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What Can Instructors Do?

Instructors can access their assigned courses on the public side and have access to a variety
of tasks once they log in

1. Click on Instructors Login

1. Click on Instructors Login

From the home page, click Instructors Login

2. Enter your User Name and Password

2. Enter your User Name and Password

Enter your User Name and Password and then click the Login button

3. Instructor's Page Options

3. Instructor's Page Options

1. Courses scheduled to teach - click to view courses assigned to the logged-in instructor.
2. Past Courses - click to view courses already taught.
3. Personal Settings - click to Update Instructor Information.

4. Room Management - click to access the Room Booking page and match classes to rooms on
the calendar.

5. Available Evaluations - click to review student surveys.

4. Instructor's Personal Settings

4. Instructor's Personal Settings
Clicking option 3 in step 3 brings up the Update Instructor Information page. Use this page to
update instructor information.

Be sure to click the Submit button to enter the changes in to the system.
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5. Instructor Courses Page

5. Instructor Courses Page

Clicking option 1 in Step 3 above displays the courses currently assigned to an instructor.

Clicking option 2 in Step 3 above displays this same screen, only with Past courses displayed (as
above).

This screen allows quick access to the Course information, as well as other class-specific related
tasks.

6. Choose to print sign in sheets, certs, or name tags/labels

6. Choose to print sign in sheets, certs, or name tags/labels

On the Course Information page you can choose to print class Sign-in Sheets, completion
Certificates, or attendance Name Tags and Labels for the related course.

Click the Course # (4) to edit details about a specific course (see next step). Clicking Take
Attendance (5) opens the Take Attendance Pop up.

7. Take Attendance

7. Take Attendance

When you click Take Attendance a pop-up appears for the associated Course. Click the radio
buttons next to the dates for students that attended the course, or click ALL to fill in all of the
buttons.

8. Completion Certificates

8. Completion Certificates

Clicking 1 in step 6 above opens up the Completion certificate print screen. Select the students
that have completed the course - then the choose the desired Certificate format..

You can also toggle the Email Certificates to Students option - and finally - click the Print
Certificates for Checked Students button.

9. Name Tags & Labels

9. Name Tags & Labels
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Selecting 3 from Step 6 brings up the Name Tags and Labels screen. Refer to the Help guide
lesson "How Do | Print Name Tags?" for details.

10. Course details page

10. Course details page

The course details page will show instructors who is enrolled in a course as well as provide a
way to email participants.

11. Use this area at the bottom of the courses page to send
emails to students in selected courses OR all courses

11. Use this area at the bottom of the courses page to send emails to students in selected
courses OR all courses

Be sure to click the Submit button to enter the changes in to the system.

12. Room management

12. Room management

Clicking option 4 in Step 3 bring up the Room Booking screen. This screen is where an
instructor can manage where courses will take place, book and coordinate spaces using the
calendar.

Click a time and location slot to bring up the room booking screen.

13. Room Booking

13. Room Booking

The Room Bookin page is where you can enter details about the course in the room at the time
slot you selected in the previous step.

Be sure to click Submit button at the bottom of the screen to enter the changes in to the
system.
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How do | add an Instructor?

You may add an instructor to assign to a course, enter attendance records, and
communicate with students.

You may add an instructor directly from the Course page, or follow the steps below:

1. Click on the Instructor menu.

1. Click on the Instructor menu.

Select Add Instructors.

2. Enter the Instructor's Personal Information

2. Enter the Instructor's Personal Information
Enter the instructor's name in the first and last name fields, username, password and other
contact information.

You may enter the years of teaching experience, if desired. Many of these fields are required, if
you do not know the information you can use a "default" setting.

Note: Grade level, class type, school, and membership listings are all customizable fields.

