and then hit “Next” to follow the prompts throughout the
process.
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NCCERconnect Quick Steps to Adding Your Own Questions within the

Custom Question Manager

From inside your Course > Instructor Tools > Assignment Manager > More
Assignment Tools Manager dropdown > Select Manage Custom Questions from
the dropdown > Hit Create New Question button > Follow prompts > Save

For more on how to use our custom question builder, please click here.

The Choose Settings Page

The Choose Settings page allows you to set the parameters for the assignments
you want your students to complete. Certain settings apply to all assignments.
Other settings may be specific to homework or quizzes/tests.

You can refer to the grid below to see which settings are applicable to each type
of assignment in your NCCERconnect course.

Note: This is a generic overview; your NCCERconnect craft area may have
different options/default settings.

Setting

Homework

Quiz/Test

Availability Options

Start/Due Dates

Yes—Default:

creation date

Course start date/assignment

; due date open

Yes—Default: Course start date/assignment
creation date; due date open

Module Association Yes Yes
Scoring Options
Late Submission Yes—Default: Not Allowed n/a
Partial Credit Yes—Default: Allow Yes—Default: Allow

Access Controls

Password n/a Yes—Default: None
Prerequisites Yes Yes
Attempts per Question Yes—Default: Unlimited n/a

Attempts per n/a Yes—Default: Unlimited
Assignment
Incomplete Attempt n/a Yes—Default: Student is expected to

complete in one session

Presentation Options

Review Only Parts

Yes—Default:

Shows parts for review only

Yes—Default: Shows parts for review only

Time Limit

n/a

Yes—Default: No limit

Question Display

n/a

Yes - Default: Not scrambled

Learning Aids

Yes—Default:

All available in Review Mode

Yes - Default: Instructor Tip

only
Lock Correct Answers Yes—Default: Unlocked n/a
Save Values Yes—Default: Saved n/a
Printing Yes—Default: Not Allowed n/a
Graphing n/a Yes - Default: Allowed
Review Options
Results Display Yes—Default: Shows score and results
Reviewing Test Yes—Default: Student can review any time
after submitting
Study Plan Varies Varies
Print Yes—Default: Not Allowed
Other
Importing | Yes—Default: Not Allowed | Yes—Default: Not Allowed
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Make your selections on this page for your assignment and then choose “Save” to
come back to the assignment if you are not ready for the students to see it or
“Save and Assign” if you have finished building out your assignment.

To learn more about Assignment Settings you can read more in the next Module.

NCCERconnect Quick Steps to Building Your Own Assignment

From inside your Course > Instructor Tools > Assignment Manager > Create
Assignment > Select the assignment type from the dropdown menu > Follow the
prompts entering the details of the assignment > Save & Assign

Create a media assignment for your students.

How will you engage your students? The media question feature within
NCCERconnect allows you to engage your students with homework, quiz, or test
questions that have a media component. You can begin by creating a question
utilizing our built-in media. This is a great way to verify that the students are
viewing the media items that you want them to view.

= Assignment Manager

) Start (2) Select Media and Questions € Choose Settings
Name M1: Concept Checks (00101-09) Media Type
& .
Book NCCERconnect for Core Curriculum 4/E Change... ¥ Document #I Trade Terms
< ¥ vid
Module 00101-09. M1: Basic Safety (00101-09) v| | " eTextPages ideo [
7] ive Fi
Section | All Sections v N I“teraCt‘f’i‘ Figure
¥ PowerPoint g2 (+) Add my own media
Availability |All questions M|

/'

» View Assignment Details

Available Media (64) My Selections (46) Questions on assignment: 46

| Media Title

[ M1: Classes Of Fi..
[/ M1: Death From ..
[JM1: Donning AF..
() M1: Electrical Pro...
[ M1: Electrical Sh

oO#

Question ID / Media

Section / Book Association

Points on assignment: 46

Concept Check 1.2.1
Concept Check 1.2.2
Concept Check 1.3.1
Concept Check 1.3.2
Concept Check 1.3.3

[ M1: eText (0010.. aTe: (16  Concept Check 1.3.4 Section 00101-09.3: Accidents: Causes and Results
() M1: Examples Of... Inte (J7  Concept Check 1.3.5 Section 00101-09.3: Accidents: Causes and Results
[ M1: Extension L. [ (18  Concept Check 1.3.6 Section 00101-09.3: Accidents: Causes and Results
[JM1: Extension L. &= (]9 Concept Check 1.3.7 Section 00101-09.3: Accidents: Causes and Results
[ M1: Flash Burn 5. (110 Concept Check 1.3.8 Section 00101-09.3: Accidents: Causes and Results
(L] M1: Fluid Proximi. . [ [J11 Concept Check 1.4.1 Section 00101-09.4: Hazard and Recagnition, Evaluation and C__

Section 00101-09.2: Importance of Safety
Section 00101-09.2: Importance of Safety
Section 00101-09.3: Accidents: Causes and Results
Section 00101-09.3: Accidents: Causes and Results
Section 00101-09.3: Accidents: Causes and Results
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NCCERconnect Quick Steps to Creating a Media Assignment

From inside your Course > Instructor Tools > Assignment Manager > Create
Assignment > Choose Homework/Quiz/Test > Name > From the Select Media
and Questions page, choose Media > Add > Next to the Settings Page > Choose
settings > Save
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Additionally, you can add your own media for use within the assignment. If you
want to upload your own PowerPoint, PDF, Word Document, and/or Video and
also include it as an assignable activity for your students, you can utilize the Add
Your Own Media link.

Note: Prior to adding your own media to the assignment, the media must be
uploaded to some kind of server. The Document Sharing feature within
NCCERconnect allows you to upload and will show you the link URL to where it is
being housed on our servers. If you do want to add your own video, we
recommend that you upload to a YouTube account and use that link URL.

Once you upload to the Document Sharing portion of the site, click “show link” to
view the link URL that you should use when creating your media assignment.

,_E Document Sharing

Document Sharing Categories

ZAdd Category

Categories Edit Delete
> MyHealthPr ionsLab: MyHealthPr ionsLab

Note: Only Custom Categories can be renamed and deleted.

MyHealthProfessionsl~_: MyHealthProfessionsiab

FlUpload Document Download Documents

[ File Mame/Description owner Date/Time™ v Size Share Downloads Edit Delete
Sample Report.docx
[J Report Pearson Instructor 5/25/2015 4:17:58 PM 12K Entire Class 0 a7 @

[http://docsharing.next.ecollege. com;SharedFile.show?file=Sample+Report. docxarefer=1 W |

* Times are displayed in {GMT-05:00) Eastern Time (US & Canada)

NCCERconnect Quick Steps to Adding Your Own Medial for an Assignment

First, upload your media to a server (our Document Sharing or YouTube) and
make note of the URL.

Second, from inside your Course > Instructor Tools > Assignment Manager >
Create Assignment > Choose Homework/Quiz/Test > Name > From the Select
Media and Questions page, choose Media > Add > Next to the Settings Page >
Choose settings > Save
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Assign reading.

The eText option within NCCERconnect allows students to have access to their
text with a quick click within the course. It also allows you the ability to gauge
your students’ accountability with regard to completing their reading
assignments. You can assign their reading homework and see when students
have completed it. In addition, we will track how much time it took your student
to complete. Students need to hit the “Submit” button upon completion of their
reading to log within the Gradebook as completed.

Printer Friendly | Submit
(el

PEARSON

QdJP [I@hr ® 19 aE]) Q@0 e
ﬂ))) 1.0.0 INTRODUCTION 2.1.0 Safety Culture
When you take a job, you have a safety obligation Your boss might say, “I want my company to have
to your employer, co-workers, family, and your- a perfect safety record.” What does that mean? A
self. In exchange for your wages and benefits, you safety record is more than the number of days a
agree to work safely. You are also obligated to company has worked without an accident. Safety
make sure anyone you work with is working is a learned behavior and attitude. Safety is a way

You can edit the reading assignment by following the steps below.

NCCERconnect Quick Steps to Editing Reading Assignments

From inside your Course > Instructor Tools > Assignment Manager > Find the
reading assignment > Select Edit from the Actions dropdown > GO > Hit Next to
arrive at the Settings page for this assignment > Make any necessary changes
with regards to Due Dates, Prerequisites, Late Submissions, etc. > Select Save or
Save & Assign

A complete online user’s guide for our eText options is available by clicking the
“Help” button in the top right of the eText. You can also click here.
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MODULE 5: MANAGING ASSIGNMENT SETTINGS
AND PREFERENCES

LEARNING OUTCOME

This module will help you set up the assignments and activities you are using
with setting preferences to match your intended outcome for each type of
assignment.

SECTION 5.1: SET PREFERENCES AND SCORING OPTIONS FOR INDIVIDUALASSIGNMENTS
APPLY YOUR LATE SUBMISSIONS POLICY FOR AN ASSIGNMENT.

SPECIFY THE NUMBER OF ATTEMPTS STUDENTS CAN SUBMIT THE ASSIGNMENT BEFORE THE DUE DATE.
ADD A PREREQUISITE TO AN ASSIGNMENT.

SPECIFY THE NUMBER OF ATTEMPTS ALLOWED PER QUESTION ON AN ASSIGNMENT.

APPLY SETTINGS FOR INCOMPLETE OR INTERRUPTED ATTEMPTS.

CHOOSE THE LEARNING AIDS YOU WISH TO MAKE AVAILABLE TO STUDENTS WITHIN THE ASSIGNMENT.
SET A TIME LIMIT.

SECTION 5.2: SELECT HOW AND WHEN STUDENTS CAN REVIEW SUBMITTED ASSIGNMENTS
CHOOSE HOW THE RESULTS ARE DISPLAYED (WHAT THE STUDENT CAN SEE).
CHOOSE WHEN THE STUDENTS CAN REVIEW THE RESULTS YOU SELECTED.

