Kurzweil 3000™ for Windows
Web License Guide

Version 12






Kurzweil 3000™ for Windows Web License Edition Notices

© 2012 by Kurzweil Educational Systems, Inc., a Cambium Learning Company. January 2012. Kurzweil
Educational Systems is a registered trademark of, and Kurzweil 3000, LearnStation, License-to-Go, and KESI
Virtual Printer are trademarks of Kurzweil Educational Systems, Inc.

Microsoft, Windows, Windows XP, Windows Vista and Windows 7 are registered trademarks of Microsoft
Corporation in the United States and/or other countries.

Other product or brand names are trademarks or registered trademarks of their respective holders.

Component Acknowledgments:

The American Heritage® Dictionary of the English Language, Fourth Edition. Copyright © 2009 by Houghton
Mifflin Company. Published by the Houghton Mifflin Company. No part of this database may be reproduced or
otherwise used without prior written permission from the publisher unless such use is expressly permitted by
applicable law.

Words are included in this Dictionary on the basis of their usage. Words that are known to have current trademark
registration are shown with an initial capital and are also identified as trademarks. No investigation has been made
of common-law trademark rights in any word. The inclusion of any word in this dictionary is not, however, an
expression of the Publisher’s opinion as to whether or not it is subject to proprietary rights, nor is it to be regarded
as affecting the validity of any trademark.

American Heritage® is a registered trademark of Forbes Inc. Its use is pursuant to a license agreement with
Forbes Inc.

The American Heritage® Children’s Dictionary by the Editors of the American Heritage® Dictionaries. Copyright
© 2005 by Houghton Mifflin Company. Published by the Houghton Mifflin Company. No part of this database may
be reproduced or otherwise used without prior written permission from the publisher unless such use is expressly
permitted by applicable law.

Roget’s Il: The New Thesaurus, Third Edition by the Editors of the American Heritage® Dictionaries. Copyright ©
2009 by Houghton Mifflin Company. Published by Houghton Mifflin Company. No part of this database may be
reproduced or otherwise used without prior written permission from the publisher unless such use is expressly
permitted by applicable law.

No investigation has been made of common-law trademark rights in any word. Words that are known to have
current trademark registration are shown with an initial capital and are also identified as trademarks. The inclusion
or exclusion of any word, or its capitalization in this dictionary is not, however, an expression of the Publisher’s
opinion as to whether or not it is subject to proprietary rights, nor is it to be regarded as affecting the validity of any
trademark.

Concise Oxford English Dictionary 11th edition ISBN 0198608640 © Oxford University Press 2005.
ETI-Eloquence™ and RealSpeak™ Copyright Nuance Communications, Inc. All Rights Reserved.

VoiceText™ is Copyright © 2005 by NeoSpeech Software, Inc.

Homophones and confusables word lists from WordSpring™ software. © 2002 Lexia Institute.

Additional product components are licensed from ABBYY™; Bennet-Tec Information Systems, Inc.; Nuance
Communications, Inc.; and Vantage Technologies.

MPEG Layer-3 audio coding technology licensed from Fraunhofer [IS and Thomson.

The Picture Communication Symbols samples © 1981-2004 Mayer-Johnson, Inc., Solata Beach, CA. USA. All
rights reserved worldwide.

NIMAS Sample files created by the AIM and NIMAS Centers at CAST, Inc. with support from the Office of Special
Education, US Department of Education.

Portions of Kurzweil 3000 Professional Edition Copyright Design Science, Inc., 1990-2010. All rights reserved.
Unauthorized reproduction prohibited.

DESIGN SCIENCE, INC. EXPRESSLY DISCLAIMS ANY AND ALL WARRANTIES CONCERNING THIS
SOFTWARE AND DOCUMENTATION, INCLUDING ANY WARRANTIES OF MERCHANTABILITY AND/OR



FITNESS FOR ANY PARTICULAR PURPOSE, AND WARRANTIES OF PERFORMANCE, AND ANY
WARRANTY THAT MIGHT OTHERWISE ARISE FROM COURSE OF DEALING OR USAGE OF TRADE. NO
WARRANTY IS EITHER EXPRESS OR IMPLIED WITH RESPECT TO THE USE OF THE SOFTWARE OR
DOCUMENTATION. Under no circumstances shall Design Science, Inc. be liable for incidental, special, indirect,
direct or consequential damages or loss of profits, interruption of business, or related expenses which may arise
from use of software or documentation, including but not limited to those resulting from defects in software and/or
documentation, or loss or inaccuracy of data of any kind.

Note About Copyrighted Material

If you upload or install source materials or any other materials on any computer, including, without limitation, your
computer, a local area network, or a web-based computer hosted by Kurzweil Educational Systems, Inc., you
hereby acknowledge that you have all of the necessary ownership or licensed rights to load such materials and
shall fully indemnify Kurzweil Educational Systems, Inc. from any claims that may arise relating to such actions.

Cambium | Technologies

LEARNING®

24 Prime Park Way . Natick, MA 01760 . 800-547-6747 . 303-651-2829. www.kurzweiledu.com



Table of Contents

Chapter 1

Chapter 2

Web License Overview, Set Up and Management

Kurzweil 3000 for Windows Web License Overview .................... 2
Web License System Requirements ...........ccccoviiiiiiiiiiiiinininnnee. 7
Logging in t0 VPORT ....eeiiiiiiiiiiieee e 8
Setting Up Schools and Users - an Overview.............................. 9
Setting Up Top-Level Staff and District Licenses (District
AdMINISITAtor) .........uueiiiiiii e 10
Setting Up and Managing Teachers (Principal/Campus Coach)16
Setting Up and Managing Students (Teacher).............ccccuueee. 19
Setting Up a Guest Login AcCount...........ococuuiieeeiiieiiniiiinnee. 23
Installing Web License Client Software..........cccccvveevvvevieeiinnnnn.. 25
Installing the Web License Client Using the MSI Install (IT
ProfesSionals) .........cciuuuiiiiiiiiiiiiiiiiiiiiiirr e 26
Managing Kurzweil 3000 LiCEeNSES...........oocuvriiiiieeiiiiiiiieeeeeen 27
Viewing License Information..............ccccveeeiiiiniiiiii s 29
Changing License Permissions .........ccccccoviuiiieiineeeiiniiiineen. 34
Changing License Information ...........cccccceeeviinnniinnnnnninininnn, 35

Web Universal Library Services

The Web Universal Library OVerview..........ccccccvvevveevviiiiinieennen.. 38
Integration with Voyager VPORT Database System ............ 38
Web Universal Library Structure...........ccccccoeviiiiiiiiiens 39
Read-Write Access 41

The Web Universal Library or the LAN Universal Library .......... 45
Opting for LAN Universal Library ..........ccccccooeiiiiiiiiiiiiiinnnnns 45

Using the Web Universal Library..........cccccocieeiiiiiiiniiiceeee, 47
Opening a Document from the Web Universal Library ......... 47

Saving an Open Document to the Web Universal Library ....48
Organizing and Managing Folders and Files in the Web Uni-

Kurzweil 3000 for Windows Web License Guide



Versal Library ..o 49

Uploading to the Web Universal Library.........c...ccccvvveiiiiiennnenn. 52
Chapter 3 Kurzweil 3000 Web Assignment and Reporting Service
Assignment and Reporting OVErview ...........cccccvviiiiiiieeeeennnnne 56
ADOUL TGS .t 56
LOGGING IN <o 58
The Kurzweil 3000 Web Assignment Service ........cc.ccceeveeeee. 60

About Assignments 62
Assignments and the Web Universal Library 65

About Publishing Documents............ccccevviiiiiiniiiiiiieeceeee 66
About Scorable Documents ... 67
General Assignment Process for Teachers...........cccccvvveeee. 67
General Assignment Process for Students 68
The Assignment User Interface .....................ccco, 68
The Teacher Assignment Menu and Button ..................... 68
The Teacher Assignment List .........ccccooiiiiiiiiiiiiiiniiinne. 69
The Student Assignment Menu and Button 71
The Student Assignment List .........cccooiiiiiiiiiniiiiee, 71
Teacher Assignment TasksS..........cceevviviiiiiieiiiiii e 74
Initial Planning ......c.oovveiiiii e 74
Preparing and Publishing Assignment Documents............... 74
Creating a Scorable Document ...........cccevveeeeiniiiiiieeeeeenn. 75
Publishing a Scorable Document ............cccocciiiiiieiinnnns 76

Publishing a Non-Scorable Document 78
Creating an Assignment and Assigning It 79
Managing Assignments/Status of Assignments 85

Viewing and Monitoring Assignment Status ...................... 85
Adding or Removing Document(s) or Student(s) 92
Deleting ASSigNmeNts .........ccoooiiiiiiiiiiiieieeieeeeee e 94
Responding to Students ... 95
Sending a Broadcast Message to Students..............ccvvveeees 98
Accepting or Rejecting Student Submitted Assignment ....... 98
Closing an Assignment 101
Student Assignment Tasks .........ccccveiiiiiiiiiiii e 102
Viewing and Hearing Assignments .........ccccccooeiviiiiieeennnne 102



Working with Assignment Documents .....................oooee. 104

Answering Questions in Test Documents........................... 107

Starting a New Response Document.............coceeeeeieeieeennn. 108

Asking the Teacher a Question and Viewing Teacher’s Re-

sponse 109

Submitting ASSIGNMENtS .......cooiiiiiiiiii e 111
The Kurzweil 3000 Web Reporting Service .........ccccceeevvnnnnee. 112
Class RePOMtING.....ccuuiiiiiiiiiiiiiee e 113
Class Management ...........ccccoooii . 114

Kurzweil 3000 for Windows Web License Guide iii






1 Web License
Overview, Set Up
and Management

The information in this chapter is arranged into the following
main topics:

Kurzweil 3000 for Windows Web License Overview on page 2.
Web License System Requirements on page 7.
Logging into VPORT on page 8.

Setting Up Top-Level Staff and District Licenses (District
Administrator) on page 10.

Setting Up and Managing Teachers (Principal/Campus Coach) on
page 16.

Setting Up and Managing Students (Teacher) on page 19.
Installing Web License Client Software on page 25.

Installing the Web License Client Using the MSI Install (IT
Professionals) on page 26.

Managing Kurzweil 3000 Licenses on page 27.
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Kurzweil 3000 for Windows Web License
Overview

Licenses for Using Kurzweil 3000 Over the Internet

The Kurzweil 3000 for Windows Web License product offers convenient,
secure Kurzweil 3000 license check in/out through the Web as well as a set
of complementary Web services.

Unlike Network Edition licenses, the storage and management of which are
on the local network, Web licenses are stored and managed by Cambium
Learning and delivered to users over the Internet.

In addition to placing less of a burden on a school’s technology team, Web
Licensing allows users to access licenses and run Kurzweil 3000 from any
computer on which the Kurzweil 3000 Web License Client software is
installed, and from anywhere on the Internet, while taking personal settings
and preferences with them.