3. Add the Instructors's Photo, Biography and any other
administrative notes

3. Add the Instructors's Photo, Biography and any other administrative notes

1. Photos should be 2 inches by 3 inches or smaller.

2. The Biography area can accept HTML code if you would like to adjust the formatting or font
on the public side.

3. The Admin Notes area is NOT viewed on the public side and is only visible to administrators.

4.To temporarily disable an instructor from logging in or appearing in listings, click on the
Temporarily Disable flag (box).
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4. Click on the "Add Instructor" button to save your
information.

4. Click on the "Add Instructor" button to save your information.
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How Do | Send An Email to All Instructors?

You may email a single instructor or to all of your Instructors. The instructor email
addresses are entered when the instructor is added and can be edited in the Instructor
Profile.

1. Click on the Email menu.

1. Click on the Email menu.

Select E-Mail Instructors

2. Select the "E-Mail All Instructors" link

2. Select the "E-Mail All Instructors" link

3. Compose your email

3. Compose your email

Include your subject and message.
Click on the Submit button to send out the email.

Note: If you do not wish to send this email to Inactive Instructors, be sure to mark the "Exclude
the inactive Instructors" box.

Instructors Page 9



GoSignMeUEJ GOS|gnMeUp HElp GU'de

How Do | Send Instructors Their Course Letters?

1

1.

You may email your instructors a detailed list of all the courses they are scheduled to teach
during a specified date range.

Important Note: Please contact GoSignMeUp Support to help you with this feature, because
there are customized settings that need to be adjusted for this feature to work with your
system.

. Click on the Email menu.

Click on the Email menu.

Select E-Mail Instructors

2. Select the "EMail Instructors Their Course Letter" link

2.

Select the "EMail Instructors Their Course Letter" link

3. Compose your email

3.

4,

5.

Compose your email

. Choose the appropriate date range.

. Choose Include your subject.

Select the text for the PDF Heade.
Compose your email message.

Click on the Submit button to send out the email.

Note: If you do not wish to send this email out, choose the "Don'r Really Send Out" box.
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How Do | Send An Email to a Single Instructor?

You may email a single instructor or to all of your Instructors. The instructor email
addresses are entered when the instructor is added and can be edited in the Instructor
Profile.

1. Click on the Email menu.

1. Click on the Email menu.

Select E-Mail Instructors

2. Select the "E-Mail An Instructors" link

2. Select the "E-Mail An Instructors" link

3. The Instructor Search page will appear.

3. The Instructor Search page will appear.

Enter the appropriate name of the instructor, or search by the alphabetical listing.

4. Select the Appropriate Instructor

4. Select the Appropriate Instructor

3. Compose your email

3. Compose your email

Include your subject and message.

Click on the Submit button to send out the email.
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What Can Instructors Do? (Instructor

Dashboard)

Login With Your Instructor Account Information

Login

() Participant

@ Instructor

() District Registrar

“ Login

The Instructor Dashboard View

Welcome Trevor Test

Instructor Dashboard

& Identity & Current Courses Past Courses Course(s) need attendance taken
o Courses o
N N
@ Export to Excel
Page 1 of 1 @ Displaying 1- 3 of 3
Course Number Course Name Start Date Location and Room  Number Enrolled Actions
FA16M20022-17  Administrators and 3/30/2017 @ EDCO Collabora.. 3 of 14
FA16M20022-17  Copyright Complian 12/6/2016 (@ EDCO Collabora.. 1 of 50
Username: Trevor. Test WS17M20022-17  Tiered Intervention 3/25/2017 @ EDCO Collabora... 0 of 30
Password: *### sk
Received Email Actions o
(@ Information & N/ NS —
o Page 1 [of2| b B |2 Displaying 1- 5 of 10 A . Room Management
* First name: Trevor — Date Subject -
.56 AM 5 Course Request
* Last name: Test 11/29/2016 11:56 AM  TEST =] Z{; q
11/21/2016 01:19 PM  Course Evaluation =]
* E-mail: T :
E-mail: trevor@gosignmeup.com 11/19/2016 07:24PM  Course Evaluation =)
Address: 9200 irvine center drive 11/18/2016 03:45 PM  Course Evaluation [i=i)
suite 100 11/18/2016 03:40 PM  Course Evaluation =
aty: irvine
Surveys o
State: CA N
Fage of 1 = No data to display
Zip: 92618
Survey
Phone:
Fax:
Instructors
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1) Click the Pencil icon to edit the instructor's picture, Username, or Password.

