GED ONLINE ORIENTATION (For Instructor)

Welcome to the _(Program Name)_ GED Online Orientation.  Technology can be great, yet, challenging at times. Our center will set aside specific times to be available for GED Online Students and respond to your questions and e-mails: Tues. & Thurs. 8:00 am -  9:00 am and T-W-TH 4:00 pm to 5:00 pm.  Please be sure to check the announcement section on Montana GED Online for any schedule changes or further updates. 

1.  All students need an e-mail address as a means for instructors to maintain communication. Instructors will send you assignments and additional comments regarding your online work.

Student e-mail address: __________________________________

2. When e-mailing the instructor, make sure to attach the student tracker sheet along with your questions and concerns.  Please type GED Online in the subject box.  

     Instructor’s e-mail or site e-mail: ____________________________​​

3. To get into the program, go to www.gedonlineclass.com 
 Click on “Student Login” Username (type your username in all caps): 

 GED (site initials) MT (last name) DOE (first two letters of first name) JA (ex:GEDMTDOEJA) *MT IS USED ONLY FOR INSTRUCTORS
_____________________________________
PASSWORD (type your password in all caps): 
TEACHER * THIS IS THE PASSWORD FOR ALL INSTRUCTORS

_____________________________________
4. Click on (your program's name) GED Online in the right column called My Courses.
5. Review the “Blackboard Tour” link in the "Course Information" section (button on left) to familiarize yourself with the program’s features.
6. On the left side of the blackboard click on Communication; to send e-mails to your students, Go to "Send E-mails" and click; then go to "Select Users".  Your students should be in the system and you can e-mail them one at a time or send a common e-mail to a group of students.
7. When e-mailing your online students their assignments, comments, or questions, type GED Online & the student's full name in the subject box. 
8. To enroll a student into your GED Online class, go to "Control Panel" find the "User Management" section and click on "Create User".  Enter the student's user name: GEDLT (last name) (first two letters of the student's first name) 
(ex: GEDLTDOEJA)

Password: GEDLT (birthday using month, day, and last two numbers of the year) 

(ex: GEDLT012092) * no spaces between dates 

** If you want to block someone from the system, all you have to do is modify user password to "locked" then hit the "submit" button.

9. To add a new "Announcement" for your program for all students to view for example; news updates, schedule changes, closures, or computer/e-mail problems, click on the "Announcement" link in the upper left corner and create your announcement by following the directions. 
10. When you are e-mailing Assignments to students, be specific with directions.  Make sure you indicate the correct folder level and give your students the specific names of each lesson you would like them to complete in the folder.  Remind students to allow themselves 30 minutes to complete a quiz and it must be complete in one sitting. Students must inform their instructors to reset a quiz if 75% mastery has not been achieved.    
** Students are allowed to retake a quiz after supplemental and/or in class instruction has taken place.  After the second unsuccessful attempt to achieve 75%, diagnostic intervention must take place.  After the third unsuccessful attempt students must be redirected.  Quizzes one through three may be entered into the MABLE student information system. 

11. Train students to use the Student Tracker Sheet and encourage them to attach it to every e-mail they send you. Instructors should evaluate the Student Tracker Sheet and student quiz scores to determine when more practice is necessary. The main goal is to prepare students for the GED exam. 

12. Instructors will notify students when they are due for a Post Test.  Post-testing is mandated by state and federal regulation.  The average distance learner generally makes an educational gain after 25 hours of instruction.
13. To view student progress instructors need to open the Gradebook to view scores. On your homepage, click on the Control Panel button, find the Assessment section and open the "Gradebook Views" link. Click on "View Grades by User" and open the link.  By default, you will get a list of all students.  Find the name of your student and click that student's name, open the "User Grade List" link to view student scores.  Instructors can click on the score to view specific details of a quiz.
14. To Reset a quiz: Follow directions above to view Gradebook.  Under "User Grade List" click the symbol next to the quiz name.  In the upper right corner, click on the "Clear Attempt" button.  The quiz will be erased and the student will be allowed to take it again. 
15.  Viewing a Quiz Follow the directions above to view Gradebook.  At the modified grade screen, click the "View" button to view each question and answer of the quiz.
16.  The GED Online program provides a "Calendar" for each site. Instructors or  program directors can updated this calendar with any events that may be of interest to students.  Events may include the following: GED testing dates, orientations, job fairs, school closures, recognized holidays, graduation dates, etc..
17. Utilize the Communication tab to contact other instructors or students.  If you want to send an e-mail to someone involved in distance education, click on “Select Users” link and choose the students you would like to contact.  When sending an e-mail, include GED ONLINE and FULL NAME (first and last) in subject box. 
18. If you are interested in discussing any academic issues with your students, feel free to use the "Discussion Board" to post questions or comments.  The discussion board allows your students a way to communicate with each other and benefit from the group discussion.
19. Remind students to create a set schedule for learning and keep you informed of their progress.  Encourage students to send you weekly updates of their progress and remind them again to fill out the Student Tracker Sheet and attach it to every e-mail. Keep in mind the state only has a certain number of available GED Online seats.  If you notice inactivity, contact the student right away to see if you can assist with any problems. Instructors can remove students if necessary and students can resume at a later time when learning is a priority. 
20. When using SkillsTutor as an instructor: 
· www.gedonlineclass.com 
· Click on Assignments 
· Go to the level 1 – This is the SkillsTutor folder
· Click onto SkillsTutor.  This will take you to www.myskillstutor.com. 
· To enroll a student in SkillsTutor,  all instructors must use the following username and password. 
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· On the Left, choose: Class Properties>Students>Enrollment>Add New Students

· Fill in the Username and Password for the student (use the same username and password used for GED ONLINE: 

Username: GEDLT (last name) (first two letters of the student's first name) 
(ex: GEDLTDOEJA)

Password: GEDLT (birthday using month, day, and last two numbers of year) 

(ex: GEDLT012092) * no spaces between dates

· Click: "Add this student and next" button of the screen to add additional students.  You will see a confirmation in red that the student has been added.

· Now back out of this section to add assignments: select cancel>cancel>done>Give Assignments
21. To make Student Assignments in SkillsTutor: 

· From LOGIN, go forward by choosing: classes>class properties>Give Assignments
· Scroll down to student's name. Click the boxes for the subjects you want the student to work in, Finally click Done>Log Out

22. To Get Student Detail Reports (also used for quarterly online hour reports)

· From Login, choose: Report>Student Detail - select box in front of student name>Continue – choose the button for the time period you want. 

*Note: For a specified period of time, you must choose Date From and Date To>Continue

· Student Detail Report will come up in a separate window as "report.pdf"

· All the work the student has done, all scores, and all SkillsTutor seat time (in minutes) can be found on this report

KEEP A COPY OF ALL GRADES AND TIME IN A SEPARATE AREA IN CASE OF COMPUTER PROBLEMS. ALSO, A COPY OF ALL EMAILS AND GRADES SHOULD BE PLACED IN A FOLDER UNDER THE STUDENT'S NAME AND ON THE HARD DRIVE. 
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