Powered by VPORT® Data Management System

At the heart of the Kurzweil 3000 for Windows Web License product is the
Voyager Passport (VPORT) Data Management system from Cambium
Learning.

VPORT drives and manages Web Licensing as well as its Web-based
services, such as Assignment and Reporting. VPORT provides:

* Aninterface for setting up, managing and administering the licenses
across multiple levels of users throughout the organization.

* Behind-the-scenes tracking of users, product licenses, usage,
assignments, as well as student progress.

* Report generation and easy viewing of statistics for multiple levels of
students, from districts, schools and classes in aggregate to specific
individuals.
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There are three main VPORT user levels that Kurzweil 3000 uses:

* District Administrator/Coordinator who can set up school staff such as
Principals/Campus Coaches, Teachers and any user who needs district-
wide access, and set up classes.

* Principal/Campus Coach who can set up school staff such as Teachers
and link them to classes. In VPORT, there is also a Campus Coach user
with all the same permissions as the Principal.

* Teacher who can access, set up and manage student accounts.
Complemented by Web-Based Universal Library

Included with the Kurzweil 3000 Web License Edition is the Web Universal
Library, a robust file repository that provides leveled access to files and
documents.

The Web Universal Library enables schools to widely distribute curriculum,
and share and reuse material. Any user above the Teacher level, can upload
district-wide curriculum and resource files. Teachers are able to post
classwork and assignment-related material, and students can access those
files and documents from anywhere on the Internet, from any Kurzweil 3000
Web Client computer, at any time.

The Web License Universal Library also includes the Classic Literature
collection of nearly 2000 books, historical documents selected from the
public domain, is now accessible from the Kurzweil 3000 Web License
Edition Universal Library. Find literary classics by authors such as Jane
Austen, Fyodor Dostoyevsky, William Shakespeare and Oscar Wilde.
Children’s classics by L. Frank Baum, Brothers Grimm, Rudyard Kipling and
Mark Twain. Classic texts from Aristotle and Plato. Scientific works such as
Albert Einstein’s “Relativity: The Special and General Theory.” Reference
material including world factbooks and famous speeches. Religious text in
the entirety.

Combined with the Assignment and Reporting services, the Web Universal
Library, offers extensive capabilities for publishing, accessing, submitting
assignments, collaborating, and tracking student progress.

For additional details about the Web Universal Library, see Chapter 2, Web
Universal Library Services.

Kurzweil 3000 for Windows Web License Guide 3
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Web-Based Assignment and Reporting Services

With Web Universal Library and VPORT underpinnings, Web Assignment
service offers schools a comprehensive, integrated and powerful system for
creating, tracking and managing assignments, as well as for tracking and
managing assignment-centered collaboration between teachers and
students.

Completely VPORT-based, Web Reporting service offers school
administrators and teachers views of statistics and data for student progress
and performance from the district and school to the class and individual
levels.

For more information about the Assignment service, see The Kurzweil 3000
Web Assignment Service on page 60 in Chapter 3, Kurzweil 3000 Web
Assignment and Reporting Service.

Details about the Reporting service are inThe Kurzweil 3000 Web Reporting
Service on page 112 in Chapter 3, Kurzweil 3000 Web Assignment and
Reporting Service.

All Preferences, Customized Lists, Dictionaries and Settings Travel
with the User

Kurzweil 3000 Web License system maintains each user’s personal
preferences, settings and any feature that is customizable, including Toolbar
sets, Word Lists, OCR Corrections list, and Word Prediction and Spell Check,
dictionaries, are stored on the Kurzweil 3000 Web License server as well as
locally on the Client computer. Upon logging in, Kurzweil 3000 checks both
locations and uses the latest settings from either location.

Saving a Toolbar Set saves to the Web License server so that others with
permissions can access the set.

How Does Web License Work?

Once your organization completes the Web License product purchase, and
schools and authorized District Administrator users have been set up, the
general steps for setting up Web Licensing are as follows; the person
responsible for the task(s) is in parentheses.
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(District Administrator/Coordinator - this could be an IT professional or
school administrator)

1. Set up school staff/users, such as Principals/Campus Coaches and
Teachers in VPORT. See Logging in to VPORT on page 8.

(Principal/Campus Coach)
2. Add Teachers in VPORT. See Setting Up and Managing Teachers
(Principal/Campus Coach) on page 16.

Kurzweil 3000 for Windows Web License Guide 5
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(Teacher)
3. Add Students to their classes in VPORT. See Setting Up and Managing
Teachers (Principal/Campus Coach) on page 16.

(Any end-user: Administrator, Teacher, Parent or Student)
4. Install Web License Client software. See Installing Web License Client
Software on page 25.

Once teachers and students log in and use Kurzweil 3000 from the Web,
Kurzweil 3000 authenticates the login and license information and runs the
program with the authenticated user’s preferences and settings.

As teachers and students work with Kurzweil 3000, the Web Universal
Library stores, tracks and provides access to documents and files that are
saved to it. Meanwhile, VPORT tracks usage and data for Assignments and
Reporting services.

Opting for the LAN Universal Library Instead of the Web Universal
Library and Assignment and Reporting Features

If at any time, your site would like to opt to not have the Web Universal Library
and Assignment and Reporting features, and would like to use a LAN
Universal Library instead, you can do so. Be aware that opting for the LAN
Universal Library is not reversible. For details, see Opting for LAN Universal
Library on page 45.

General Web License Edition Notes

Time Out: After 60 minutes of inactivity, a message appears asking if you are
still using the program. If there is no response, Kurzweil 3000 automatically
logs off your account in order to reclaim the license. The only function
available in Kurzweil 3000 is Save so that you can save any work. If there is
an assignment in progress, Kurzweil 3000 automatically saves the work.
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Web License System Requirements

Processor: 1.3 GHz Pentium 4 or better
System Memory: 512 MB (1GB for 64-bit Windows Vista or Windows 7)
Hard Disk Space: 2 GB free space

Operating System: Microsoft® XP with Service Pack 3 or later, Windows
Vista with Service Pack 1 or later, Windows 7

Video RAM: 4 MB or better

Screen Resolution: 1024x768 24-bit or better
Color Palette: 16-bit

DVD drive

Keyboard and mouse

Scanner (TWAIN-compatible for Color Professional and Black-and-White
Professional only)

Sound card: Creative Labs SoundBlaster® 16-bit or higher with speakers
and microphone.

Internet connection

Web browser: Mozilla Firefox 3.5 or later or Microsoft Internet Explorer 7 or
later for Read the Web functionality

Kurzweil 3000 for Windows Web License Guide 7
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Logging in to VPORT

Before you begin, you should have obtained a user name and password from
Cambium/Voyager Customer Service.

In your Web browser, go to: www.voyagerlearning.com and click VPORT
Login in the upper right-hand corner of the screen.

VReRT

LOGIN

Enter user name and password.

The next screen, the “dashboard,” presents views and options that are
associated with your user level.

Notes:

* Ifyou have access to VPORT, the login information for VPORT is also
valid for Kurzweil 3000.

* You may change the login information for users that you enter in VPORT.
For example, District Administrators may change a Principal/Coach,
Teacher or Student user’s name or password. Principals/Coaches may
change the information for Teachers. Teachers may change information
for Student users they entered.
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Setting Up Schools and Users - an Overview

After CLT sets up the account, three types of users may perform actions as
outlined in the diagram below. Access and privilege information is also
presented.

District Administrator/Coordinator
(may be IT, Site Administrator, School
Administrator)

* Sets Up Top-Level Staff.

* Sets Up License s for District.

¢ Has district-wide access.

v

PrincipaI/Cambus Coach
* Sets Up School Staff/
Teachers and Classes.

* Has school-wide access only.

* May also enroll students.

*NOTE: If you have
specialists or any users
who require access to
schools and classes
throughout a district, you
would edit their Teacher
status for each school
served.

Teacher *
¢ Adds students and enrolls
students in classes.

Has access to associated
students and classes only.

May manage classes and
student accounts.

Kurzweil 3000 for Windows Web License Guide 9
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Setting Up Top-Level Staff and District
Licenses (District Administrator)

10

As a District Administrator user, you have the highest level of system
authority and privileges in the district, allowing you to do the following:

* Add and manage all levels of school staff, from Principals/Campus
Coaches to Teachers, for any school within the district or “Track.” This
authority is especially helpful in setting up users who require district-wide
access.

* Specify License settings for Staff and Students level users in the district.

¢ (Create and edit Class name once a teacher exists in the database. See
Setting Up and Managing Teachers (Principal/Campus Coach) on page
16.

* Add and enroll Student users. See Setting Up and Managing Students
(Teacher) on page 19.

Before you can access VPORT your schools and your user account should
have been set up by Cambium Learning Customer Service.

Once you log in to VPORT, the next screen presents views and options that
are associated with your user level. As a District Administrator you would see
the following tabs, with the default view of My District and list of schools.

My Results My District Support
School Staff Data Exchange Licenzes

Note: You may have users (such as Special Education or Reading
Specialists) who teach students across multiple classes in multiple schools.
You can set them up as Teachers with district-wide access to those classes.
See To set up a cross-district user: on page 13.
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DETAILED HELP:

The following are general steps. For details on using VPORT, view the
Tutorials or consult the User Guide that are available in the VPORT window
near the upper right-hand corner.

@ Tutorials g m

To set up school staff:
1. In My District view, click Add New Staff.

Ll Add New Staff

Enter user information.
Select the School to which the user should be associated.

Select the user’s Role.

Last Ramsa First Hame el SChool Role
Select location
Sebect lncabion
st kesrumbicen

4 Selact lacation

2 £ £ £ =
o
&

3
£ £ £ £ %

Selact location

[EE——k 1 1
| Add Rows w Cancsl i Save Changes

The following are VPORT Roles, each with different levels of system
authorization. For Kurzweil 3000 purposes, a school would typically use
only Principal or Campus Coach, and Teacher.

Principal/Campus Coach - can create Teachers and classes, and enroll
Students.
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Teacher - has limited authority with only the ability to enroll and manage
Students.

Save Changes.

Distribute user login information: Click the Print User Logins button, and
provide individuals with their login information.

7. Logout of VPORT.

Rostered users may now log in to Kurzweil 3000 on any computer that has
the Kurzweil 3000 Web License Client software installed on it.

To edit staff information:
1. In My District view, click the School Staff button.
2. Click the Edit button for the user you want.

%

3. Make the edits you want.

4. Save Changes and Logout.

12
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To set up a cross-district user:
Be sure you are logged in as and have permission as District Administrator.
1. In My District view, click School Staff.

soncos (T vnecmame | Ltenses &m

aris wlh
heminiater Seneal Users RS Tachan| G Rl S |
S , Lot Hamie First Hami L i T TR Pl S Uk

Ain Eere sy Boruid h = " T} Ak -

Wiy Mg 308 5 L1 &1 e | il

oy Hagf Boruce B CresTasn = il

terharine Evseiary S8 'f! ks e 1 "

5 Meerza A i2zekd W
argen Cza

Show Teachers Add New Staff button

2. Click Add New Staff. Enter user information, select a school, set the user
Role to Teacher, then Save Changes.

L\‘ Last Hami Firsst Hami whAai S Hidir
Salact location e -.‘ -
Saluct location =] [ Sabect roin =]
Saluct lacation =] [ Sebect rois -
Salect lacation =] [ Sabect ok -
Saluct locatior =] [ Sabect roin -

::: Al Fnws| ] Canoel [ W Sewn Ohaiges

Set Role

3. Back in the School Staff screen, click Show Teachers.
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4. Find the teacher you just created, and click the Edit icon for that name.