SECTION 5.3: ADD MEASURES TO ASSIGNMENTS TO PREVENT CHEATING
SECURE HIGH-STAKES ASSIGNMENTS BY ENABLING THE LOCKDOWN BROWSER OPTION
RESTRICT ACCESS TO AN ASSIGNMENT BY ADDING A PASSWORD.

SECTION 5.4: ADJUST ASSIGNMENTS FOR STUDENTS WITH SPECIAL CIRCUMSTANCES

EXTEND TIME LIMITS/DUE DATES FOR STUDENTS REQUIRING ADDITIONAL TIME ON ASSIGNMENTS.
CREATE A SEPARATE ASSIGNMENT FOR AN INDIVIDUAL STUDENT.
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SECTION 5.1: SET PREFERENCES AND SCORING
OPTIONS FOR INDIVIDUAL ASSIGNMENTS

Setting preferences and scoring options will enable you to focus on the intended
outcomes for each assignment. This lesson highlights some of the most
commonly used preferences. All of these preferences can be either set upon
initial creation of the assignment or edited later.

Apply your late submissions policy for an assignment.

You can allow students to complete a homework assignment after its due date.
You can enable late submission of homework from any page that lets you edit
homework settings.

= Choose assignment settings: You can enable late submission for a single
assignment for all students when creating the assignment or by editing an
existing assignment.

Scoring Options

Late submissions [¥] Allow students to work and change score after due date

Require password I

[¥I Require final submission| ] | \3
[¥] Deduct late submission penalty From final score * Penalty %a -
[¥] Apply only to questions scored after the due date

Partial Credit [¥] Allow partial credit on questions with multiple parts

NCCERconnect Quick Steps to Applying a Late Submission Policy

From inside your Course > Instructor Tools > Assignment Manager > Find
your assignment > Actions Dropdown Menu > Settings per Class > Scoring
Options > Check Allow Students to Work After Due Date > Select any other
options (password, final submission date, late submission penalty, etc.) >
Save
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Change settings per student: Enable late submission for a single
assignment for individual students, or change the number of attempts
and/or the due date.

[@ Assignment Manager
Individual Student Settings Leased dub

per Ansigmment

Baluch an wssrgament and Uren add sbudests o need indiidusl sellings,
To pravant an assignmant fram costnbuting ta 3 shudest's results, amit this assignmant for that shudent in the Gradeboak.

Assigument Categery Homeworic - ﬂ

Assigmment ©h 1: Hemewark A

Students Ansgned Start Dus
Hultishe Studest Sultings ® Assign v ‘earoaia O owicaiia =
120am 3 B389
........ e

STy Brianad T Rwomia O | Gweaid | Walons
Bamars 12icoam & 13sem

NCCERconnect Quick Steps to Changing the Late Submission Policy
for an Individual Student

From inside your Course > Instructor Tools > Assignment Manager > More
Assignment Tools Dropdown > Individual Student Settings > Make any
necessary changes

Change settings for multiple assignments: Enable late submission for
multiple assignments for all students.

@ Assignment Manager

MyBradyLab XL (1) [0] ¥ >HOMEWORK/TEST MANAGER > CHANGE DUE DATES & ASSIGN STATUS
Manage Course List

Change Due Dates & Assign Status Legend gk @)

@ Use Calendar for Dates ) Use Add/Subtract Days for Dates Update all settings | Update changes only

[ ch. Assignment Category Assigned Start Due Homework Access
hsdu;tlple Assignment © assigned |Ug/15/14 =] | =] AH:!N st:j.ldtents to work and change score
ettings after due date.
[o:530m & I @ [ZFinal submission

®Unassigned l— -
@

[Cpassword:

Apply to Selected Apply to Selected Apply to Selected

Apply to Selected

NCCERconnect Quick Steps to Chanqging the Late Submission Policy
for Multiple Assignments for All Students

From inside your Course > Instructor Tools > Assignment Manager >
Change Dates & Assign Status button > Use the Multiple Assignment
Settings tab to apply a late submission policy for your students > Update
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When you enable late submission:
e You can require that students contact you for a password.
e You can set a closing date and time for the late submission period.

e You can choose whether to deduct a penalty from the overall homework
score or only from the score for any questions that are submitted after the
original due date.

Note: You need to input a due date for the assignment before you can apply a
late submission policy.

For more detailed information on this process, click here to be directed to our in-
product help.

Specify the number of attempts students can submit the assignment
before the due date.

For quiz and test items within your course, you are able to set the number of
attempts a student can make on the assignment. This setting is not available on
homework items.

Access Controls

Password [l Required password

Prerequisites Nope hange

ncomplete Attemp’ (7 Students have the Save for Later option. They can leave and return later to complete
the quiz. They must answer in order, and cannot go back to previously viewed
guestions.

NCCERconnect Quick Steps to Specifving the Number of Attempts for an
Assignment

Open the appropriate Assignment Settings page > Access Controls > Check the
box to the right of Number of Attempts > Save or Save & Assign
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Add a prerequisite to an assignment.

E Assignment Manager
‘MyHeaIthProfessionsLab [3] V|> HOMEWORK/TEST MANAGER

Manage Course List

Homework/Test Manager e @
Create Assignment | Change Dates & Assign Status{ ™ )Set Prerequislles| IMore Assignment Tools hd
YA Homework  Quizzes & Tests | Other Chapter

You can set prerequisites for any of your assignments to ensure that your
students are following a prescribed learning path. You can create prerequisites
from the Set Prerequisites tab or within the Access Controls section of the
Settings Tab for the individual assignment. You can add multiple prerequisites for
each assignment by clicking the box in the Multiple Prerequisites column.
Additionally, you can set a minimum score achieved for each assignment.

) Assignment Manager

Core Curriculum - Enhanced Platform [0] ¥ | = HOMEWORK/TEST MANAGER > SET PREREQUISITES
Manage Course List

Set Prerequisites Legend o @

» Review Due Dates & Assigned Status
Select prerequisites for the assignments listed below.

B Homework  Quizzes & Tests Basic Settings @ Advanced Settings

I'lllese are prerequisites: I For these assignments: I
Minimum Score ! Multiple
rerequisite Item (Optional) Prereqs. M Assignment For this Attempt
MNone v %% a 00101-09 4 M1: Reading (00101-09)
None v 9 |9} 00101-09 A M1: Concept Checks (00101-09)
None v %y ] 0101-09 A M1:Trade Terms (00101-09)
‘None v %, =] 00101-09 A M1:Review Questions (00101-09) All Attempts ¥

NCCERconnect Quick Steps to Setting Prerequisites

From inside your Course > Instructor Tools > Assignment Manager > Set
Prerequisites Tab > Choose either Basic or Advanced Settings > Make any
necessary changes > Update

For more detailed information on this process, click here to be directed to our in-
product help.
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Specify the number of attempts allowed per question on an assignment.

For homework items, you can specify the number of attempts allowed per
question.

Access Controls

Prerequisites None  Change... ,

Attem_pts per Limit number of times students can work each question to |2
question

NCCERconnect Quick Steps to Specifying the Number of Attempts per
Question
Open the appropriate Assignment Settings Page > Access Controls > Check the

box to the right of Attempts per Question > Select Number > Save or Save &
Assign

Apply settings for incomplete or interrupted attempts.

By default, students are expected to complete the test in one session. However,
you do have the flexibility to give students the Save for Later option. They can
leave and return later to complete the test. However, they must answer in order,
and cannot go back to previously viewed questions. If an attempt is interrupted,
you have the choice of allowing the students to go back in or come to you for
access back into the test.

NCCERconnect Quick Steps to Specifving the Number of Attempts per

Question

Open the appropriate Assignment Settings Page > Access Controls > Incomplete
Attempt > Make Your Selections > Save or Save & Assign

Passwond ] | Required password
Prerequisites Mona  Change...

Number of Attempts || Lumit number of attempts to

Tncomplete Atbhempt Students have the Sa\e for Later option. The)‘ can leave and retum later to complete
the test. They must answer in order, and cannot go back to previows| sly viewed
questions,

@ Students are expected to complete the test in one session
If attempt is interrupted, students may re-access and comglete on their own
@ I attempt 15 inbesrupted, nstroctors must enable sooess

& Restricted Access: Student cannot resume an incomplete attempt until the
mnstructor enables scoess to ik,
Blocked Access: Student cannot access other assignments or questions
while taking a test. If the student does not submit the L! t, access to all
questions and assignments is blockad until the instructor anables accass to
or deletes the incomplete test.

For more detailed information on this process, including options for allowing
single students/multiple students to gain access to resume incomplete tests, click
here.
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Choose the learning aids you wish to make available to students within
the assignment.

You can specify which learning aids are available to students when they work on
or review assignments. You can change learning aid availability at either the
course level or assignment level.

Any learning aid that you disable at the course level is not available when you set
the accessible learning aids for an individual assignment. You cannot change
settings for an assignment on which students have already worked.

NCCERconnect Quick Steps to Editing Learning Aids at the Course Level

From inside your Course > Instructor Tools > Course Settings > Learning Aids
and Test Options > Edit > Make selections as appropriate > Save

E course Settings
Assignments Start & End 05/01/14 - 05/28/15
Days to Use sunday, Monday, Tuesday, Wednesday, Thursday, Friday, Saturday
Time Zone (UTC-05:00) Eastermn Time (LS & Canada)
Adpusts automatically for Dayhght Savings Time
Current course time: 3:24pm
Course Access »Edit

Pearson Instructor

Full mnstructor
©Other restricted access privileges Hone
Coverage ¥ Edit
Chapters 2 of 2 included
Learning Outcomes 58 of 58 mcluded
Learning Aids and Test Options » it
B Video &) Animation A eText Pages ,
(5 Glossary & Review R Extra Help
ks sk My Instructor

NCCERconnect Quick Steps to Editing Learning Aids at the Assignment
Level

Open the appropriate Assignment Settings page > Presentation Options >
Learning Aids > Change > Make selections > OK > Save or Save & Assign

rﬂ Assignment Manager
TR QUIZ. INEY MUSE ANSWEr M Oroer, ana Cannot go Dack [0 préviousty Vieweo
questions.
® Students are expected to complete the quiz in one session
Sebect Learning Aids: d complate on thair swn
&Text Pages
'l‘ eSS
Sy Aak My Inatructor P incomplate sttempt until the
< &5 Ingtructor Tip
Presentation Options
Time Limit
Question display
Learning Aids
Graphing
——— [oc]

For more detailed information on this process, click here to be directed to our in-
product help.
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Set a time limit.