2) Click the Pencil to edit the instructor's general account info, such as your name, email,
address, and more.

3) This view shows all of an Instructor's courses and allows them to perform actions on the
courses.

4) This view contains all the emails an Instructor has received from admins and users on their
site.

5) This is where instructors will see the survey results of their users. Also, any surveys the
instructor needs to take will show here.

6) Allows Instructors to perform other tasks, such as requesting courses, booking a room or
view room bookings, and more.

Note: Some features seen here may not be enabled on your dashboard. Admins can control
some if the fields that

Courses and Actions

l Current Courses Past Courses Course(s) need attendance taken I'o,r'

Courses

@ Export to Excel

Page |1 of 1 o .3:' Displaying 1- 3 of 3
N
Course Number gurce [fame Start Date Location and Room  Mumber Enrolled Actions

Administrators and § 3/30/2017 @ EDCO Collabora... 3 of 14 ]

FA16M20022-17  Copyright Complian 12/6/2016 @ EDCO Collabora... 1 of 50 Print Classic Sign-in Sheet
Print Sign-in Sheet
Print/Email Certificates

FA16M20022-17

WS17M20022-17  Tiered Intervention 3/25/2017 @ EDCO Collabora... 0 of 30

Print Name Tag
Received Email

Take/Edit Attendance
Page |1 of2| b M| Displaying 1 - 5 of 10 Email Student
K
Date Subject
11/29/2016 11:56 AM  TEST =] _/_f; Course Request
11/21/2016 01:19 PM  Course Evaluation =
11/19/2016 07:24 PM  Course Evaluation =
11/18/2016 03:45PM  Course Evaluation =
11/18/2016 03:40 PM  Course Evaluation =
Surveys
Page of 1 .@' No data to display
Survey

1) At the top, the Instructor can choose to view current course, past courses, and courses that
haven't had attendance taken on them.

2) Click the highlighted course name to view the course description that the users see.

3) From the action bar, Instructors can perform actions on a course, including
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+ Print Classic Sign-In Sheet

* Print New Sign-In Sheet

* Print and Email Certificates
* Print Name Tag

+ Take and Edit Attendance

« Email a Student

Classic Sign-in Sheet

X

Sign-in Sheet
- = Createsign-in sheet.

Total Count (excluding Household): 1 Settings
Course Name: FA16M20022-17 Copyright Compliance Complexities in Today's K - 12 Schools
Instructor(s): Sandi Benda, Trevor Test
Fomat = Old - Rew FD Y ustuqun D - LY Orientation:  Images on file: | No Image v
tended Header ' Yes ® No Portrait v | (i) i
Add | I t f GIF format.
Iloll Show Multiple Dates: ' Yes * No S e e
School Name i1s - v
hange column fields here for FDF report”  (Columns selacted will only appear in the PDF report. )
o | District v | | StudRegField 1 v | | Position v M
-y | 2
Optional Field:
IR oOridal [/ Dy : ol IS 5 ariG oril mpienerirea d e 01 P eno  WLI e _' -1 neers ornily mpienieriieqn Jo e Qld DA Do
Test Billy Academy Of the Pacific Rim Charter Public (Distric

o Print Roster
4
GoSignMeUp™ Copyright 1999 - 2016

1) Set the type of sign-in sheet and it's orientation. Additionally, Instructors can add a small
image and set the school name as well.

2) Set the columns that are supposed to show on the sign-in sheet (Signature will always show
in the last column).