Sohols m [ua Enhasige Lierses =Y un]

r H J K L u H o P a R L] T u y J W

Adminsgier Sehacd Usars ““W Tasctrs u-lddhln-luﬂ

Schioai ast Hame  Firstlanss e amaims Pasiwied  Fokes
tars Ekrwerinry Soaesl e (1] Innie e syl Teaches
Teacher, Undinsn Mide Bonool

A Teacher, Uparee High 308

Teauher, Jetiernon Eereniany Bofool

5_ Halrung [ dhedinung kil Taacker

5_ Jore Juran ForamITO cyermires®  Teackar

5_ etk Bl g 1742 sdearns Taactar

5_ Snith ] iR IEEED widmundi Fracia

5_ = John Caty cHEhelE foltyadopals Tuackar

5_ Ta Cuin cnalEs shoripece®  Taschar

Jataraon Emraiary School 5_ Halgansd Inzien jaigand meecwcafi  Taschar, sdars Parsniary Sciec

Tanc! Madmze Micda Sohonl
Taachar, Wearza High Schee
aacka

Edit icon

5. Click Add New Role, and from the School list, select a school that this
teacher is to be associated with, then repeat for other schools. When you
are finished, click Update.

B e s m s Esghusnges [t E-III

Divdes By :r.: ol | Lo

fmaripwil A B c] [t E P @ 'H ] i| [ M wm oirlla B %] [T 0] [¥ " 9

L abe SEhcah| LG

First Hame*: [Cata e UM RORE)  Schaol |+ LT
LaztHame®: [T B Tucw - -'*:Ermw&.—w- -
Login®: | CTamilS B Tacw ~  Viaginon Midda Schad -
Parxwait’: | ShoaPlacat B Tache » Waphingion Emraniay Schad =
T [——
Paswrge L0iRacal

Emai: [cotedies oon

Proafs Mumbsar: [

" Regaied [Tl Cancer ] xumaltf (@ petere |

School list Update Add New Role
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Save Changes and Logout.

. Once you provide the teacher with hsi/her login information, he/she can
follow the steps in Setting Up and Managing Students (Teacher) on page

19 to select students.

Kurzweil 3000 for Windows Web License Guide 15
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Setting Up and Managing Teachers (Principal/
Campus Coach)

16

As a Principal/Coach user, you can do the following:
* Add and manage Teacher information for your school.
* Create and edit Class name once a teacher exists in the database.

* Add and enroll Student users. See Setting Up and Managing Students
(Teacher) on page 19.

Before you can access VPORT your user account should have been set up
by the District Administrator.

Once you log in to VPORT, the next screen presents views and options that
are associated with your user level. As a Principal/Coach, you would see the
following tabs, with the default view of My School.

My Results My School
Licenses

DETAILED HELP:

The following are general steps. For details on using VPORT, view the
Tutorials or consult the User Guide. Both are available in the VPORT window
near the upper right-hand corner.

@ Tutorials Q m
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To set up teachers and classes:

When setting up teachers in VPORT, they must be associated with a class in
order for them to access the Universal Library.

1.

2.

5.
6.

In My School view, click Add New Staff.
-

Enter information and Save Changes.

Last Ramsa First Name el

[ Add Rows| [« Cancel | [ Save Changes

Select a grade-level by clicking on the desired blue grade icon in the last
column.

To edit the class name, click on the Note icon next to the class name;
make the desired changes and click OK.

Class Hama Teacher Grade Status
i Do G P, Jule w| 5w Active v
[(s] Cancel | [of DK

Print and distribute individual login information.
Logout of VPORT.

Rostered users may now log in to Kurzweil 3000 on any computer that has
the Kurzweil 3000 Web License Client software installed on it.
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To edit Teacher information:

In the My School view, click on the Note icon next to the teacher name;
make the desired changes and Save Changes.

18
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Setting Up and Managing Students (Teacher)
As a Teacher user, you can add and enroll Student users. Note that a student
may be rostered in multiple classes.

Before you can access VPORT your user account should have been set up
by either the District Administrator or the Principal/Coach.

Once you log in to VPORT, the next screen presents views and options that
are associated with your user level. As a Principal/Coach, you would see the
following tabs, with the default view of My Class.

My Results My Class Support
Class Settings Licenses

DETAILED HELP:

The following are general steps. For details on using VPORT, view the
Tutorials or consult the User Guide. Both are available in the VPORT window
near the upper right-hand corner.

@ Tutorials Q m

To set up students:
1. Select a class from the Class dropdown list.
2. Add student(s): Click the Add Student button.

3. Inthe next screen, you can do one of the following:

Kurzweil 3000 for Windows Web License Guide 19
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¢ Toadd new students: Click Add New Students in the Class Roster
dialog; enter information and Save Changes.

Last Mame First Hame (1] Birth Date
1l I )
3 )
4 =
5 &
|I"' Add Rows| [ W] Eam:elj [H Save Changes
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* Toadd an existing student: In the Available Students dialog, find the
student, click the Add arrow, and Save Changes.

Available Students

|T',.rpe Last Mame or ID |
Enter first few letters of a student’s name here

Last Name, First Name ID | Add

To find available students in your
district, begin typing the student's last

name or their ID number.

To search for a first name in addition to
a last name, type a comma (",") after
the last name, followed by the first

name.

4. Return to the Class Roster screen.

[ iy Return to Class Floster]
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5. Provide each individual student with his/her own login information from
the Roster: Click the Print button, and distribute information.

EZZm o

« Sreen B QM

Class Roster [0 Add Stundemts | [ Fave Chamges |
= Shsient (Last Firs)  Stucent i) E rupdlmmisnt [kl e celliped Clate Exriegd s M1 Panmwad

S  [ng Sererg vy epstmd w| |oezzann [JE sereg0il] mcieasdd

% Foasched Herg 1Az s w (02D [ gttt perpiaca T

%  Keren Faics Pl by Topudm - (02D [ sherwmi] [y

o Losec ten 4 Tl ez | [ =

fio | = mmn E [ 1=

6. Logout of VPORT.

Students may now log in to Kurzweil 3000 on any computer that has the
Kurzweil 3000 Web License Client software installed on it.

To edit student information:

1. In My Class Roster view, select the desired class from the Class
dropdown list.

2. You can make the following changes:

e To edit student information, click the student’s name, make and Save
Changes.

My Results My Class

Edit Student

First Mame®: | Serenal |

Widdle Name: [ |
]
|

Last Name*: |Eng

Student ID°: | (1022

" Apguesd

e Todelete a student, click the Delete button for the student.
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* Tochange enroliment status, use the Enrollment dropdown list for the
student.

Enrollment

t Enrolled HEYS
Mot Participatin

Graduated
Student Application Onhy

3. Save Changes and Logout.

Setting Up a Guest Login Account

While it is possible to set up a Guest account, it can impose certain limitations
on your school and district’s ability to obtain accurate reporting particularly
when multiple users use the account.

In addition to losing the integrity of data for reporting, there is the possibility
of losing users’ individual settings and preferences. The last Guest to change
settings and preferences overwrites the previous Guest user’s settings and
preferences.

It is highly recommended that each student, even a temporary one, be
rostered on VPORT as documented in the preceding subsections. Rostering
and removing a student, as outlined, is quick and easy. However, if your
organization has considered the above and would still like to set up a Guest
account, do the following:

1. Log in to VPORT as District Administrator.
2. In My School view, click Add New Staff.

3. Add fictitious teacher. Save Changes.
4

Back in the My School view, specify a fictitious Class: click on the Note
icon next to the class name; make the desired changes and click OK.

Log out.
Log in to VPORT as Teacher.

Select the fictitious class from the Class dropdown list.
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8. Add fictitious Guest student. Click the Add Student button.
9. Return to the Class Roster screen.

10. Enroll Guest student: In the Class Roster, select Enrolled from the
Enrollment dropdown list, then Save Changes.

11. Change the login information to something easy to remember. Note the
login information and distribute it to teachers. Upon installation of the
Client software, you can opt to enter this information so that it
automatically fills in the Login screen when a user selects Guest Login.

12. Log out of VPORT.
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Installing Web License Client Software

You may need Administrator privilege.

Place the Kurzweil 3000 DVD in the computer’s DVD drive.
Double-click the Setup file.

In the Master Installation dialog, select Web Licensing Software.
Select Install Web Licensing Software.

Follow the prompts to finish installing the software.

o g N =

During installation, the Guest Login Account dialog appears. Use this
dialog if a Guest account has been set up in VPORT and you want the
login information to automatically fill in for the Guest Login screen.
Otherwise, Skip to continue with the installation.

7. The system checks for any software updates. If an update is found, you
can opt to do one of the following:

Choose No to not install the update and have Kurzweil 3000 launch.
Choose Don't Ask Me Again to not have the system check.

Choose Yes to install the update now. Once the install is complete,
Kurzweil 3000 launches.

If you do not have administrator privileges, you will be prompted to
Continue or Cancel. If choosing Continue does not install the update, you
will need system administrator assistance

8. Restart if prompted to do so.
You are ready to log in to and use Kurzweil 3000 Web License Edition.
Notes:

* Ifyou have a 64-bit system, it requires separate installations for the
Virtual Printer and Taskbar. Both installers are in the x64 folder on the
product DVD or from ftp://ftp.kurzweiledu.com/pub/x64/.

* Ifyou bypass the Guest Login set up here, you can find
WebLicGuestAccount.exe in the Utilities folder on the product DVD.
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Installing the Web License Client Using the MSI Install (IT Professionals)

Installing the Web License Client Using the MSI
Install (IT Professionals)

26

This option installs the Web License Client computers across your LAN from
a central location. It is provided for network administrators who are
knowledgeable about MSI packages and have the necessary tools to operate
directly on an MSI package.

Microsoft .Net Framework 3.5 must already be installed before using MSI.

You will need to specify the following arguments as properties to the Kurzweil
3000 msi package. You must also use the Reduced Ul option.

AUTO= 1 (should be a numeric value)
EDITION= "net"

AUTOUPDATE=0 sets the automatic software update to no updates; using 1
sets automatic software update to yes

PRODUCT= use one of the following:

"scan" for Kurzweil 3000 Professional Color

"bw" for Kurzweil 3000 Professional Black and White
"read" for Kurzweil 3000 LearnStation

SERVER-= the IP address of a computer running a Kurzweil 3000 Network
Engine, for example 127.0.0.1.