You can choose to set a time limit for your homework, quizzes, and tests. When
you set a time limit, you can choose whether to let the students see the amount
of time remaining during the test or quiz. Check the Show time remaining during
the test box to display the time. If you uncheck this box, students do not see the
remaining time while doing the test or quiz.

NCCERconnect Quick Steps to Setting a Time Limit

Open the appropriate Assignment Settings page > Presentation Options > Time
Limit > Check the box for time allowed and enter the number > If you prefer,
you can also check the box for Show Time Remaining > Save or Save & Assign

Presentation Options

Time Limit [¥] Quiz time allowed (minutes): I

Show time remaining during quiz
Question display ramble question order for each student

Learning Aids Instructor Tip Change....

[T show in Review mode only

Graphing Allow students to move points by typing coordinates
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SECTION 5.2: SELECT HOW AND WHEN STUDENTS CAN
REVIEW SUBMITTED ASSIGNMENTS

Review Options

Results Display Test Summary shows test score only -
Reviewing test Student can review test only immediately after submitting -
Study Plan Results are used to update the study plan

[l allow students to print the test with the correct answers and their answers while

Print o
reviewing

Choose how the results are displayed (what the student can see).

You have the option to allow students to have access to their results upon
completion of their assignment. If you do choose to give them access to their
assignment, you choose whether they will be able to review their test score only
or their score and their questions/answers.

NCCERconnect Quick Steps to Choosing the Results to Display

Open the appropriate Assignment Settings page > Review Options > Results
Display > Select the appropriate item from the dropdown > Save or Save &
Assign

Choose when the students can review the results you selected.

You may want to specify WHEN students are able to view their results. You have
the option to decide whether students will only be able to review their
assignment immediately after submitting only, at any time after submitting, any
time after the due date, or not at all.

NCCERconnect Quick Steps to Choosing When Students See Results

Open the appropriate Assignment Settings page > Review Options > Reviewing
Test > Select the appropriate item from the dropdown > Save or Save & Assign
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SECTION 5.3: ADD MEASURES TO ASSIGNMENTS TO
PREVENT CHEATING

Secure high-stakes assignments by enabling the Lockdown Browser
option

The Pearson LockDown Browser option prevents students from opening
applications or other browser windows while they are taking tests or quizzes
online. When taking a test using the LockDown Browser, students cannot
navigate away from the assignment. Learning aids are not allowed while students
are taking a locked-down test or quiz, but you can edit the assignment settings
to allow learning aids while students are reviewing the test or quiz. The
LockDown Browser option is available only for tests or quizzes.

The Pearson LockDown Browser is a separate application that can be installed
using the Browser Check. It is available for PCs and Macs. Students who work on
their own machines will be prompted to install the LockDown Browser when they
try to take a locked-down test or quiz.

NCCERconnect Quick Steps to Utilizing the Lockdown Browser

From inside your Course > Instructor Tools > Course Settings > Learning Aids
and Test Options > Select Lockdown Option > Save

For more detailed information on this process, click here to be directed to our in-
product help.
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Restrict access to an assignment by adding a password.

Homework, quizzes, and tests can all be password-protected if you choose to
utilize this option. Perhaps you just want to password protect homework
assignments for students who are submitting the assignment after the due date.
If they have a valid reason for submitting late, you can share the password and
they will have access to the assignment again. Or perhaps for a high-stakes test,

you want the added security of password-protecting the exam.

You can add a password utilizing the Change Dates & Assign Status button or

within the individual assignment settings.

'_E Assignment Manager

| REVIEW: MHPL for AMA: Foundations & Practices, 2/E [6-15-15] [0] ¥ | > HOMEWORK/TEST MANAGER > CHANGE DUE DATES & ASSIGN STATUS
Manane Course List

Change Due Dates & Assign Status

{ ELGIURUN Homework Quizzes & Tests Chapters

® Use Calendar for Dates

0 Use Add/Subtract Days for Dates

~

Homework Access

ch. Assignment

Multiple Assignment Settings

Start

psizsins |3
s:05pm | D

Category Assigned

O assigned Allow students to wark and change
dat

I

®Unassigned

Cancel/Done | Update all settings Update changes only

Legend s @

Test/Quiz Access
Password (optional):

1

Apply to Selected Apply to Selected Apply to Selected Apply to Selected

Apply to Selected

1 & Ch.1Homework A [ @ Assigned osiens | O3 =] Allow work and change
» Review Individual 1zi00am |2 @ |

Student Settings ©Unassigned

NCCERconnect Quick Steps to Adding a Password to an Assignment

From inside your Course > Instructor Tools > Assignment Manager > Change

Dates & Assign Status button > Select as applicable the password
homework/quizzes/tests > Update all settings

or

option for your

From inside your Course > Instructor Tools > Assignment Manager > Find the
Assignment in Question > Select Edit from the Actions Drop Down > Click Next to
arrive at the Assignment Settings page > Access Controls > Select the box for

Password > Save or Save & Assign
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SECTION 5.4: ADJUST ASSIGNMENTS FOR STUDENTS
WITH SPECIAL CIRCUMSTANCES

Extend time limits/due dates for students requiring additional time on
assignments.

There may be a student who requires additional time for an assignment in your
course. You can set customized settings for individual students within
NCCERconnect. You can initiate these changes from either the Gradebook or the
Assignment Manager.

NCCERconnect Quick Steps to Extending the Time Limit/Due Date for an
Individual Student

From inside your Course > Instructor Tools > Gradebook >Overview by Student
> Click on the Student Name > Select Settings per Student under the Actions
dropdown for the item in question > Go > Use Individual Student Settings >
Make your selections > OK

or

From inside your Course > Instructor Tools > Assignment Manager > Choose an
assignment > Select Settings per Student in the Actions Dropdown > GO > Make
your selections > Update

From inside the Gradebook:
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Create a separate assignment for an individual student.

Perhaps you want to give a student a chance for additional remediation or extra
credit. You can create a separate assignment for just one student. To achieve
this, create the assignment utilizing the Assignment Manager.

NCCERconnect Quick Steps to Creating an Assignment for an Individual
Student

Create an assignment > Click Save (nhot Save & Assign); then, from the
Assignment Manager > Under the Actions dropdown, select Settings per Student
> Go > Add/Remove students from the list > Add > OK > Change the
assignment from Unassigned to Assigned > Make any other adjustments >
Update
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MODULE 6: CUSTOMIZING YOUR n

GRADEBOOK AND BASIC GRADEBOOK —
FUNCTIONALITY Video Tovoras

LEARNING OUTCOME

This module will help you understand your NCCERconnect Gradebook and how
you adjust settings to match your course needs so that you will be able to
analyze the specific data you need.

SECTION 6.1: CUSTOMIZE YOUR GRADEBOOK TO REFLECT THE ASSIGNMENTS IN YOUR SYLLABUS AND

PREFERRED DISPLAY OPTIONS 96
SELECT ASSIGNMENTS TO HIDE IN YOUR GRADEBOOK VIEW. 96
SELECT TO DISPLAY SCORES BY PERCENTAGE OR POINTS. 97
ADD A STUDENT ID COLUMN TO INCLUDE A UNIQUE IDENTIFIER FOR EACH STUDENT. 97
ADD COLUMNS FOR OFFLINE (NON—NCCERCONNECT) ASSIGNMENTS. 98

SECTION 6.2: ADD GRADE WEIGHTING TO PLACE DESIRED WEIGHTS TO DIFFERENT ASSIGNMENT CATEGORIES 98

SPECIFY HOW OVERALL SCORE IS CALCULATED. 99
ASSIGNMENT WEIGHTING BY POINTS/PERCENTAGES 99
OMIT ASSIGNMENT RESULTS FROM WEIGHTING. 100
SECTION 6.3: SET UP SCORING OPTIONS FOR COURSE AVERAGE COLUMN 101
SECTION 6.4: EXPORT GRADES FOR REPORTING AND TRACKING STUDENT RESULTS 102
GENERATE A QUICK EXPORT OF DATA FROM A SPECIFIC GRADEBOOK CATEGORY. 102
GENERATE AN ADVANCED EXPORT TO REVIEW MORE DETAILED REPORTING INFORMATION. 102
SECTION 6.5: IMPORT PREVIOUS RESULTS 103
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SECTION 6.1: CUSTOMIZE YOUR GRADEBOOK TO
REFLECT THE ASSIGNMENTS IN YOUR SYLLABUS AND
PREFERRED DISPLAY OPTIONS

Select assignments to hide in your Gradebook view.

The Show/Hide Assignments page lets you select assignments you do not want to
appear in the Gradebook. Since all assignments you create appear in the
Gradebook, you may choose to hide assignments you have not yet assigned or
that you may never assign.

A hidden assignment does not appear in the Assignments views in the
Gradebook.