3) Print the sign-in sheet with the names of all the students in the list above.
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Sign-in Sheet

2630:Administrators and the Educator Evaluation System: Keeping the Focus on Learning %
Instructor(s):S5andi Benda, Trevor Test
¥ Multiple Dates: ¥ Extended Header: ¥ Paper Size: ¥ | Orientation: s
[E] Add Image Image on File: v |Add Blank Line(s): e v |Print Note: 7
Change column field:(Columns selected will only appear in the PDF report. ) : [ Include Waitlist
hd v w b v | @ptional Field:
Last Name First Name District Unused School
Test Trevor Academy Of the Pacific Rim Charter Public (Distric
Test Billy Academy Of the Pacific Rim Charter Public (Distric

Trump Donald Sudbury

1) The sign-in sheet can be printed as either a CSV or as a PDF.

2) Set the columns that you want to show in the sign-in sheet. Setting a column to 'Select Field'
will remove that column, freeing more space for other columns. The signature column will

always show and does not need to be added separately.
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Completion Certificates

Cibiril Medenm = 09/10- 1 =

Instnuck o] l..l-' ] l" I:.
r Adami =] TEET Ernbaiip Emplayes
g Hurimzh Fo FHD

F=Trascnpied “=On Wamg Lig  ‘=Dhdn ASend
Clessic Siyl  Lavoia: |Penssd :J AL Lte 0 B
A Te s rlind Daeg will hean Pt iedid wiebbrcg Boarh afed'ie B T IRFoepl ol Ombarmise, 4 wall b

Wlargn Saitisgy homn from I Courte rogter iz
Let [B5 =] mghe [07 =] Top [07 =] Benies 07 2] Opilens:
Inchet "W Listed Shodents 4 upsbeable: [es __'_'J
Couese: dai{s] b show
& Siar Ouiw oy © Erd Datwprly " Saat & End Dat Inclech Didn’t Amesd Studenis i spplcable 'rﬂ.ﬂ
EETER Y (T FRSAPEORE SOp Ve g P v Stylec
Border (¥ appluable) [Ranced Boroer =|
noda; The forrrady beles do rof utilice b optons sbove
I addeon, i Cotit i JPG o PG e DMLY
FO B i i Logo Fnige, o rusl b8 n w I Eleciesic Sigaany
T Classit Siyh - Landirops gesess: itaaes bise Pig: Elechionic Sgnaiure File Fas lrafucian 1, Yoy can add sre on £ diTislete Cowrne page
rCHMS‘:h-PWwa P EbeCiverel Gagraivie Fiu Fod Iedimpind 2,7 o Can el oo o EG0Tieie Cwtin page.
T Gtardant Style - LarIBrape tumpie p bovded Pla: Ebectionst Sagniture Fdo Fas Irnilnctai 3, Vo can idd sow oa EdbDialile Cawnie page
T i Garace Hows - Potred e g
T Hyrwrwal Fayn - Foinsd essin s basas Signatwe Line

 Showe pagnatuee bea (¥ appicabie]
Tithe B pgek bt st fagriture e

JLaisme ing
F Flace hincior lisne diaowe Sxgeaiies L
F ftorw Cpptnm copde ype [ spphoabin) it e inspd foln 4 Smpiabin |

4 L2 v L
& Audn dabiet! Ceslom Catbcale -
™ Cuibom - Bb Dol oy s
Bl =R T T T ———
7 Gt - Do Ol T gampny: pistens
 Custom - GED G0 jpngiy: pasten
 Comtam » HE Ol i i
el =T T
o Comtam - FHD Cod oy, b
1 Cuitam - Pl ConBems e i

sl i b el | mgompe” gl

I Use the Ceviifcate Faotes Tawi

“-‘-‘!ml
I Ervadd Comtibrains o Studenis

T s corbicien i Chacked Siudents

When sending certificates, select the students to send a certificate to.

Choose a certificate to send to all the selected students.

Select the 'Email Certificates to Students' checkbox when ready to email certificates. Leaving it
unchecked allows instructors to preview the certificates before sending them, or to print the

certificates themselves.