An example to launch Version 12 through command line is as follows:

msiexec.exe /i "Kurzweil 3000 v.12.msi" AUTO=1 EDITION="net"
AUTOUPDATE=0 /qgr PRODUCT="read" SERVER="127.0.0.1" /qr

where /i is the install switch and /qgr is the Reduced Ul switch.

If the Reduced Ul option is not available, you will need an additional MSI,
found at ftp://ftp.kurzweiledu.com/pub/K3000UlAction/.

Use the second MSI after you finish the first main install.
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Managing Kurzweil 3000 Licenses

New Customers - Once Cambium Learning sets up the new customer site
account with the licenses purchased, the system automatically uses the
following default license permissions:

* All Staff (every user type except Student) have access to all license types
that the district has purchased, including the Professional Editions with
advanced and scanning features. That is, when viewing the Licenses
screen, all products, Color Pro, Black and White Pro and LearnStation
are Enabled for all Staff, as shown below.

* All Students have access only to Kurzweil 3000 LearnStation Editions.
That is, when viewing the Licenses screen, Color Pro, and Black and
White Pro are Disabled, and LearnStation is Enabled as shown below.

- am
Licensas for Adarmds EMrmantary School » Kurnwell 2000, 2010-2011 [ Saww Changm |
LicemsTves, e L. {ERd el | e
Color Prz Zmind TR A, E 12
Basoi & Wrde Pro LA (EERETI0 L 5 i
Loarn Sistmn Smindt ERTLE L E H
Sysgrenis b Repotig g NEIRI0 [ e O LT i¥

Hamii Colod P¥o Edack & Vilile Pra Laam Slaton
Taw® Daludiin | 4 trebkd - [ 4 bl [ §  trebied £
B, Ed (Priripesl) £ Emprieq e Erusbiesd = Ernie
Fumn, Bl [Fiecea L Ematind L s Erusbiad s et Erntind %
g, D (Tosore | = Engbied = Ereied = nbE
Srth, Alan (Tamchar] e tratim: L -t Eresbiaed - raties *
Joress, Jawes. (Tasoher] == Enpbied = Eruaies Ee e
Haigenud, Janice (Taschar) - tratie: * . Erusbiad -r ratims *
Tae, Cate (Tashes) = Engbied * = Eresbied “ = Engbisd
Sk John, Cavy [Taschar 2 Eratind * = Erushiad . et Erntinz *

3§ Permission inherined from Disin s Prrmisaion inferited Som ST Detaibs

Hami Colod P B & Vihite Pro Laarn Slanon
Saurern Delnits §  Diasbled L3 4§  Cimsbied
§ Parmission inharfied from Diadrici

[ Save hanges |

Kurzweil 3000 for Windows Web License Guide

N

7



Managing Kurzweil 3000 Licenses
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Existing Customers - When using VPort License Management for the first
time, existing customers will see the number of product licenses they have
already set up; all product licenses are available to and are set to Enabled
for all Staff and Students. You may want to change the permissions.

Changing License Settings

District Administrator, Principal, and Teacher user types have varying levels
of permissions to change and override the defaults, however, typically, the
task of setting up licenses begins with the District Administrator, who
specifies the overall settings for all schools, staff and students in the district.

Whatever the settings are for district-wide licenses, automatically apply or
are “inherited” throughout the schools, and for staff and students in the
district, so you could set up license types and access once for everyone.

Settings may be changed manually below the District Administrator level, for
example:

* Principals/Campus Coaches can override and change district settings for
his/her school, classes, teachers and students.

* Teachers can manually override and change district/school settings for
his/her classes and students.

Whenever a new staff or student is created, the user profile automatically
includes the default license setting that was set at the District level.
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Viewing License Information

License information — for products and functionality such as Assignment
and Reporting, as well as who has permissions for which product — is
presented in the Licenses screen.

The contents of the Licenses screen depends on the user type. Below is a
typical Licenses screen that a Principal might see.

- [E o

- am
Licenses for Adams Elementary Sthool » Kurzweil 3000, 2010-2011 [ S Gt |

Licamse Type | Drmer | Esart Daee End Daie Quanaty ez

Color Fre dmirict [y kiralh] ks E 12

Bnaic & Wi Pros skt L el ] L) & 12

Lunre Sistien dmirict EIIHD LY L] 12

Angigrents b Repoting skt L el ] L] L 12
Rl ———

Hami Codod Pao Edsck B Wihili Pra Ladrn S1asn

T Dalaudia | - Eruiziad & [ * Enatded = [ - Eraiziad L2

B, Ed (Principesl) m= Enabied # = Erasbied B = Eabied &

Fuen, Bl [Prizcical & Emabld L3 & Erubled 4 & Exabied L3

Helnng, Dawe (Tesoner) = Emabied # & Erasbid B = Eabied &

Srath, Alsm (Tamchar] = Enablsd & = Erbled i =  Enabisd &

Joresy, dares (Tesohesi = Erabied # = Erashisd 2 e Eraied #

Heigenud, Jasics (Teschar] s 112 H = L] Ermsbiaxi i - 411 H L

Tae, Cate (Tesores) = Emabied i = Erasbied B = Erabied i

St John, Cathry [Taackar = Enabld £ = Erasbled - =  Ensbisd £

& Parmigion inhevnad Trom A e Permriaaion Whenited Som SN Detsing

Sppacdent Liconee Permissions
Hamii: Codid Py Bk & Whili Pro Laah SIatin
sauriern Dafauits 4  Dasbled & 4 Db i 4 trmbied 4

4 Parmizsion inheried Irom Diasrict

[EESTEE T

* The District Administrator/Coordinator could see license Information for
the district, plus license permissions for all Staff and all Students in any/
all schools and classes in the district.

* The Principal/Campus Coach could see license information for his/her
school, plus license permissions for all Staff and all Students in any/all
classes in the school.
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* The Teacher could see license permissions for all Students in any/all
classes he/she is associated with.

Note the following about the Licenses screen:

* You might see one or all three of the following graphics:

+
The blue arrow indicates that the license permissions are inherited

from the level above. For example, a student’s license permissions could
be inherited from the School or from the District level, or a class’
permissions are inherited from the District.

= The figure eight indicates that the permissions for the individual are
inherited from the default permissions.

Clicking on the Edit icon opens the Set Permissions dialog, which
lets you Enable or Disable permission to use a product.

* Thereis ablue row in the Staff and Student tables. Changes that you
make in that row applies to all the individuals in the district, school or
class.

* Atthe very top, above the Licenses screen, is the VPORT banner. From
this area, you can, depending on your user type, view license information
for specific school or class by selecting it from the School or Class list.

M Kurzweil

> Adams Elementary School
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To view license information (District Administrator/Coordinator):

From your VPORT start screen, open My District tab and click Licenses.

My Results My District S

School Staff Data Exchange Licenses

The Licenses screen appears, showing district license information.

Wy R By District m

sehi Schoal Sa b tichnpe = D
Licenses for Kurzwell District » Kurzweil 3000, 2010-2011 [ Seme Changes |

Licaisa Typs | Lo Stam Dt | End Date | Guanan | versien

|

s P bt (EELEA0 Y B 12

Bimck & Yhita Pro diinict [T [T H 12

Lear Sate it CREREND L) 5 12

Aangmanis b Reporieg dmirict VRO DENT I & ity 12

Heme | Color Pro | Blpck & Vihiie Pro | L Sinamn

st Dalaidte Enanisil 4 Enabisl & Eranbsd 3

Heme: | ok Pre | Etmck B Wihie Pro | Lewn Sinson

Sauderd Detauits (R 2 Disatied # Eranbsd :

You can show License information for a specific school or specific Class by
selecting it from the School or Class list at the top of the screen in the
VPORT banner.
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To view license information (Principal/Campus Coach):

32

From your VPORT start screen, open My School tab and click Licenses.

My Results My School
s

The Licenses screen appears, showing the license settings for All school
Staff.

m Ky School Suppaort

e D & m

Llua[ﬁsﬂ for Adams Elementary School » Kurzwed 3000, 2010-2011 [ Save chanpes |
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You can show License information for a specific Class by selecting it from the
Class list at the top of the screen in the VPORT banner.
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To view license information (Teacher):

From your VPORT start screen, open My Class tab and click Licenses.

My Results

Class Settings

Licenses

The Licenses screen appears, showing license information for your class.

Boamar Clvag Battings

Gemimraptecs

Licenses for Science 10 Kurzwed 3000, 2010-2011

LEzanse Infomaston

& m
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If you have other classes, you can show License information for a specific
Class by selecting it from the Class list at the top of the screen, in the VPORT

banner.
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Changing License Permissions

Any of the Kurzweil 3000 authorized user types can change license settings
for users under their permission level.

Below is the District Licenses screen.

Wy Re=mults Ry District m

s:h{} School S Dtn Exchangs = O
Licenses for Kurzwed District » Kurzweil 3000, 2010-2011 | Sawe Changes |

Licesss Infemation

Lica i Ty LRl S0 D Enad Dl [T Vs

Cokr B it (ENEZRIN na : 12

Biwck & VWhits Pro dmirict EVEICHO
Lear Sl piit CEVEZED n 5 12
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Hume Coloe Pro Eleck & Wihiie Fro Lasn Sisaon

Saat Defaulis Enabied = Enabied & Erabied

Hame: Coloe Pro Eleck B Wihiie Pro Lamn Sinton
Saudant Defauiiz iganied i Disabied B Enanied

| Sawe Changes |

Note that you can change settings for an individual user or for All Staff in a
district or school, or for All students in a Class, by using the blue row.

To change license permissions:

34

District Administrator: From your VPORT start screen, open My District
tab and click Licenses.

Principal/Campus Coach: From your VPORT start screen, open My
School tab and click Licenses.

Teacher: From your VPORT start screen, open My Class tab and click
Licenses.

1. Select the School/Class you want from the School or Class list from the
VPORT banner.
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2. Do one of the following:
To change settings for All Staff or All Students: Use the blue row.

To change settings for an individual: Find the desired Staff or Student row.

e

Hami Codosr Pyo Black & Vilile Pra L 5 Lamon
Studand Delaudia 3 Diaasblad 4  Dimsbled ¥ Ermbiad
Detesibiesd 2 == [aEbed o Enpnieg
Gormn, W - Dbt z - Cumats: - Erabin2
At Dieaetiietad - Caaved e Engnieq
ue, Dab - Diemssbled 2 - Castiad - !'l?:
Use the named row and the Edit Use the blue row to change
icon to change permissions for permissions for All Staff or
the individual Students.

3. While still in the desired row, find the desired product column, then click
the Edit icon for that cell.

4. In the Set Permission dialog that opens, select Enabled or Disabled,
then click OK.

Inherit settings from Staff Defaults

Disabled

@ Enabled
o ok
5. When you are finished, click Save Changes.