The assignment does appear, as appropriate, on other pages and will behave
according to the assignment settings, weight, and other attributes defined for it.
For example, hiding an assignment will not unassign it or omit it from counting
towards the students’ grade. If you are hiding an assignment from your
Gradebook because you do not want your students to complete it, you will need
to unassign it (Assignment Manager > Actions dropdown > Unassign) as well as
omit it (Gradebook > Change Weights > Omit > Update) from counting towards
their grade.

rﬂ Gradebook
Core Curriculum - Enhanced Platform (0] ¥ | = GRADSBOON = DE 5
Manage Coyrse List
Show/Hide Assignments Legend ek @
Selwet below to hide an assignment in the assgnment view of your gradebook. This change will not affect your students” gradebook vivws or averages.
1f you wish to amit the assignment’s scores from your student averages, go ta the Change Weights page.
B VYN Homework  Quizzes Tests  Other
00104-09. M4: Introduction to Power Taols (00104-09) v a
» of
Hide L] Assignment Category Assigned Results
1 & M4: Reading (00104.0%) [+] 7
00104-00 & M4: Concept Checks (00104-09) 0 o
0 & M4: Review Quastions (00104.09) U\/
Cancel/Done || Update |

NCCERconnect Quick Steps to Hiding Assignments in Your Gradebook

From inside your Course > Instructor Tools > Gradebook > From the More
Gradebook Tools dropdown > Show/Hide Assignments > Check box to hide any
assignment > Update

For more detailed information on this process, click here to be directed to in-
product help.
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Select to display scores by percentage or points.

NCCERconnect Quick Steps to Setting the Gradebook Display

From inside your Course > Instructor Tools > Gradebook > From the More
Gradebook Tools dropdown > Set Scoring Options > Select Percentages or Points
> Update

For more detailed information on this process, click here to be directed to in-
product help.

Add a Student ID column to include a unique identifier for each student.

[E Gradebook
[Johnston's The Pharmacy Technician [3] v|= GrabEBOOK
Manage Course List

Gradebook Legend i @

Export Data | I ) Manage Incompletes | @'Change Weighisl A& Add/Edit Student IDs |Mure Gradebook Tools v

The Add/Edit Student IDs page lets you add or edit IDs for the students in your
class. You also can choose to require students to enter their IDs when they first
access your course. You can display student IDs in your Gradebook to help you
sort or identify students. If you assign student IDs, the IDs are automatically
included when you export student results. For example, if you have two students
named Jane Smith, you can assign IDs to these students to help you distinguish
between them. Or if a class has three section instructors who are responsible for
a subset of the students enrolled in the class, you could assign student IDs that
correspond to their section instructor. Then section instructors can sort the
entries in the Gradebook by student ID to group their students together.

NCCERconnect Quick Steps to Adding a Student 1D

From inside your Course > Instructor Tools > Gradebook > Add/Edit Student IDs
> Make necessary adjustments > OK

For more detailed information on this process, click here to be directed to in-
product help.
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Add columns for offline (non—NCCERconnect) assignments.

The Offline Item wizard lets you add or edit graded work that students do
offline—such as paper-and-pencil tests and class participation—in your
Gradebook. (When you are creating a new offline item, the page is called Add
Offline Item; if you are changing an existing offline item, the page is called Edit
Offline Item.)

E Gradebook

REVIEW: MHPL for A&P for Health Professions [6-15-15) [0] | » GRADEBOOK » CHANGE WEIGHTS

HManace Course List

Change Weights Legend das @

To speciy how your students’ Gverall Score is calculated, make the appropriate selections and set assignment and category weights below,

* Category and Assi ighting: weight ies relative te cne ancther, then weight assignments within each category.
Assignmen t Weighting Ouly: Weight assig < relative anly bo obher assignments,

Category Weighting /

Homewo tk  Quizzes Tests study Plan | Oth
L 20 | pts 50 |pts 0 pts 0 | pts

Total Category Weight: 100 paints

You can create your own offline categories and include them in the Gradebook if
your offline assignments don't fit in one of the standard categories (homework,
tests, or quizzes).

NCCERconnect Quick Steps to Adding Offline Gradebook Columns

From inside your Course > Instructor Tools > Gradebook > From the More
Gradebook Tools dropdown > Add Offline Item > Choose Add Offline Item > Next
> Enter the item information > Next > Choose Upload Scores or Save

*Note: you can either upload items or manually enter them.

For more detailed information on this process, click here to be directed to in-
product help.

SECTION 6.2: ADD GRADE WEIGHTING TO PLACE
DESIRED WEIGHTS TO DIFFERENT ASSIGNMENT
CATEGORIES

The Change Weights page lets you manage how Gradebook categories and
individual assignments are weighted to calculate student overall scores. From this
page, you can also omit student results on specific assignments.

For more detailed information on Gradebook weighting, click here to be directed
to our in-product support.

ALWAYS LEARNING PEARSON



http://help.pearsoncmg.com/xl/instructor/ccng/instructor_help.htm%23manage_offline_categories_page.htm%3FTocPath%3DManage%2520student%2520work%7CThe%2520Gradebook%7CWork%2520with%2520offline%2520results%7C_____1
http://help.pearsoncmg.com/xl/instructor/ccng/instructor_help.htm%23cshid=change_weights_page.htm

Specify how overall score is calculated.

You can choose to weight grades by categories relative to one another, then
weight assignments within each category. Or you can choose to weight
assignments relative only to other assignments. If you choose to use
“Assignment Weighting Only” then the category weights do not apply.

E Gradebook
REVIEW: MHPL for A&P for Health Professions [6-15-15] [0] v |+ GRADEBOOK > CHANGE WEIGHTS

Manage Course List
Change Weights Legend g @

To specify how your students’ Overall Score is calculated, make the appropriate selections and set assignment and category weights below.

® Category and Assignment Weighting: Weight categories relative to one another, then weight assignments within each category.
Assignment Weighting Only: Weight assignments relative only to other assignments.

NCCERconnect Quick Steps to Specifving How Weight is Calculated

From inside your Course > Instructor Tools > Gradebook > Change Weights >
Select the appropriate category > Update

Assignment weighting by points/percentages

You have the option to change Assignment Weighting from Equal Weight
(default) to Actual Assignment Points.

Assignment Weighting ,
Default Weighting Change...

Homework: Equal weight (10 pts) Tests: Equal weight (10 pts)

Quizzes: Equal weight (10 pts) DOther: Equal weight (10 pts)

NCCERconnect Quick Steps to Assignment Weighting b
Points/Percentages

From inside your Course > Instructor Tools > Gradebook > Change Weights >
Assignment Weighting > Change Default Weighting > OK > Update
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Omit assignment results from weighting.

If you do not want an assignment to count towards students’ grades, then you
need to omit those assignments from counting towards their overall score.

M
00101-09

00101-09

00101-09

00101-09

[ Gradebook

Assignment Name
M1: Reading (00101-09)

M1: Concept Checks (00101-09)

M1: Trade Terms (00101-09)

M1: Review Questions (00101-09)

Assignment  Percent of

Weight
10 |pts

10 |pts
10 |pts

10 |pts

~~

Overall Score
1.1%

1.1%

1.1%

2.2%

Omit
Results

NCCERconnect Quick Steps to Assignment Weighting by

Points/Percentages

From inside your Course > Instructor Tools > Gradebook > Change Weights >
Assignment Weighting > Change Default Weighting > OK > Update
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SECTION 6.3: SET UP SCORING OPTIONS FOR COURSE
AVERAGE COLUMN

Scoring options within the Gradebook allow you to select the attempts to include,
how the scores are calculated, how the scores are displayed, and more.

[®) Gradebook

| REVIEW: MHEL for A&P for Health Professions [6-15-15] [0] ¥ | = GRADEBOOK » SET SCORING OPTIONS
Manage Course List

Set Scoring Options Legend gk @

Attempts to Include

Select which attempts to include in Test and Quiz average scores. This will apply to all instructor-created
tests and quizzes.

(= Best score 2 Most recent score ) Average score 1 Al scores

Score Calculations
= Current average: Include only scored assignments when calculating student averages.

2 Cumulative performance: Include scores from all assignments in the course, scoring work not yet
completed as zeros.

Score Display
= Percentages: Show all scores calculated as percentages.

' Points: Show all assignment scores calculated in points.

Instructor's Scores
= Omit: Do not include instructor's scores in class averages.

' Include: Include instructor's scores when calculating class averages.

Students’ Scores
Hide Overall Score from students

Cancel/Done || Update

NCCERconnect Quick Steps to Setting the Scoring Options

From inside your Course > Instructor Tools > Gradebook > From the More
Gradebook Tools dropdown > Set Scoring Options > Select Percentages or Points
> Update

For more detailed information on this process, click here to be directed to in-
product help.
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SECTION 6.4: EXPORT GRADES FOR REPORTING AND
TRACKING STUDENT RESULTS

,ﬁ Gradebook

Core Curriculum - Enhanced Platform [0] ¥ > GRADEBOOK

/ Legend gy
v

Export Data + ‘ '\Manage\ncompletes ‘ @'ChangeWe\ghts A |Add/Edit Student IDs | More Gradebook Tools

Manage Course List
Gradeboolk

Gradebook Views

» All Assi ts » Overview By Student » Study Plan , Performance by  » Alerts
Detailed assignment Student averages for Study Plan progress Module Inactivity
results gradebook categories per student Overall class Work needs grading (0)
performance for
book modules

Homework
Quizzes
s

Other
Manage offline

H
B
5
g
S
B

Class Roster All Students AE FJ KO PT U-Z

Generate a quick export of data from a specific Gradebook category.

The Quick Export page lets you generate reports on assignment categories
(homework, tests, and so on) or student averages. These reports are exported
immediately from the Gradebook to a .csv file that can be read by a spreadsheet
application, such as Microsoft® Excel.

NCCERconnect Quick Steps to a Quick Gradebook Export

From inside your Course > Instructor Tools > Gradebook > Export Data > Quick
Export > Choose data sets > Download Data

For more detailed information on this process click here for in-product help.

Generate an advanced export to review more detailed reporting
information.