Instructors
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Mty For bash abgreriart; yy thavid gue Agdehn Lasder §. G e SPRIHTS disleg e, 7 s “Fl Ty Prister Margins® ar “Page Brsiing® sel fa Aera
Formmal
® fvery RE395 fmage size 22560]  Opbon for this size crly. " Aoy WS302 Addicad Huse Tag o
FirstMame [Comer =] [ =) Firstf Last Mame color [Fa: =] fimage size Ikwdt] [mem =]
LastMgme [Comw =] [1z]  Adgn Sceetsr kel ]
Addmong Ling ) [Temer x| [14 =]  Line #1 Codor [Eack =]
Adgibond Ling #2 [Tome =] [19 ] Line 83 Color [Bae =]

Border Color [rs Barser ®| [ Border Special Ag.  Line Colod [lare =)
Sebicting & Biondir b namiolags that haae Koty ines of bisd may Caute it 8 prir imo fe boedor and is nod
eominended

"H i Seect imeage porsilion o the fight (S8 opbon Delow), phease salect inst &nd |ast naire Akgrmeni 10 he kel

 Avery #5160 :mma Addticnsl Mackeg Libel e
Pl addiess =l

This page allows instructors to print name tags for their students. Refer to the Help guide
lesson "How Do | Print Name Tags?" for details.

Attendance

Take Attendance

Course Name: FA16M20022-17 Copyright Compliance Complexities in Today's K - 12 Schools 12/6/2016

Original Attendance Taken Date:

Set Credit Type: Select . v

Course Credit Hour: 3 Course Inservice Hour: 0 Course Custom Credit Hour: O

3 0 v

sub total:
3

NONE

Test Billy 0 12/6/2016 L 12/6/2016

|| Finalize Attendance.
(If not checked, attendance will be saved and you wiIlFDE S0 e Lk A E . you will not be able to modify attendance.)

Mark the attendance record for each student.
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When attendance has been entered or edited, press the 'Submit' button at the bottom of the

page to save the changes.

Mark 'Finalize Attendance' when attendance is fully completed for the course and then press

submit.
Student Name Email Address Status
Billy Test g Test@test test Enrolled ®oster 14: 63560

* There are 1 unigue email addresses for this course.

E-mail Course: raiem20022-17 cCopyright Compliance Complesities in Today's K - 12 Schools 12/6/2018

From: ||| info@gesignmeup.com ¥

- " || Note: Comma separated email addressas

o# CC:

Note: Comma separated email addresses

Type Your
o-"' Subject:

=" Type Your
Message:

P

‘j@/ﬁ Send Email to All Students in this Course v
Qp—' Include Students on the wait list (if "Send Email to All Students in this Course” selected above)

Attachment 1#: || Choose File | No file chosen —~°
= )
—

Attachment 2#: ||| Choose File | No file chosen

Attachment 3%: ||| Choose File |No file chosen

1) When messaging some but not all of the students, mark the box next to the student's name.

2) Add any additional primary recipients here.

3) Add any recipients who should get a CC.
4) Enter the subject of the email.

5) Enter the email message here.

6) Determines whether emails go to all students, or only the selected ones.

7) Allows students in the wait list to also receive the email.

8) Attach up to 6 files to the email.

Instructors
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Room Management

Course Request

Course Request Please complete the following course request form All Fields are required (execpt Add'l Info). We will
notify you if your course is approved.

MName of Requestor: Email Of Requestor:
Company of Requestor: Instructor: =
Course Main Category: = Sub Category: B
Course Number: = Course Name: B
Number of Days: 1 v Datef01): Start Time ¥ Finish Time
Course Description:

pA
Number of Seats Available: 0 Location: =]
Number of Contact Hours: 0
Price of Course: $ 0

Additional Information:

Submit

The Course Request system, if enabled, allows instructors to request a new course by inputting
the course details and submitting it to the site admins who can then review it.
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