Changing License Information

Only District Administrator/Coordinator and Principal/Campus Coach users
can change license information. Note that licenses cannot be added if they
are not available or have not been purchased.
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In the Licenses screen, select and edit the desired field under License

Information.
Wiy Rt By Diisirict m
m-bh Sch ool Sae Diarta Eachange m =

Licenses for Kurzwei Distres

Lirs=e tndcemation
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2 Web Universal
Library Services

This chapter contains four main sections.

* The Web Universal Library Overview on page 38 has the following
subsections:
Integration with Voyager VPORT Database System on page 38.
Web Universal Library Structure on page 39.
Read-Write Access on page 41.

* The Web Universal Library or the LAN Universal Library on page
45.

* Using the Web Universal Library on page 47 has the following
subsections:

Opening a Document from the Web Universal Library on page 47.

Saving an Open Document to the Web Universal Library on page
48.

Organizing and Managing Folders and Files in the Web Universal
Library on page 49.

* Uploading to the Web Universal Library on page 52.
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The Web Universal Library Overview

Kurzweil 3000 Web License includes the Web Universal Library. If your
school uses the Kurzweil 3000 Local Area Network (LAN) Universal Library,
you are already aware of the benefits of central file storage and sharing.

The Kurzweil 3000 Web Universal Library, however, is an expanded version
of the LAN Universal Library. Because the Web Universal Library is Internet-
based, it allows students and teachers, or any authorized user, using any
computer running Web License Client software from anywhere on the World
Wide Web, to access and share files.

For districts and schools, the Web Universal Library is an efficient file
sharing, tracking and storage system, ideal for placing standardized
curriculum material and print resources in electronic form for all or specific
groups to access.

For teachers, because the Web Universal Library supports Kurzweil 3000-
supported file formats, it offers a way to provide students with access to a
wide range of curriculum and classroom resources from publishers’ e-
content to scanned worksheets.

The Web License Universal Library also includes the Classic Literature
collection of nearly 2000 books, historical documents selected from the
public domain, is now accessible from the Kurzweil 3000 Web License
Edition Universal Library. Find literary classics by authors such as Jane
Austen, Fyodor Dostoyevsky, William Shakespeare and Oscar Wilde.
Children’s classics by L. Frank Baum, Brothers Grimm, Rudyard Kipling and
Mark Twain. Classic texts from Aristotle and Plato. Scientific works such as
Albert Einstein’s “Relativity: The Special and General Theory.” Reference
material including world factbooks and famous speeches. Religious text in
the entirety.

Integration with Voyager VPORT Database System

Because the Web Universal Library is integrated with powerful Web-based
VPORT database management system, it also serves as one of the
backbones of the Web Assignment and Reporting service, providing a
central location from which the following activities can take place:
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* Teachers can create and Publish assignments, and assign work and
documents to groups of or to individual students.

¢ Students can obtain assignments and related documents, and submit
completed work documents to their teachers.

* Teachers can obtain reports on students' work in those documents,
including test scores.

An additional feature includes access to file and folder data such as date last
modified.

Web Universal Library Structure

The Web Universal Library is a structured file system with the following
folders:

DISTRICT

School...

Teacher
user

Share

( Published )

(optional)

(optional)

* The District folder contains the Published folder, the Library folder and a
folder for each school. Each district has its own District folder and one
district does not have access to other districts’ folders.

* The Published folder contains private documents that have a specific
recipient/student who can download those documents as part of
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assignments. Once published, no one can edit files in the Published
folder. The documents in the Published folder are accessible District-
wide. For more information on publishing documents and assignments,
see Chapter 3, Kurzweil 3000 Web Assignment and Reporting Service
on page 55.

* The Library is where files that a district wants to share across its schools
and users are stored. This can include all curriculum files. Library files are
accessible district-wide. No user can copy, rename or delete the Library.

* Optionally, the District Administrator may create a Share subfolder in the
Library for all users, including students, to post files. Students have
Read-Write privilege for collaboration, peer review, self-publishing and
sharing with others in the district.

* The school folder contains the Public and user folders for the school. If
there are multiple schools, there would be multiple corresponding school
folders.

e The Public folder holds files and documents that are accessible school-
wide, however, student-level users do not have Write privilege.

* Optionally, School staff, Principals, and Teachers may create a Share
subfolder in the Public folder that is accessible to anyone in the school.
The Share folder can be a space where students have Read-Write
privilege for collaboration, peer review, self-publishing and sharing with
others within their school.

* Users folders are private, containing documents that can be seen only by
the owner of the folder. A student, for instance, cannot see another
student’s private work. User folders are created as users log in for the first
time. Teachers, however have access to students’ folders.

It's always a good idea to keep the Web Universal Library organized to make
it easy to find files.

You can place documents of virtually any file format that Kurzweil 3000
supports (except DAISY) into the Web Universal Library.
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Read-Write Access

File access in the Web Universal Library depends on the user privilege level
that was specified in the VPORT database when your user account was set

up.
Read-Write Access For Students

Own User | Other Public Library Published
folders and | Users’ (school- (district- (district-wide)
files folders and | wide) wide)
files
Read, No access. | Read and Read and No access to
Write, Copy. Copy. documents
Create, Read. Read. unless they
Rename, Write, Write, were
Save, Create, Create, assigned to
Delete. Rename, Rename, use the
Save, Save, documents.
Delete in Delete in Read
school’s Library assignment
Public optional documents.
optional Share
Share subfolder. No access at
all when
subfolder. using Open
from Library.
No Write
access when
using Saveto
Library.

Students have:

* Read-Write permissions for documents in their own user folders and in
the Library/Share and school Public/Share folders. In those folders,
students may also create, save, copy, cut, rename files and subfolders.
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* Read-Write permissions only for documents from the Published folder

that are part of assignments assigned directly to them.

* Read and Copy permission for documents in the school Public and

Library folders.

Library Read Only,
Copy

Published

Only to
Assigned
documents

School’s Public
Read Only, Copy

Personal
Read-
Write
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Read-Write Access For Teachers.

Own User | Other Public Library Published

folders and | Users’ (school- (district- (district-wide)

files folders and | wide) wide)

files

Read, Read and Read, Read, Read access

Write, Copy Write, Write, to district-

Create, students’ Create, Create, wide

Rename, and other Rename, Rename, Published

Save, teachers’ Save, Save, documents

Delete. files. Delete. Delete. via Open
from Library
command.
No Write
access when
Saving to
Library, but
can Publish
assignment
documentsto

the Published
folder.

Teachers have:

* Read-Write and file management permissions for files and subfolders in
their own user folders, the Library and School Public folders, and for files
and assignments that they published in the Published folder.

* Read rights for district-wide Published documents.

*  Publish rights for assignment documents.

* Read and Copy permissions for students’ and other teachers’
documents.
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District’s Library
Read-Write

/~ Published N\

Read-Write for
Assignments
they create;
and Read-Only
for files under
School/

Campus

School’s Public
Read-Write

Teacher
users

Students &
Teachers
Read, Copy

Personal
Read-
Write

Principals/Campus Coaches have the same Read-Write privileges as
Teachers, with access to the school that he/she was set up forin VPORT, and
no other schools. The only difference is for the Published folder; the Principal
has read access only, but cannot modify/publish anything.

Note: Documents must be Published in order for them to be used in
Assignments (see Chapter 3, Kurzweil 3000 Web Assignment and Reporting
Service). Once Published, such documents CANNOT be deleted because
removal could significantly impact results when attempting to use these files
for Assignments. Due to this limitation, caution should be used when
Publishing documents to ensure that they are in their final intended state.
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The Web Universal Library or the LAN
Universal Library

If your organization has the LAN Universal Library setup, you may wonder
about the differences between the LAN and the Web Universal Libraries. The

following table may be helpful in comparing the two.

LAN Web
Availability Limited to users within the local area To any anyone with Internet
network. access who is licensed for your
site.
Setup IT or school administrator. Automatically available.
Access All users can access documents. Permission based. See Read-
Write Access on page 41.
Backup Manually Automatically
Speed Fast. Dependent on your Internet ser-

vice.

Assignments

Limited to sharing documents. All
users can see and access the docu-
ments.

Teacher with permission can make
assignments to specified class or
students. Students can download
assignments along with any
related documents for reading or
taking tests.

Reports

No

Yes, from feature and system
usage reports to test scores for
individual students and class-,
school- or district-wide.

The Web Universal Library offers powerful functionality and is an integral part
of the Assignment and Reporting system. In addition, it is included with
Kurzweil 3000 Web License Edition and installed automatically.

Opting for LAN Universal Library

If you want to continue using the LAN Universal Library, you must use the
Web License Administrator to specify this option.

Kurzweil 3000 for Windows Web License Guide
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The Web Universal Library or the LAN Universal Library

Important Notes:

By opting for the LAN Universal Library, you will not have the use of the
Assignment and Reporting services; the Web Universal Library is a
requirement for the Assignment and Reporting system.

Once you choose LAN Universal Library, you cannot revert back to the
Web Universal Library option without contacting Cambium Learning
Support.

When setting Share options for the LAN Universal Library, it is highly
recommended that you work within the district guidelines, or use IT
Network Drive sharing best practices to avoid potential security breach.
Sharing/assigning rights for the LAN Universal Library outside of the
main user group, may produce unintended and undesirable results, such
as the loss or corruption of files in the library.

To opt for LAN Universal Library
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1.

© © N o g e

Use the product DVD. From My Computer, open the DVD contents.
Find the WebLicAdmin folder.

Find and run the WebLicAdmin.exe file.

Log in as Principal or Campus Coach.

Click LAN Universal Library Option.

Select the school if there are more than one.

Select LAN.

Enter the path for the LAN Universal Library.

Click OK.
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Using the Web Universal Library

This section provides information about saving to and opening documents in
the Web Universal Library. For more information about publishing
documents, see Chapter 3, Kurzweil 3000 Web Assignment and Reporting
Service on page 55.

Note: If your user account is associated with a district, you will have Web
Universal Library access, unless the district has opted for the LAN Universal
Library.

Opening a Document from the Web Universal Library

To open a document from the Library:

1.
2.

From the File menu, choose Open from Library.

In the Open from the Universal Library dialog, in the left-hand pane,
click the folder from which you want to open a file. You may have to open
subfolders.

In the right-hand pane, select the file you want.
Click Open.

The file opens in Kurzweil 3000.

To open a document from the Classic Literature collection:

1.
2,

3.
4,

From the File menu, choose Open from Library.

In the Open from the Universal Library dialog, in the left-hand pane, click
the folder called Shared Collection, then Classic Literature. The
subfolders are organized alphabetically by authors and topics. Navigate
to the subfolder you want.

In the right-hand pane, select the file you want.
Click Open.

Note: you can also search for a Classic Literature file by using Online Search.
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Saving an Open Document to the Web Universal Library
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You can save any file that is in a Kurzweil 3000-supported file format (except
DAISY).

When saving a file, you are essentially uploading it to the Web server, and
the time and speed by which a file is uploaded depend on the Internet line
and service that your site is using. Generally, we recommend 50 pages or
fewer per file, so if you have a rather large text book, it's a good idea to
separate the chapters and save a chapter at a time.