The Advanced Export provides more detailed information and allow you to specify
exports for other LMS systems such as BlackBoard, Canvas, Desire2Learn, and
Moodle.

NCCERconnect Quick Steps to an Advanced Gradebook Export

From inside your Course > Instructor Tools > Gradebook > Export Data >
Advanced Export > Choose data sets > Download Data

For more detailed information on this process, click here for in-product help.
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SECTION 6.5: IMPORT PREVIOUS RESULTS

The Import Previous Results page lets you transfer student scores on
assignments from one course to another that uses the same course material. The
results imported are based on assignment name and the number of points
available. You can either manually import results per student or automatically
import results for all students with previous results.

[E Gradebook
‘ Core Curriculum - Enhanced Platform [0] ¥ |> GRADEBOOQK = IMPORT PREVIOUS RESULTS
Manage Course List

Import Previous Results Legend oot @

To autematically check for and import previous results from another course using the same course materials, select the checkbox below. You may also import previous results for each
student manually.

Results for offline items will not be imported.

Automatic Import

) Automatically import previcus course results

From this date and later:

Manual Import

Students Login Name Previous Course Results Date Imported
Instructor, Pearson pearsonmylabinstructor Import Results

NCCERconnect Quick Steps to Importing Previous Results

From inside your Course > Instructor Tools > Gradebook > More Gradebook
Tools dropdown > Import Previous Results > Make the appropriate selections >
OK

For more information on this process, click here for in-product help.
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MODULE 7: USING THE GRADEBOOK TO ASSESS

PERFORMANCE AND MANAGE GRADES

LEARNING OUTCOME

This module will help you find the best way to analyze the specific data you need

based on how you set up the Gradebook in the previous module. It will also
provide you with instructions to reviewing student work and editing student
results.

SECTION 7.1: REVIEW CLASS RESULTS AND PERFORMANCE OF ASSIGNED CONTENT

VIEW DETAILED RESULTS FOR ALL ASSIGNMENTS FOR YOUR CLASS.

GAUGE STUDENT UNDERSTANDING OF SPECIFIC QUESTIONS/OBIECTIVES IN AN ASSIGNMENT WITH ITEM ANALYSIS.

USE THE INACTIVITY ALERTS TO TRACK AT-RISK OR INACTIVE STUDENTS AND ASSIGNMENTS REQUIRING INSTRUCTOR GRADING.

SECTION 7.2: EDIT STUDENT RESULTS GLOBALLY AT THE ASSIGNMENT LEVEL
ADJUST ALL STUDENT SCORES FOR A SPECIFIC ASSIGNMENT GLOBALLY OR INDIVIDUALLY.
MANAGE INCOMPLETES FOR ASSIGNMENTS. (SUBMIT ZERO SCORES.)

DROP THE LOWEST SCORES FOR AN ASSIGNMENT CATEGORY.

SCORE A QUESTION AS CORRECT.

SECTION 7.3: EDIT INDIVIDUAL STUDENT RESULTS
CHANGE INDIVIDUAL STUDENT SCORES AT THE ASSIGNMENT LEVEL.
OMIT/DELETE ASSIGNMENT RESULTS FOR AN INDIVIDUAL STUDENT.

SECTION 7.4: THE REPORTING DASHBOARD

OVERALL SCORE AVERAGE AND DISTRIBUTION

ASSIGNMENT SCORE AND TIME SPENT

ASSIGNMENT SCORE AND TIME SPENT—DISPLAY BY STUDENT
ASSIGNMENT RESULTS SCORE DISTRIBUTION

ITEM ANALYSIS

MASTERY

SUMMARY OF REPORTING DASHBOARD TOOLS

105
105
105
106

107
107
108
109
110

111
111
111

112
112
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114
115
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SECTION 7.1: REVIEW CLASS RESULTS AND
PERFORMANCE OF ASSIGNED CONTENT

View detailed results for all assignments for your class.

You can view your Gradebook several ways so that you can view the results that
will be most beneficial to your objective. You can see All Students/All
Assignments, Overview by Student, Study Plan Results, and/or Performance by
Module.

Gradebook Legend s @

SRS | (1 Manags Incomplates | (2 Change Weights | (2 Add/Edit Student IDs | More Gradebook Tools -

Gradebook Views

» All Assignments » Overview By Student » Study Plan . Performance by » Alerts
Detailed assignment Student averages for  Study Plan Chapter Inactivity

results gradebook categories  progress per Overall class Work needs grading (0
Homework student performance for

book chapters
Quizzes
Tests

Other
Manage offline
categories’

NCCERconnect Quick Steps to Viewing Results for your Students

From inside your course > Instructor Tools > Gradebook

Gauge student understanding of specific questions/objectives in an
assignment with Item Analysis.

You can view item analysis for each of your assessments to assist you in
determining your students’ level of understanding. You can access Item Analysis

in two locations: from the IA button o in All Assignments All Students or within
an individual assignment from the Item Analysis within the Actions Dropdown
Menu.

,ﬁ Gradebook
tieabhEroiemions ah (3] » GLADEACON » TTE AHALYSIS
© Previous Asslanment Chaptr Tast Mest Assiaomest ©

Item Analysis Lennd duts ©

* Lxeofl clasi s uta debiriter comma Chimbe...

T 1 e StLMRC Rall e 60 THS EUASEON 5 ST B Srd ML 802 il SIBerpts i fermard, Students Wl ba Lnabls 55 sk of Fviw the
ior: €N Orly D UL Faf v QUENTIOR Dar HSCRIVAE 313 CASNET b SrSire) SO0H £1RSE i B dmarsil

# Uses om Partisl Mol Mg Time Mediss Time
Test  Cemoct Crofi Incomect  Altempied  Spent  Spent  Score i Comect
3 ) 0 [] 3 M shew ol

[ 1 44 hos cofe

shew medn

View the number of students whose attempts were correct/partially
credit/incorrect/not attempted. View average time spent working on the question.
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Click on the question ID to view the full question. If you would like the give the
students credit for working on this question then select “Score As Correct.”

Note: “Score As Correct” can only be used once within each assignment.

NCCERconnect Quick Steps to Item Analysis

From inside your Course > Instructor Tools > Gradebook > All Assignments All
Students > IA button

or

From inside your Course > Instructor Tools > Gradebook > Click on Student
Name (from the Roster or Assignments by Student) > Actions dropdown > Item
Analysis

For more information on this process, click here for in-product help.

Use the Inactivity Alerts to track at-risk or inactive students and
assignments requiring instructor grading.

The Inactivity Alert within the Gradebook can help you in managing your class
and tracking at-risk students. You can view days since last submission, the date
of the last submission, and what was last submitted as well as use the Actions
dropdown to email the student.

| » GRADEBDOK » MERTS

NCCERconnect Quick Steps to Gradebook Alerts

From inside your Course > Instructor Tools > Gradebook > Inactivity

For more information on this process, click here for in-product help.
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http://help.pearsoncmg.com/xl/instructor/ccng/instructor_help.htm%23cshid=analyze_results_by_question.htm
http://help.pearsoncmg.com/xl/instructor/ccng/instructor_help.htm%23cshid=view_alerts.htm

SECTION 7.2: EDIT STUDENT RESULTS GLOBALLY AT
THE ASSIGNMENT LEVEL

Adjust all student scores for a specific assignment globally or
individually.

You may decide to adjust the score for all students based on their overall results
or to grade on a curve. You can easily do this, increasing their score by either
points or percentage. Additionally, you can decrease results. For example, when
students hand in an assignment late, you could penalize these students by
reducing their scores by 5%.

= Gradebook

MvHealthProfessionsLab [3] » Back to Gradebook

Change Scores Legend b @
Tips:

« Students shown in red submitted work after the due date.

= Be sure to click Update at the bottom of the page after applying your changes.

= To submit zeros for students who did not do the assignment, go to Manage Incompletes.

» If you change a test or quiz score, you will not be able to change individual question scores during review.

Name Chapter Test
02/20/15
Due Date 11+50pm /

Change correct points Type of change: Amount of change: Apply To Selected

Indiv Student Due Date Time Current Changed Changed Score Changed Date of Last

[ #Students Date Worked Spent Correct/Total Correct/Total Score Via Change

A, 02/11/15 19s 5/5

Student 10:24am
O s, 02/11/15 30s 4/5

Student 10:04am
O ¢ 02/11/15 30s 5/5

Student 10:01am

Cancel/Done Update

NCCERconnect Quick Steps to Globally Adjusting an Assignment Score

From inside your Course > Instructor Tools > Gradebook > All Assignments All
Students > Find the assignment you need to adjust > Click Change Scores >
Click to Select Students > Select Type of Change/Amount of Change > Apply to
Selected

For more information on this process, click here for in-product support.
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http://help.pearsoncmg.com/xl/instructor/ccng/instructor_help.htm%23cshid=change_scores_mult_students.htm

Manage incompletes for assignments. (Submit zero scores.)

The Manage Incompletes page lets you submit zeroes on assignments students
have not completed. A test or quiz is incomplete if a student has not taken it or if
the test was interrupted so that the student could not submit it. A homework
assignment is incomplete if the student has not started it.

= Gradebook
‘MyHeaIthProfessionsLab [3] V| = GRADEBOOK
Manage Course List
Gradebook Legend o @

Export Data + { I | Manage Incompletes -E}‘Change Weights ‘ A& | Add/Edit Student IDs |More Gradebook Tools hd

The system defaults will apply a score of zero to any student with in-progress
tests/quizzes or for those who have not started the assignment. However, you
can decide to allow those with in-progress assignments to have their current
score recorded. Hitting the “Select All Past Due” button enables the system to
recognize those assignments that are not only past due but also have students
without results. Hit “Submit” to apply the change.

[& Gradebook
|MyHaaIthProfEss\on5Lab [31 V|> GRADEBOCOK > MANAGE INCOMPLETES
Manage Course List

Manage Incompletes Legend oLk @

To manage incompletes, cheose the desired action and apply it to the selected assignments. Or click on an assignment name to apply the chosen action to a list of students with no
results.

[¥IFor students with in-progress tests or quizzes.

'Submit zeros
OsSubmit current scores
[MSubmit zeros for students who have not started the assignment
BN Homework | Quizzes | Tests  Other
[air chapters v Select All Past Due hﬂl
# Stude:

O Assignment Category Due L  without ults
[/ a Ch1: Homework A o 02/16/15 0

[ ® & Ch1: Homework B © |oxis/1s 3

NCCERconnect Quick Steps to Managing Incompletes

From inside your Course > Instructor Tools > Gradebook > Manage Incompletes
> Make your selections > Submit

For more information on this process, click here for in-product support.
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Drop the lowest scores for an assignment category.

The Drop Lowest Scores page lets you omit the lowest scores for assignments in

any Gradebook category for your entire class. You can choose to drop up to five
lowest scores for each Gradebook category.

,_E Gradebook

|MyHeaIthProfe55ionsLab [3]
Manage Course List

V| = GRADEBOOQK = DROP LOWEST SCORES

Drop Lowest Scores Legend &2 @

Before dropping lowest scores, ensure that the Gradebook Vmwest scores are based on student results at the time when you drop the scores. Future low scores will not
be dropped until you drop lowest scores again.

Category Lowest scores to drop

Homework MNumber of lowest scores to drop:

Quiz MNumber of lowest scores to drop:

Test MNumber of lowest scores to drop:

Other lumber of lowest scores to drop

Cancel/Done Drop Lowest Scores

The Drop Lowest Scores page displays a table that shows the Gradebook

categories. If you have dropped lowest scores previously, the date when you last
dropped scores appears above the table.

NCCERconnect Quick Steps to Dropping the L owest Score

From inside your Course > Instructor Tools > Gradebook > More Gradebook

Tools dropdown > Drop Lowest Scores > Make your selections > Drop Lowest
Scores

For more information on this process, click here for in-product support.
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http://help.pearsoncmg.com/xl/instructor/ccng/Content/about_assignment_categories.htm
http://help.pearsoncmg.com/xl/instructor/ccng/instructor_help.htm%23cshid=drop_lowest_scores.htm

Score a question as correct.

You may have a need to score a question as correct after the class begins or
completes a test. The Score as Correct option will give students full credit on this
question on their Best Score attempt. For all attempts going forward, students
will be unable to work or review this question.

[= Gradebook
MyHealthProfessionsLab [3] » GRADEBOOK > ITEM ANALYSIS
© Previous Assignment Chapter Test Next Assignment )
Item Analysis Legend oo @
Name Chapter Test # of students submitted 2
Date Due 02/20/15 total # of attempts 3

11:59pm

Pooling This is a pooled assignment

Results View

Includes data from each student’s Best Score attempt. Does not include results submitted by an instructor.

» Export student details

» Export class summary ~ Data delimiter: comma Change...

Choose "Score as Correct” to give students full credit on this question on their Best Score attempt and all attempts going forward. Students will be unable to wol r review the
question. NOTE: This option can only be used for ocne guestion per assignment and cannot be undone once credit has been awarded.

# Uses on Partial Not Avg Time Median Timd
# Question ID Learning Outcome Test Correct Credit Incorrect Attempted Spent Spent Score as Correct
1 HMWK A 1.1.1 Define and spell the terms to learn for this 3 3 0 1] 1] 35 show median (@]
chapter.
2 HMWK A 1.1.2 Define and spell the terms to learn for this 3 3 o 1] 1] 45 show median @]
chapter.
3 HMWK A 1.1.1 Define and spell the terms to learn for this 1 1 Q 1] 1] 35 show median O

NOTE: This option can only be used for one question per assignment and cannot
be undone once credit has been awarded.

NCCERconnect Quick Steps to Scoring a Question Correct

From inside your Course > Instructor Tools > Gradebook > Find the assignment
> Item Analysis button > Find the question > Select Score as Correct > Yes
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SECTION 7.3: EDIT INDIVIDUAL STUDENT RESULTS

Change individual student scores at the assignment level.

You may need to change an individual student’s score. This can be done through
the Actions dropdown menu on the individual student’s results page. Select
“Change Score” from the Actions dropdown menu.

|
Submit Score e 3| ithProfessions

E Gradebook Test: Chapler Test Student: A, Student
Results i o =
Overall Score: 99.2% Foints Total |5
» Show detgils AL If you change this score, you will nat be able to change Indlvlﬁud\
¥ ment,

question scores when you review the assignmer

All Assignments Study Plan Results

Correct) Time Date
Results from entire course to date. Total Score Spent Worked Actions

4 Chapter Test Revigw 5/5 100% 19 0115 "c',',,;,',g;'g,;‘;,', ~| E
16:4an | Lange Scire )

NCCERconnect Quick Steps to Changing Individual Student Scores at the
Assignment Level

From inside your Course > Instructor Tools > Gradebook > Overview by Student
> Click on student name > Actions dropdown > Change Score > Go > OK

For more information on this process, click here for in-product help.

Omit/delete assignment results for an individual student.

You can omit or delete a particular student's results on any assignments,
including offline items. When you omit or delete results, the scores are not
included when calculating the student's overall score. Omitted results can be re-
included at a later time, but deleted results cannot be restored.

NCCERconnect Quick Steps to Omitting/Deleting Assignment Results for
an_Individual Student

From inside your Course > Instructor Tools > Gradebook > Overview by Student
> Click on student name > Actions dropdown > Omit or Delete > Go

For more information on this process, click here for in-progress help.
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http://help.pearsoncmg.com/xl/instructor/ccng/instructor_help.htm%23cshid=change_scores_individual.htm
http://help.pearsoncmg.com/xl/instructor/ccng/Content/omit_delete_results_individuals.htm

Section 7.4: The Reporting Dashboard

The Reporting Dashboard is a powerful tool that enables instructors and
administrators to easily create reports that summarize student performance data.
This feature, accessible through the Gradebook, is easily customizable. With the
increased focus on performance metrics and data-driven decision making, the
Reporting Dashboard can be a valuable tool.

Pearson eText Gradebook
Multimedia Library Export Data ~ | { l'_. Manage Incompletes | [ E_?.'Change Weights J!- JAdd/Edit Student IDs | Go To Reporting Dashboard I v
More Gradebook Tools
Results . Add Offline Items
Gradebook Views Clear Study Plan
¥ Instructor Tools = » All Assignments » Overview By Student » Study Plan , Performance g:‘;t?_:tf::tlt;cores
Detailed assignment Student averages for Study Plan progress Chapter Enable Access
Course Home z results gradebook categories per student overall class Import Previous Results
Manager : Homework performance f{ \anage Instructor Access
. ulzzes book chapters| \ianage Offline Items
Assignment ManagefZ Quizzes Omit Assignment Results
Tests Search/Email by Criteria
Gradebook E Other ) Go To Reporting Dashboard
(Manage offline
Roster/Course =z cateqgories Set Scoring Options
F = Sh Hide Assignments
Details ClassRoster  AllStudents AE EJ] kO BT UZ ow/Hide Assig
Course Settings = Martyn. Lauren
shuman, John
s, =

There are five types of reports available in the Reporting Dashboard:
e Overall Score Average and Distribution
e Assignment Score and Time Spent
e Assignment Results Score Distribution
e Item Analysis

e Mastery

NCCERconnect Quick Steps to Accessing the Reporting Gradebook

From inside your Course > Instructor Tools > Gradebook > More Gradebook
Tools dropdown menu > Go To Reporting Dashboard

Overall Score Average and Distribution

The default report that appears when first logging into the Reporting Dashboard
is the Overall Scores: Average Score and Distribution Menu report. This report
details the real-time overall average of selected sections of a course, as well as
the overall averages of the selected individual sections on a single screen.
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The Overall Score Average & Distribution report will appear.

= Overall Score Average & Distribution Page: 1 of 1
§ Click an an area to sort the fist by that slement Mbelow 70% W 70-79% 80-89% ab?,“:: and
Average Score Overall Distribution
‘ Course Name H 82% ‘_ 190/0 46%
. 90% I 20% 68% |

-z A 20% 20%
oee%

= 91%  H8% 18% 64% |

Although the top row of the table contains the average of the selected sections,
each subsequent row of this report would represent one course section.

The Overall Score Average & Distribution report gives a snapshot of the
overall performance in selected sections of a course. To increase the usefulness
of this report, it is important to have Gradebook weights and assignment due
dates set.

Overall Score Average & Dist

There is a Filter tool that can be used to select which sections
to include in this report. Click the Menu tab, and select Filter,
then select particular sections, or select a different report.

t oy Pratsiement

Course Name

F14 MCL On Cooking

Assignment Score and Time Spent

To share the distribution of grades and time spent on assignments with students
so they see a connection between time on task and grades, the Assignment
Score and Time Spent report can be utilized. This report details the average
score of an assignment as well as the time spent on the assignment, displayed
either by assignment or by student.

From the Reporting Dashboard, select the Menu tab.

Overall Score Average & Distribution Page: < 4 & & 7 8 9 10 = of10

90% and

Cliuk on an ares fo Sort e s by vl element o below 70M% = 70.79% B80.89%
above

Avarags Score Owvarall Distribution

‘ Eomeviianllil 78% T 22 46% l
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Click Reports.

PEARSON

Bvrrger S

78%

Next, select the Assignment Results: Average Score and Time Spent link.

95% 20% B0%
II| asiniiiir 92% B 25 67%
: 38% I

E Assignment Score and Time Spent

Aeriage Tne gt
0 minutes
Average S

0%

Assignmants
Chapters 18 2 test

12 Applications in Statistcs
21 Homawork

15 worksheet

51 Lunming Chack l
Adational Practice chagtes T

This screen shows assignments, average time on task, and resulting average
score. If you scroll over the display, you will see a little box with the material
highlighted for that row. Click on a specific assignment to view details about the

course, students, and time on task as well as score.