5.
1.
2.

4.

To save an open document to the Library:
Open the document you want to save to the Library.

From the File menu, choose Save to Universal Library to open the
Save to the Universal Library dialog.

In the dialog, do the following:

Specify where you want to place the file, by clicking the desired folder in
the left-hand pane.

(Optional) If you want to create a new folder in which to save this
document, click the New Folder button in the upper right-hand corner.

(Optional) Change the file name. Note that semicolons are not permitted
in file/folder names.

(Optional) Specify another file format.
Click Save.

Notes:

If you save a file to the Web Universal Library and do not specify
extension, Kurzweil 3000 takes the current format.

If you opened a file from the Web Universal Library, and if you have write
access to the folder that the file came from, when you modify that file, and
save it, it will automatically save back to the Library.

You cannot “save” afile to the Published folder; it must be “published.”
See Chapter 3, Kurzweil 3000 Web Assignment and Reporting Service
on page 55.
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* Ifyour cursor (current focus) is on an open Column Note and you save to
Web Universal Library, you will be able to save the Column Notes as a
.k3cfile into the Library.

Organizing and Managing Folders and Files in the Web Uni-
versal Library

While any user can organize and manage files and subfolders in his/her own
user folder, if you are a District Administrator or Principal, it's a good idea to
plan and implement how you want the Library to be organized, in particular,
for the Published folder.

Consider creating folders in the following suggested hierarchical schemes.
The scheme you choose would depend on how widely the Library will be
used, or what you think will be the easiest structure for your users to follow.

* Setup folders by district, schools in each district, classes in each school.
* Setup folders by teachers.
* Setup folders by classes.
To create a new folder:
Note that you can only create a new folder that exists under your user folder.

1. From the File menu, choose either Open from Library or Save to
Library.

2. In the dialog, in the left-hand pane, click the folder in which you want to
place the new folder.

3. Do one of the following:

In the left-hand pane, open the Right Mouse button menu and choose
New Folder.

Cut
Copy
Dozl

Rename
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In the right-hand pane, open the Right Mouse button menu and choose
New Folder.

Or in the dialog, in the upper right-hand corner, click the New Folder
button.

4. Type the name of the folder in the Folder Name box that appears. Note
that semicolons are not permitted in file/folder names.
Folder Name: | Add
5. Click Add.

To cut, copy, delete, rename a folder or file:
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Note that you can only cut, copy, delete, rename a folder or file under your
user folder. Also, semicolons are not permitted in file/folder names.

1.

From the File menu, choose either Open from Library or Save to
Library.

In the dialog, do one of the following:

For a folder: Select the folder in the left-hand pane.

For afile: First, in the left-hand pane, select the folder in which the file(s)
are located. Next, select the file(s) from the right-hand pane.

Right-click to open the Right Mouse Button menu and choose the
command you want. The menu below is the File Right Mouse Button
menu. The Folder menu is similar, but does not have Properties.

Cut

Copy
Dol te
Renasne
Properbes
hew Folder




Chapter 2. Web Universal Library Services

To view file properties:
1. From the File menu, choose Open from Universal Library.

2. Inthe dialog, select the file you want in right-hand pane, then right-click
to open the Right Mouse Button menu. Select Properties to open the
File Properties dialog.

File Properties E"El El

File Proparties for Time Travel Quiz kes
Location
Size [56.042
Creation: [Fiday, June 25, 2010 1:32 FM
I Raad-saly
A
3. Click OK.
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Uploading to the Web Universal Library

Upload to Universal Library is a time-saving utility when you have multiple
books and files you want to upload to the Web Universal Library for access
by everyone in your school or district. The utility can upload files and entire
folders along with their subfolders to your school or district’s general
Universal Library folder.

To upload to the Web Universal Library:
Before you begin:
* Ensure that the Web Universal Library has been set up.
* Ensure that your network is set to Shared.
* You know the location of the folder or files you want to upload.

* You have proper credentials: District Administrator (for district or
school-level uploads), or Principal /Campus Coach (for school-level
uploads).

Use the product DVD. From My Computer, open the DVD contents.
Find the WebLicAdmin folder.
Find and run the WebLicAdmin file.

Log in as District Administrator (for district or school-level uploads), or
Principal /Campus Coach (for school-level uploads)..

5. Click Upload to Web Universal Library.

b=
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6. Inthe Upload dialog, select District or school.

|.g Upload to Web Universal Library

Campuss [or Districk leved |

v

Source Fakder or File

| Browse for & Folder | | Biowse Ior & File |

Cancel
Statug

Fist salect & eampus lof socass 1o & pamicular public fakder, o the distict b access i Rbialy fle. Then, sahect one of moe files, of &
fokder that containg files and/or folders bt you wish to upload to that public wea.

7. Browse for Folder or File to find and select the source you want to
upload.

8. Click Upload.
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3 Kurzweil 3000 Web
Assignment and
Reporting Service

This chapter includes the following topics:

* Assignment and Reporting Overview on page 56.

* Logging In on page 58.

* The Kurzweil 3000 Web Assignment Service on page 60.
* Teacher Assignment Tasks on page 74.

s Student Assignment Tasks on page 102.

* The Kurzweil 3000 Web Reporting Service on page 112.
* Class Reporting on page 113.

* (Class Management on page 114.
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Assignment and Reporting Overview

The Kurzweil 3000 Assignment and Reporting service leverages Kurzweil
3000 Web License Edition to provide schools with powerful, robust and
secure tracking and management of assignments and product usage.

In addition, student progress is gauged and tracked through scorable
documents and presented in a variety of views, from District and School to
Class and Individual student.

A central component of the Assignment and Reporting service is Cambium
Learning Voyager Passport (VPORT), an online data management system.

To use the Assignment and Reporting system, teachers and students must
first be set up in VPORT. See Logging in to VPORT on page 8, and Setting
Up and Managing Teachers (Principal/Campus Coach) on page 16. Note that
users with Principal accounts may also sign in and use Kurzweil 300,
however, Assignment and Reporting would not be available.

In addition, the Assignment service is also connected to the Web License
Universal Library, providing the ability to publish files for shared access and
reuse. For more information, see The Kurzweil 3000 Web Assignment
Service on page 60, The Kurzweil 3000 Web Reporting Service on page 112,
and Chapter 2, Web Universal Library Service.

About Tags

56

One recurring concept in Web Universal Library and Assignment Service is
“tags.” A tag is a keyword or term assigned to a piece of information that
describes and categorizes that information so that it will be quick and easy
for users to find what they need.

Tags are used somewhat like index entries so that users can search for
information based on keyword(s). For example, reading material, say a
newspaper article about the French Revolution, could have the following as
tags: France absolute monarchy Enlightenment Bastille. When a user
searches on any of those terms, the article would appear in the list of results.
Notice that tags do not have to have delimiters, such as commas and
semicolons, between terms because Kurzweil 3000 recognizes single words.
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You encounter tags in a few places in the Web License product: when you
save a document to the Web Universal Library or Publish a document, and
when you search for a Published document or assignment.
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Logging In
Before you log in:

Login requires the following:

* Your account has been set up in VPORT, and you have your assigned
user name and password. If you are a teacher, you would get this
information from either the system administrator or principal. Students
would get this information from the teacher, system administrator or
principal.

e The Kurzweil 3000 Web License Client software has been installed on
the computer you want to use.

To log in:

1. Double-click the Kurzweil 3000 icon on the desktop to open the Login
dialog.

Welcome to Kurzweil 3000

Password:

License Type:

| Kurzweil 3000 LeanStation 12.0 -
OK Cancel |

Don't have sign-in mfemmation?

Enter User Name and Password.

From the License Type list, select the type of Kurzweil 3000 product
license you want to use:

e Kurzweil 3000 Learnstation
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* Kurzweil 3000 B/W Professional
* Kurzweil 3000 Color Professional
4. Click OK.
To log in as Guest user:

You must have the Guest User Name and Password to use this option.
Obtain this information from the District Administrator.

1. In the Login dialog, click the text, “Don’t have sign-in information?”
2. From the Options list, select Sign in as Guest.

3. Enter the Guest User Name and Password, then click OK. If the
information is already filled in, click OK.

Guest users have student-level access.
If you do not have login information:
1. In the Login dialog, click the text, “Don’t have sign-in information?”
2. Use the Options list to select one of the following, then click OK.
* Retrieve class list.

Upon clicking OK, a message appears directing students to ask the
teachertolog in to see a student list. When the teacher logs in, a dialog
appears.

Select the desired Class, then select the student from the Student list,
then click OK.

* Get registered.

Upon clicking OK, a message appears directing students to request
their teacher to register them in VPORT. The teacher will then give the
student a User ID and Password to use to log in.

* Sign in as guest. See To log in as Guest user: on page 59.
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The Kurzweil 3000 Web Assignment Service
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The Assignment service is designed to let teachers:

Create a wide range of assignments, from simple instructions for reading
a bundled document or answering questions on a worksheet to
secondary- and university-level assignments requiring reading multiple
documents, taking scorable tests and writing essays and research
papers.

Electronically distribute assignments to multiple levels of users and
groups, from students in all classes, students in a specific class to a
single student.

Quickly change instructions, add or omit documents to customize
assignments based on the needs or learning level of the recipients.

Easily gather and bundle assignment-related files — worksheets, e-
content for reading, and other electronic source — with instructions.
Everything the student needs to complete an assignment is together in
one place.

Monitor student progress in completing assignments, from student
assignment start date to assignment submission.

Manage assignments throughout their lifecycle, from initial assignment to
archival.

Collaborate with students and respond to students’ questions.
Reuse and share assignments and resources.

Obtain assignment information, such as author, to whom it was assigned,
list of documents, even after the assignment goes into archive.

Students are able to:

Have everything they need for an assignment at their fingertips.

Log their questions while the assignment is still fresh. If the teacher is
online and viewing assignment status, students may be able to receive
real-time responses.
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Hear and review instructions whenever and however many times they
want or need, without having to tap teachers’ time.

Access assignment information such as due dates and document lists.

Submit completed work.

In addition to Kurzweil 3000 Web License, the Assignment service backbone
comprises the Web Universal Library and VPORT. The Web Universal
Library provides the storage and permission-based access to assignments
and their related documents and files, while VPORT data management
tracks assignments as they go from creation by teachers to completion by
students. Specifically, VPORT tracks:

System usage through Client user logins.
Teacher assignment creation.

Teacher assignments to students.
Student completion of assignments.
Student activities completed.

Student scores.
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About Assignments

The term “assignment,” in the context of the Kurzweil 3000 Web Assignment
service, generally means the entire bundled assignment, which includes the
description or instructions along with any associated documents such as
reading material, worksheets and tests.

Types of Assignments

Typical assignments may be one or more of the following types:

Reading assignment, where students are asked to read an assigned
document and indicate when they have done so.