Assignment Score and Time Spent—Display by Student

From the Assignment Score and Time Spent report, choose Display by

Student from the dropdown menu.

nuap

Selection Details

Assignments.

Average Score
0%
Time Spent

0 Minutes

ALWAYS LEARNING

Assignment Score and Time Spent

Average Assignment Score

Display by Student

750

Time

1,000

1,250

1,500
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On the resulting scatterplot, the x-axis represents time and the y-axis represents
the assignment score. If no filters have been selected, each point represents one
student’s score on one assignment. The name of the student, assignment, and
score will show when the mouse hovers over each point. The red lines indicate
the average score (horizontal) and average time (vertical) on the selected
assignment(s), as a benchmark for comparison.

The results identify the students who are having the most difficulty with an
assignment (i.e., the students in Quadrant 4 who take longer than average to
complete the assignment, and also score lower than the average score).

Assignment Results Score Distribution

To compare student performances on specific assignments, utilize the
Assignment Results Score Distribution report. This report details the average
score and the overall score distribution for selected assignments for selected
course sections. From the Reporting Dashboard, select the Menu tab and choose
Filters.

L1 Dra— . rd

D T s T p——

Choose the Courses link and mark the box of the courses to be compared. Click
Update Report. Next, select the Assignments link and mark the boxes of the
two homework assignments of interest.
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Click Update Report. The Assignment Results Score Distribution will now
show the filtered results.

Assignment Results Score Distribution Page: 1 of1

PP — W bolow T0% W 70.70% B0.80% = 90% and

Average Score Overall Distribation

Assignment Name 63% — 56%
Section 5.1 Homewark 63% _ 57%
Section 5.2 Homework 63% _ 54%

From this display, the average score and average distribution of scores on these
two homework assignments from students from the two selected sections can be
viewed. The average score and distribution of scores for the individual homework
assignments are visible as well.

Item Analysis

Item Analysis allows additional information, such as the average score on
individual questions in an assignment and the time spent on the questions, to be
viewed. From the Reporting Dashboard, select the Menu tab and choose the
Reports link. Choose Item Analysis.

Page: 1 of1
npad Bar Chart_:
Chapter 11 Pre-Test |
Owerall Scores Time ) 5
Average Scor and Diswibution Question kems o 20 a0 [ gy
Assignment Results Wmim the center and radius of a circle
Averaga Score and Time Spam ustion.
Sabve i nonlinear systom by sutstitution,
Assignment Results
Scone Distibution Rescosgnize: the squation of o hyperboia or an
Destormine the conter and rdius of o cirole.
uatican.
Solve & nonlinear systemn by substitution,
Mastery
Use o graph absalute value,
Il and square rootfunctions. |
Filters Wirite an equation of a circle given the center|
‘Solve a nonlinear system by substitution.
Share
Use transiations 1o graph absolute value,
|. and square roct functons.

The Filters tool can be used to select the desired assignment.

Once the desired assignment has been chosen, click on the objective(s) to be
examined. (They will be highlighted when selected.)

ALWAYS LEARNING PEARSON



Item Analysis Page < 4 5 6 7 & 9 10 = of79
BarChart ~
Selection Details Chapter 11 Test Practice =
Time Sco|
Question ltems 250 200 150 100 50 [ 50
Question ltems:
11.4.45 B - i
iy 11.2.21: Evaluate factorial expressions. I
11.239: Usa the permtations formula. I-
Learning Objectives: 11.3.7: Use the combinations or permutations formula I-
Compute theorstical prot . i
ug:'._':x'_mmh:: to evaluate expressions. | | |
1.317: Usa the combinations or permutatians formula I-
to evaluate expressions._ | | |
11.3.25 Use the combinations or permutations formulz I
Average Score to evaluate expressions. | | :
100% 11.4 11 Compute theoretical probability. --
Average Time 1 .
38.5 Seconds 11.4.39: Compute theoretical probability. I
1.4 45: Compute theoretical probabilty. --
1‘1.5.1. Compute probabilities with - 2
bl i r

In the Selection Details box on the left, the question ID and learning objectives of
the highlighted questions are displayed. Also displayed is the average score on
the highlighted objectives as well as the average time it took to complete those
questions.

The bar chart shows the average time (in seconds) to complete each objective as
well as the average corresponding score.

The Bar Chart view of the Item Analysis tool gives a clear visual to easily
determine areas in which students are struggling. The Item Analysis tool also has
a Tree Map view as shown below.

Item Analysis Page: « 7 & 85 40 M 12 13 » ot
TroeMap ~
Size By Average Time [ Color By Average Score =

nas
Awerage Scor
BT%

Avarage Tme
125 Minutes

The size and color saturation of each rectangle is an indicator of the average time
spent or the score on the question, indicated by the question ID. The larger the
rectangle, the more time spent on that item. The darker the rectangle, the lower
the score on that item. (The dropdown menu can be used to have the rectangle
size correspond to the score and the rectangle color corresponds to the time
instead.)

In this example, students are struggling with problems such as 1.1.26, 1.3.50,
and 1.2.13, which are all application problems.

Like the Bar Chart view, the Tree Map view gives a clear snapshot of the areas in
which students are struggling so an instructor can adjust instruction as needed.
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Mastery

Utilize the Mastery Report to determine the percentage of students who have
mastered a specific objective. From the Reporting Dashboard, select the Menu
tab and choose the Reports link. Choose Mastery.

Mcal Approach to College Page: 1.2 3 4 8 8 7 M

&
2 l,....

Filters

Share

Add filters to narrow down the

course(s) you are interested in examining, and

use the pagination tools in the upper right of the screen to find the objectives of

interest.

Summary of Reporting Dashboard tools

Tool

Summary

Overall Scores Average and
Distribution

Real-time overall average of selected sections of
a course as well as the overall averages of the
selected individual sections on a single screen

Assignment Score and Time
Spent

Average score of an assignment as well as the
time spent on the assignment displayed either
by assignment or by student

Assignment Results Score
Distribution

Average score and the overall score distribution
for selected assignments for selected course
sections

Item Analysis

Average score on individual questions in an
assignment as well as the time spent on the
individual questions

Mastery

Percentage of students from selected sections
who have mastered any given learning objective

ALWAYS LEARNING PEARSON



MODULE 8: Utilizing the Communication
Features within your MyLab Course

LEARNING OUTCOME

This module provides several best practices and strategies for communicating
with your students throughout your course.

SECTION 8.1: COMMUNICATE ONLINE WITHSTUDENTS THROUGHOUT THE TERM
EMAIL STUDENTS FROM WITHIN THE COURSE.

INITIATE WEB-BASED COMMUNICATION WITH CHAT & CLASSLIVE

ENCOURAGE PEER-TO-PEER COMMUNICATION WITH THREADED DISCUSSIONS.

UPLOAD FILES TO DOCUMENT SHARING THAT YOU WISH TO SHARE WITH STUDENTS.
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SECTION 8.1: COMMUNICATE ONLINE WITH STUDENTS
THROUGHOUT THE TERM

Email students from within the course.

Use the internal email feature to message your students directly within your
NCCERconnect course. You can choose to send a message to one, some, or all
students and include attachments if desired.

Additionally, any announcement that you create within your NCCERconnect can
be emailed automatically to your students in addition to posting to the Course
Home page.

NCCERconnect Quick Steps to Emailing Your Students

From inside your Course > Course Home (drop open triangle to the lefty = Communication
Tools > Email > Send Message

For more detailed information on this process, click here to be directed to in-
product help.

Initiate Web-based communication with Chat & ClassLive

You can lead a classroom discussion via Chat or ClassLive with your students.
With Chat, you can type messages to your students and they can respond to you
or any other student who joins the room. ClassLive is an interactive chat tool that
enables you to not only chat with your students but also use a whiteboard, share
a software application, send/receive graphed or plotted equations, and participate
in synchronous chat sessions.

NCCERconnect Quick Steps to Utilizing Chat or ClassLive

From inside your Course > Course Home (drop open triangle to the lefty = Communication
Tools > Chat & ClassLive

For more detailed information on Chat, click here.

For more detailed information on ClassLive, click here.
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http://help.pearsoncmg.com/xl/instructor/ccng/Content/email_students.htm
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http://help.pearsoncmg.com/xl/instructor/ccng/Content/work_with_course_features_ccng/classlive_ccng/lead_classlive_session_ccng.htm

Encourage peer-to-peer communication with threaded discussions.

Discussions allow your students to share ideas with you and to each other. You
can create your own discussion topics and/or utilize the pre-loaded discussions
set up in module folders under the Discussion tab in your course menu. Your
students can respond to the topic as well to as each other’s posts from within
each discussion topic. Discussions can also be referred to as threaded
discussions, since your students’ lively responses form an intertwined thread.

You have the ability to hide topics from students at any time and can choose to
hide all responses from students until they post their own response (i.e.,
students can’t see others’ work until posting).

Unlike the Live Chat and ClassLive online classroom, discussions are
asynchronous. Students do not have to participate at the same time; instead,
they add threads to the discussion at a time that works for them.

NCCERconnect Quick Steps to Discussion Threads

From inside your Course > Course Home (drop open triangle to the lefty = Discussion Board
> Right-hand modify button > Manage > Add Topic > Add any content necessary
(title, body of the thread, video/photo/web link if you choose, attachments) >
Add Topic

For more detailed information on this process, click here to be directed to in-
product help.
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http://help.pearsoncmg.com/xl/instructor/ccng/Content/work_with_course_features_ccng/discussions_ccng/discussions_ccng.htm

Upload files to Document Sharing that you wish to share with students.