Test assignment, where students are asked to provide answers to
qguestions embedded in an assigned document, then submit the answer
document. In Kurzweil 3000, you could create a test document thatis a
simple Fill-in-the-Blanks worksheet, or that has Bubble Note Multiple
Choice questions. Only Bubble Note Multiple Choice and True or False
questions are scorable by VPORT for subsequent reporting.

Essay assignment, where students respond to an assignment by
creating a new document. That response document could be anything
from study notes to an outline to a completed essay. These documents
may be submitted at any specified point.

Parts of an Assignment

You can bundle an assignment in a variety of different ways, for example:

A simple assignment may consist of quick instructions in the assignment
description with no documents that the student needs to read or for which
students have to answer questions.

A complex assignment, such as a research project, might entail reading
multiple documents, and submitting notes as well as a finished paper.

Typically, assignments have two main parts:
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The Assignment, consisting of a description, and a due date.

(Optional) Assignment Document(s) that can be a Reading Document
which students must read, or a Response Document for which students
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must input a response or answers. Reading Documents may be in a
variety of file formats (except DAISY).

Types of Documents Associated with Assignments

In the Assignment system and throughout product documentation, you will
encounter a few terms relating to documents. The following is a quick list and
explanation of those terms.

Note that before a document can be added to an assignment, that document
must be published.

Reading documents - documents that are for students to read.

Answer documents - documents that contain questions for which
students must submit a response. These documents could have any
combination of Fill-in-the Blanks Text Notes and text, Multiple Choice and
True/False Bubble Notes. The last two types are scorable by the Kurzweil
3000 Web License Reporting Service.

New documents - new blank documents that are for any type of written
response by students, from study notes to outlines and essays to
research papers.

The Assignment Lifecycle

A typical assignment goes through the following states:

Not Assigned - teacher is working on putting the assignment/documents
together.

Assigned - student/teacher can find the assignment on his/her list.
Not Started - student has not looked at the assignment.
Started - student is working.

In Progress - student has saved some work in the assignment, but has
not submitted it

Submitted - student has completed the assignment and has submitted to
teacher; assignment's status changes in teacher's list.

Acceptance - teacher accepts the submitted assignment; assignment is
moved to the completed Assignments list. If not accepted, teacher can
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give student further instructions and the assignment goes back to In
Progress state.

* Archived Assignments - for a specified length of time, in a specified

location in the Web Universal Library, where they may be shared and
reused.
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Assignments and the Web Universal Library

The Web Universal Library file repository is the hub of the Assignment
system, storing documents and assignments for teachers, students, as well

as entire schools and districts to access.

[ Teachers \

* Prepare/
create N
reading/test

N

documents.

* Publish
documents to
Web Universal
Library.

N

Web
Universal
Library

/4 W

[ Teachers \

* Create
Assignment. el 7
* From Web | VPORT ‘|
Universal If Answer I
Library, add document is
reading scorable, its 1
documents N I datagoesto 1
and/or Test ~ |\VPORT. 1
documents. 1 & I
| *Assignment |
information is 1
sent to VPORT
for students to 1
I access. 1
oo o om

Students

* Open
Assignment.

* Download
assignment
documents.

Students

* Complete
assignments.

2 * Submit
Response
documents.

* After preparing documents for assignment, teachers Publish those
documents to the Published folder in the Web Universal Library.
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* Asteachers create assignments, they can add documents from the
Library to the assignments.

* When they have finished creating an assignment, it is sent to VPORT,
making it accessible for students to open, and for other teachers to share
and reuse.

* When students open assignments and their associated documents,
those assignments and documents are opening from the Library.

* As students save work in progress files or submit response documents,
those files and documents can go to the Library and/or to the VPORT
data management system depending on the type of information thatis in
them. For instance, highlights and notes are saved to the Library while
scorable answers in Bubble Notes are saved to VPORT for reporting
purposes.

About Publishing Documents
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The Web Universal Library contains a Published folder, which stores teacher-
published documents for your students to access for assignments.

Any document added to an assignment must be published to the Web
Universal Library first. Files of any file format (including .KWL Kurzweil 3000
word lists, but with the exception of DAISY) may be published. For a test to
be scorable, it must contain Bubble Notes Multiple Choice or Bubble Notes
True or False questions and must be saved in .KES format.

When Kurzweil 3000 publishes a document, it also encrypts it, so only
authorized users may access it. Once published, documents cannot be
modified.

Kurzweil 3000 collects and maintains document information, such as author/
originator, creation date, and size for ease of retrieval.

Student users can access and see only the assignment and its associated
documents that are assigned to them.

See Preparing and Publishing Assignment Documents on page 74 for more
information.



Chapter 3. Kurzweil 3000 Web Assignment and Reporting Service

About Scorable Documents

Kurzweil 3000 Web License Reporting service, in conjunction with VPORT,
provides automatic grading for certain types of test documents.

A test document is scorable if it has Multiple Choice and/or True or False
questions in Bubble Notes. It may also contain Text Notes, such as Fill-in-the-
Blanks, as well as text Bubble Notes, however, only the Multiple Choice and
True/False answers are collected for scoring.

It's possible to view answers to questions that are not scorable, so that as a
teacher, you could read and manually grade those answers.

Grading reports may be based on students from a group, such as a class, to
a specific individual. Reports may also be or based on questions or
assignments. See Class Reporting on page 113 for more on reports.

General Assignment Process for Teachers

Teacher tasks include the following. Details for each task are presented in
subsequent sections in this chapter.

1. Plan the document and assignment.
Prepare and Publish assignment-related documents and files.
Create and assign the Assignment.

Monitor and manage the assignment as students work.

o b

Respond to, collaborate and work with student(s) to provide comments
and feedback.

o

Accept and Close/archive the assignment.

7. You could also Reject an assignment.

Kurzweil 3000 for Windows Web License Guide 67



The Kurzweil 3000 Web Assignment Service

General Assignment Process for Students

Student tasks consist of the following. Details for each task are presented in
subsequent sections in this chapter.

1. View assignments.

2. Work on an assignment.

3. Ask for help or feedback; collaborate and work with teachers.
4

Submit the assignment work document(s).

The Assignment User Interface

For systems that have Kurzweil 3000 Web License Assignment and
Reporting, the Kurzweil 3000 menu bar includes the Assignment menu,
which appears after the File and Edit menus.

In the Main toolbar, there should also be the Assignment button

The Assignment menu and button present different displays depending on
whether the user is a Teacher or a Student.

In addition in any of the Assignment dialogs, a right mouse button click opens
the Right Mouse Button menu.

The Teacher Assignment Menu and Button
The Teacher Assignment menu contains the following items:

* My Assignment List - opens the Teacher Assignment List dialog, the
starting point for all teacher Assignment tasks.

* New Assignment - opens the New Assignment dialog.

¢ Classroom Management - opens the VPORT My Class Roster page
for adding, editing and managing student information.

* Class Reporting - opens the VPORT Dashboard for accessing various
Assignment reports.

The Teacher Assignment button also opens the Teacher Assignment List.
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The Teacher Assignment List

The main teacher dialog is the Teacher Assignment List dialog, which
opens to the default Current Assignments view.

Using the Assignment List dialog, you can do the following tasks:

* View assignments in multiple views, from group level to the individual
assignment level.

e Editassignments.
* Create New assignments.

Each assignment has associated information. In the Current Assignments
view, the information is presented at the group level, that is, all the
assignments that are active. Each information category is given in the
number of students.

* The number of students to whom the assignment is Assigned.

* The number of students awaiting teacher’s responses to their Requests.
* The number of students who have Started the assignment.

* The number of students who have work In Progress files.

* The number of students who have completed and Submitted their
assignment documents.

* The number of students whose assignment documents the teacher has
Accepted.

In the screen capture below, in the Assigned column, there are five students
with Horse’s Tale assignment, four with Exploring the Biographies of Willa
Cather, and three with Math Unit 4 - Multiplying Decimals.

For the Math Unit 4 assignment, there is one student who has a Request.
One student has Started the Willa Cather assignment. One student has
saved work in progress for the Horse’s Tale assignment and another has
submitted the assignment. The teacher has not accepted the submitted
assignment yet.
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At the bottom of the dialog are the following buttons:

View/Edit - opens the View/Edit Assignment dialog for viewing information
about a selected Assignment, the Documents in the assignment, the
Students to whom the assignment was given, and their status in the
assignment process. It’s also possible to exchange messages with students,
and Add/Remove students from the assignment.

New - opens the New Assignment dialog for creating another assignment.

Refresh - gets updated information from the VPORT database for real-time
assignment status.

Done - closes the dialog.
Help - opens the dialog Help file.

Because the information is presented in tables in the Assignment dialogs, it
is possible to change the sorting by clicking the column header. By default,
Kurzweil 3000 sorts alphabetically in ascending (A to Z) order. You can also
sort by order of severity by clicking the flag column; by default, Kurzweil 3000
presents all flagged items first. Whatever sort order you used last is the sort
order presented the next time you open the Assignment dialog.
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The Student Assignment Menu and Button
The Student Assignment menu contains the following items:

* My Assignment List - opens the Student Assignment List.

* Ask Question - opens the Assignment Log for exchanging and viewing
messages with the teacher.

* Document List - shows a list of the document(s) associated with the
assignment.

* Response Document - opens the assignment’s Response Document,
which is the document that must be submitted to the teacher.

* Save in Progress - saves assignment work to the Assignment service,
and alerts the teacher that there is a status change.

* Close My Work - saves and closes the assignment.

* Submit - sends the currently opened Response Document to the
Assignment service which notifies the teacher that it has been submitted.

The Student Assignment button opens the Student Assignment List.
The Student Assignment List

In the Student Assignment Llst dialog, you can do the following tasks:

* View Current Assignments and Past Assignments.

* Askthe Teacher a question about the selected assignment, orif there is a
response, open and read it.
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The screen capture below is a sample Current Assignments list view. Notice
the hand-in-frame icon in the Teacher Response column indicating that the
teacher has responded to the student’s question.

‘

5, My Assignment List

Tumer Seth Graed . A Horse's Tale TALAND
Tumer Sodh Grad . Exploring the Biog... TR0

Hand-in-frame icon

Changes from Ask Question indicates the teacher
when there is no response has responded.
and to Read Response when Click Read Response to

there is a response. open the log and read

the response.

Each assignment has associated information:

* TheClass.

* The Assignmenttitle.

* Assignment Status.

e Startdate: indicates the date the Teacher assigned the assignment.
* Duedate.

* Whether a Teacher has responded to a request.
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At the bottom of the dialog are the following buttons:

View Assignment - opens the Open Assignment Documents dialog for
viewing information about the Assignment. If there is document(s)
associated with the assignment, it is in the list.

Read Response/Ask Question - opens the Assignment Log dialog
exchanging messages with the teacher.

Refresh - gets updated information from the VPORT database for real-time
assignment status.

Cancel - closes the dialog.
Help opens the dialog Help file.