You and your students can share documents by uploading them with Document
Sharing. Your students will be able to download the documents you have
uploaded and to upload their own documents. You can organize the documents
you and your students share by setting up categories to store the uploaded
documents. You can view the names/dates/times of the downloads for each
document by clicking the number in the Downloads column.

NOTE: Make sure that you create categories before uploading documents, as you
will not be able to transfer documents from one category to another after the
upload is complete.

NCCERconnect Quick Steps to Document Sharing

From inside your Course > Course Home (drop open triangle to the lefty = Document
Sharing > then...

If you choose to add a category ...

Add Category > Name > Add Category or Save and Add Another Category >
Select Category > Upload Document > Select File > Choose file > Upload
Document

If you choose to do a basic upload...

Upload Document > Select File > Choose file > Upload Document

For more detailed information on this process, click here to be directed to in-
product help.
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http://help.pearsoncmg.com/xl/instructor/ccng/Content/work_with_course_features_ccng/doc_sharing_ccng/doc_sharing_ccng.htm

MODULE 9: PREPARING AND MANAGING YOUR
TRANSITION TO A NEW TERM

LEARNING OUTCOME

This module provides best practices for your transition from one term to another.
Whether you are using the same book or a new edition, this module will provide

the recommended strategies.

SECTION 9.1: TIE UP LOOSE ENDS ON COURSES THAT ARE ENDING
REVIEW PARAMETERS FOR MAXIMUM COURSE DURATION AND EXPIRATION.
CREATE A PERMANENT RECORD OF YOUR CURRENT COURSE(S’) GRADES.

SECTION 9.2: COPY A COURSE FROM A PREVIOUS TERM USING THE SAME COURSE MATERIALS
REVIEW WHAT ADJUSTMENTS NEED TO BE MADE TO THE COPIED COURSE FOR THE NEW TERM.
MAKE A COPY OF AN EXISTING COURSE.

SECTION 9.3: UPDATE TO A NEW EDITION OF THE SAME TITLE
CREATE A NEW COURSE FOR THE NEW EDITION.
IMPORT ASSIGNMENTS FROM OLDER-EDITION COURSE INTO THE NEW COURSE.

SECTION 9.4: KEEP YOUR COURSES LIST MANAGEABLE

DELETE UNNEEDED COURSES FROM YOUR ACCOUNT.
REORDER/HIDE COURSES FROM YOUR ACCOUNT COURSES LIST.
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SECTION 9.1: TIE UP LOOSE ENDS ON COURSES THAT
ARE ENDING

Review parameters for maximum course duration and expiration.

An hourglass icon next to your course title in the courses list indicates the course
is about to end. At this time, you have two options:

1. If the course is still in use by registered students, you can extend the
course end date up to a maximum of 24 months from the course creation
date. Once the 24 months are up, the course enters a 3-month retirement
(inactive) phase, after which it is removed from the system. If you have
courses in the retirement process, you will receive three consecutive email
reminders, including instructions on how to preserve or export your course
materials.

2. If the course has ended and there are no active student users, you do not
need to take any action. The course will automatically start the 3-month
retirement phase 24 months after the course creation date.

NCCERconnect Quick Steps to Extending a Course End Date

From your Pearson Dashboard > Details (to the right of the course name) > Edit
Course > Make adjustments > Save

Create a permanent record of your current course(s’) grades.

It is a good idea before your course ends to run an Advanced Export of your
Gradebook so that you have a permanent record of your grades from the current
term in a file you can save to your local hard drive. Not only is this a good best
practice for recordkeeping purposes, it also allows you to run some analytics on
data captured during the current term to inform changes you may want to make
for next term.

NCCERconnect Quick Steps to Exporting Your Gradebook

From inside your Course > Instructor Tools > Gradebook > Export Data >
Advanced Export > Name your export > Choose your export type > Select any
other necessary items > Submit Request

For more detailed information on this process, click here to be directed to our in-
product help.
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SECTION 9.2: COPY A COURSE FROM A PREVIOUS
TERM USING THE SAME COURSE MATERIALS

Review what adjustments need to be made to the copied course for the
new term.

You may want to create your own “New Course Checklist” to help keep track of
key changes you want to make from term to term. It is helpful to have a copy of
current courses for instructor use only (not for student enrollment), so that you
can easily modify settings or add content as you think of it. Then your course will
be ready to go. Now that you have decided what you want to include in your new
course and how you want to organize it, it is time to set up your course for next
term.

Make a copy of an existing course.

You can copy a standard course from your course list or from another instructor.
Log in to your instructor account and, on the Courses page, click Create/Copy
Course. On the Create or Copy a Course page, select Copy a Course. If you are
copying one of your existing courses, select the course from the dropdown list.

NCCERconnect Quick Steps to Copying an Existing Course

From your Pearson Dashboard > Create/Copy Course > Copy a Course > Copy
one of your existing Courses > Select your course from the dropdown > Go >
Enter the requested course information > Create Course Now

NOTE: If you used a Coordinator/Member Course setup, you do NOT want to
copy the Coordinator course. You want to copy a MEMBER section and then
promote it to Coordinator once you have all of your changes/edits made.
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SECTION 9.3: UPDATE TO A NEW EDITION OF THE
SAME TITLE

When your NCCER text goes into a new edition, you will want to update your
NCCERconnect course to reflect the new content and features. Following the
steps outlined in this lesson will ensure that you not only get the new content and
features but also have the option to import your previous edition assignments as
well as bring over any course customizations.

Create a new course for the new edition.

NCCERconnect Quick Steps to Creating a Course for a New Edition of yvour
Text

From inside your current or “old edition” course > Instructor Tools > Assignment
Manager > More Assignment Tools dropdown > Change Assignment Settings >
Select the box for Allow Import for any assignments that you wish to import into
your new course > Update > OK > Click Courses to return to your Pearson
Dashboard and the Course listing > Find your Course > Click the New Edition
Available link below your Course ID > Read the information provided and click
Continue > Choose the title you want for your course from the listing > Select
Course Materials > Enter your new course information > Create Course Now

Welcome to your new edition course.

To complete the new edition course setup, you can copy custom items from your prior edition
course.

To copy your custom items from your prior edition course now, click Copy Items Now.

If you click Copy Items Later, you can copy your custom items at any time. (In your course
click modify above the course menu and click the Copy Ttems from Prior Edition tab.)

Copy Mems Now | [ Gopy Rems Later | [ Do net show this message again |

For more detailed information on this process, click here to be directed to in-
product support.
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COURSE CUSTOMIZATIONS

If you have specific course customizations, you’re going to want to copy these
items over into your new course. It will save you time as you set up your new
course and allow you to bring those custom items that positively affected student
success into your new program. Some examples of course customizations
include:

e Documents uploaded to Document Sharing that you want to continue to
use in your new term

e Discussions in the Discussion Board that you would like to re-purpose or re-
use for the new term

e Customized threaded discussions in the course menu

e Custom content “pages” or “buttons” such as Course Syllabus or
Introduction/Review pages

e Custom uploaded content such as your Course Syllabus, Course PDFs, etc.

e Custom linked content like links to videos, Course pages, or Course-related
websites that you would like to use again in the new term

If you choose to copy your items now, you’ll be taken to your Course menu. (If
not, you can always return to the following steps later.) To update your new-
edition Course NOW, check the boxes next to the items you would like to bring in
to your new Course and click “Next.”

Confirm the items you want to copy and you’ll be given your copy ID. It is
typically a very quick process, but please allow 1 hour to 1 business day for your
content to appear.

Once your copy has completed, you’ll see a new content area (hidden from
students) with your copied content. You’ll need to navigate back to your Course
menu to move this content into place.

Settings Add & Arrange Restore Style Copy Items from... (o) =]

Add new item |
nnnnn xpani all | allagas all archive
|:| *  Pearson Tutor Services

|:| P Discussions
73 »  course Toais

[2

2

[
|:| » Pinstrug e 2
LEE r co e Aesorees 3
mi:l P CyberNuiz! =2
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m:’; B Tools for Success =2
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|:I *  Solutions 3

Add new item to Copied from walkera1207

Add new item to main level
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Import assignments from older-edition course into the new course.

Importing assignments that had a measureable impact on your students from
previous courses is a great way to easily customize your new NCCERconnect
course with effective assignments.

NCCERconnect Quick Steps to Importing Assignments from an Older-
Edition Course to a New Course

From inside your new-edition Course > Instructor Tools > Assignment Manager >
Import/Copy Assignments from another Course > Choose the option for
importing (most common is assignments from my courses for this book) > Select
the Course from the dropdown menu > Next > Use the boxes to the left of the
assignment name to select items for importing > At the confirmation page, hit
OK
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SECTION 9.4: KEEP YOUR COURSES LIST MANAGEABLE

Delete unneeded courses from your account.

Deleting unnecessary courses keeps your dashboard clean and organized. You
can delete right from your Pearson Dashboard.

MylLab & Mastering Settings | ?

Create/Copy Course

Core Curriculum .

Course ID: instructor12266 Details
Students Enrolled: 0 (How Students Enroll)

NCCERconnect Quick Steps to Deleting Unneeded Courses from vour
Account

From your Pearson Dashboard > Click Details (to the right of the course name) >
Delete Course (under book image) > Delete > Click My Pearson to go back to
your Dashboard

Reorder/hide courses from your Account Courses list.

Courses Settings
MylLab & Mastering i myPearsen = Courses Setings
Camalriopy Co Restons nfasits Byt
? urse

AT

You can choose to reorder or hide Courses and sections by using the Account
Settings editor. This can be done for coordinator courses as well by clicking on
the arrow next to the coordinator course.

NCCERconnect Quick Steps to Re-ordering/Hiding Courses

From your Pearson Dashboard > Settings (at the top right of the course list
column) > Click the Move icon to drag and drop courses > Unclick the box in the
Show column to hide any courses > Save Changes > My Pearson to go back to
your Dashboard
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