Because the information is presented in tables in the Assignment dialogs, it
is possible to change the sorting by clicking the column header. By default,
Kurzweil 3000 sorts alphabetically in ascending (A to Z) order. Whatever sort
order you used last is the sort order presented the next time you open the
Assignment dialog.
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Teacher Assignment Tasks

The teacher’s assignment tasks consist of:

Initial Planning
Preparing and Publishing Documents
Creating and Assigning Assignments to Students

Managing Assignments and Students

Initial Planning

While the assignment process is straight forward, as a teacher, you may want
to consider planning the assignment first by using the following questions as
guidelines.

What type of assignment will it be?

What documents do you want to add to the assignment, for reading, for
testing?

What documents already exist that you can publish/post or reuse from
the Web Universal Library?

Do you want the test be scorable? If so, you must embed Bubble Notes in
the document.

To which class(es) or student(s) do you want to assign the work?

Preparing and Publishing Assignment Documents

Typically, there are two parts to an assignment:

The assignment description.

Any assignment documents for reading or providing a response.

Some starting points for preparing an assignment document are:

74

Create a new document.

Scan a document. The document will be a .KES image file.
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Annotate a document.

Add Fill in the Blanks, making the document a quiz or a test (these
documents would not be scorable by Kurzweil 3000 Reporting service).

Add Bubble Notes with Multiple Choice and/or True or False type
qguestions, making the document a quiz or a test that Kurzweil 3000
Reporting service can grade and provide if you provide an Answer
Document, are scorable and results are retrievable from the Reporting
system.

Create a text document and add a prompt for a written response.

Use an existing document.

Notes:

If this is the first time you are publishing to the Published folder, and a
school administrator has not already created a folder for you or your
class, you can use the Add Folder feature to create an organization that
works for you.

A document in any Kurzweil 3000 supported file format (except DAISY)
may be published.

Be sure to save assignment documents in the .KES format.

Creating a Scorable Document

A scorable document is one that contains Bubble Notes with True or False
and/or Multiple Choice questions.

When a scorable document is published, all the answers are removed so that
students do not see them.

1.
2.

Open the test document.

Use the Bubble Note feature from the Tools Note submenu to embed
questions throughout the document, or place one at the end of the
reading section. Select True or False or one of the Multiple Choice
options.

Note: A Multiple Choice question that has multiple answers is not
scorable.
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3. Answer the questions now as you create the questions. Use the Bubble
Note Preview dialog to enter answers. Alternatively, you could go back
into the document and answer the questions, as a student would do.

4. Save the document.
The document is ready to publish. See Publishing a Scorable Document on
page 76.

Publishing a Scorable Document

The following steps are for publishing a document that has scorable
questions in it.

Recall that a scorable question is either a True or False, or Multiple Choice
question in a Bubble Note.

Be sure to answer all the questions in the document; see Creating a Scorable
Document on page 75.

1. Open the document. Save it if you have just edited it.
2. From the File menu, choose Publish.

The Review Questions dialog opens, giving you the opportunity to
review questions you have placed in the document.

[ Go to Cumrent Guesiion ]

Thers e 1 questicrd in this document, Please review and comedt the conted of those guestions

Note that the text here is what will appear in the reports from VPORT.
Students do not see the answers.

3. You can navigate the questions in a number of ways, click:
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* Previous and Next buttons to go forward and backward.

¢ Go to Current Question to see the actual Bubble Note in context in
the document.

4. When you are finished reviewing and editing, click OK.
5. The Published Document Information dialog opens.

Specify Title, enter a Description, and add Tags that you want. Then
click OK.

For information about tags, see About Tags on page 56.

The screen capture below has sample title, description and tags.

Published Document Information

Title
Horsa's Tale tas assigrnent
Daserniption
A Horse's Tale by Mark Twain
Tags
_Hark Twain horse Buffalo Bl w
l oK f [ Hedp | | Cancel |

The document is in the Published folder in the Web Universal Library, and
you are ready to create an assignment and add the document to the
assignment.
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Publishing a Non-Scorable Document
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The following steps are for publishing a document that does not have
scorable questions in it.

1. Open the document. Save it if you have just edited it.

2. From the File menu, choose Publish to open the Published Document
Information dialog.

3. Specify Title, enter a Description, and add Tags that you want. Then
click OK.

The document is in the Published folder in the Web Universal Library, and
you are ready to create an assignment and add the document to the
assignment.
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Creating an Assignment and Assigning It

You can create a new assignment from scratch, start from an existing
assignment, or use a Past assignment.

To create an assignment from scratch:
1. Open the New Assignment dialog.

Click the Assignment button or from the Assignment menu, choose
New Assignment.

"":_,J Hewe Assignment
Seart b B4dignment fom germich By lling the feem OR Sant From Exatirg |
: e ' Agganrirent
Title
Descripbon
Tags Resporse Typs
w Mo Rasponss o
Dooument List
[a] 234 Document
Aamon Ta
Class
B it
D Diate
Add Studerdls).. |
(=] [
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2. Enter a Title and Description. Add Tags.
3. Specify Response Type:

* No Response - Use this for reading or other types of assignments that
do not require an answer document from the student.

* Answer Document - Select this for assignments that require the
student to submit a document with answers or response. This could be
documents with Text Notes, Fill in the Blanks, and/or Bubble Notes.
Remember that only Bubble Notes with either True or False answer or
Multiple Choice are scorable by the Reporting service.

* New Document - Use this for assignments that require students to
submit a written response or essay from new documents that they
create.

4. Add documents.
Click the Add Document button to open the Add Published Document

dialog.
".;‘ Add Publiched Documents
Browse | Search Pt Taga [iate ~
@ publshed Bog-E1PIWE kna PRY &R2820103
Bag-E2F TWE1 kes PRI SRRR003
Beg-EXP IWE kes Fid E2R2010 %
Chma Tample ke L2010
Sima Sampled kes SRER003
Beg-EZFIWE-2kes 2820104
Bag-E1PTWE1 kes B0 8
K-185kea 2201044
History Testhook 2 kes Wi rord Feslofy sirks TIR010 54
Candar_bub kes g endangened oo bids MEREN03I
Horse's Tale test ssignment kes Twain home Buffslo Mark Bl TR0 42
— w
4 ¥
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By default, you can browse for and select a file from the right-hand pane.

If you want, you could search for the file by clicking the Search tab.
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Do one of the following: Search by Name or Tags. Search for Exact
Match. Search by Modified Date.

Click Search, then select a file from the right-hand pane.

To start a new search, click Clear.

"-: Add Published Documents

"

(& Name e 1852 L2R2010
_ a2 tagd 4282000 1;
O Ton aled gt 42872070 1:
] Exact Maich A Flace Cabed Heartbonnk kes el L2200 %
Diagrammng Sendences kes: circle highlight AZR200 %
X Dingrarmming Serntrnces Wihout Qusst... ighight 472872010 %
£ e e Josefina Sparish ks Josefina 42820101
[] ModiSed Bedore Haler) Kaler f Helery e
Mt Wioekesheet koss 2B20701
o 4282010 1;

o story sarter_2kos L2V00 1
L4 *

Cace

Click Add to add the document(s) and close the Add Published
Documents dialog.
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5. Assign to student(s).
Click Add Students to open the Add Students dialog.

£, Add Student(s) %

Class
el Krdergaien  RCEMcsthernatan
e ok
entid Baad
supusts faemende:
dareel samts
g sgnment Begrs
W L0 w
Anpigreant Dus
A ann L
[ 2 ] | Carcel I [ Help I

In the Add Students dialog, do the following:
Select the Class that the student(s) is in.

Select the student(s) from the Student list. Use Shift-click to select a
contiguous group, or Control-click for non-contiguous selections.

Specify the Begin and Due dates for the selected student or group of
students.

Click Add to add students and close the Add Students dialog.
6. Back in the New Assignment dialog, click OK.

To start from an existing assignment:

1. Click the Assignment button or from the Assignment menu, choose
New Assignment to open the New Assignment dialog.
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2. Click Start from an Existing Assignment to open the Start from
Existing Assignment dialog.

“d___l_ Start From Exisfing Assipnmaend

A0 13245 FM
TARA0 13742 P
TARAI0 1M M PN

Level: | Washington Schodd Auther | Temas Tumer -~

e [ § w9 =]
L= | [ o= ] [~ ]

3. You can select to search by:

¢ Level which can be from School to District level, depending on how
your Web License is set up.

¢ Class
¢ Author
* Tags
Click Update List.
4. Select the assignment you want from the list.
5. Click OK.
To use a Past assignment:

1. Click the Assignment button or from the Assignment menu, choose My
Assignment List.

2. Click the Past Assignments tab.
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3. Select an assignment.

Right-click to open the Right Mouse Button menu, and choose Start from
Existing Assignment.

Select the assignment you want from the list.
Click OK.
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Managing Assignments/Status of Assignments
Managing and monitoring assignments start at the Assignment List dialog.
To open the Assignment List dialog:

Click the Assignment button or choose My Assignment List from the
Assignment menu.

The default view is Current Assignments.

Viewing and Monitoring Assignment Status

There are two levels of views: group of assignments and individual
assignments. Each level has additional views.

At the grouped assignments level, you can opt to see Current Assignments,
Future Assignments or Past Assignments.

At the individual assignment level, you can opt to see Assignment
Information (read-only), Document Information or Student Information.

Information in the views is in table format, so it's possible to sort by clicking
the category header.
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To view grouped Current, Future, or Past Assignments:
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1.

Open the Assignment List dialog.

2. Click on the desired tab - Current, Future or Past Assignments - along

the top of the dialog.

Current Assignments is the default view, showing information for all
assignments that are active, that have been assigned, but have not been
accepted and completed.

Each status category in this view is given in the number of students.

The number of students to whom the assignment is Assigned.

The number of students that are awaiting teacher’s responses to their
Requests.

The number of students who have Started the assignment.
The number of students who have work In Progress files.

The number of students who have completed and Submitted their
assignment documents.

The number of students whose assignment documents the teacher has
Accepted.

In the screen capture below, in the Assigned column, there are five students
with Horse’s Tale assignment, four with Exploring the Biographies of Willa
Cather, and three with Math Unit 4 - Multiplying Decimals.

For the Math Unit 4 assignment, there is one student who has a Request.
One student has Started the Willa Cather assignment. One student has
saved work in progress for the Horse’s Tale assignment and another has
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submitted the assignment. The teacher has not accepted the submitted
assignment yet.

A flag in front of a row indicates that this assignment needs attention for any
of the following reasons:

* There is a student(s) with overdue submission.
* Thereis a student(s) request for help.
¢ Thereis a student(s) who has submitted work.

In the Current Assignments view, you can select an assignment and use the
Right Mouse Button menu to do the following. The option(s) that are available
depend on the status of the selected assignment:

* Request Details - opens the Request Details dialog if there is a student
request. Click the Answer Request button to open the Assignment Log
and type your response.

* Delete Assignment - available if there are no assigned students who
have started the assignment.

* Close Assignment - available when all assigned students have
submitted work, and you have accepted all of them.
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Future Assignments - lists assignments that have not been assigned to any
students. Each assignment is shown with a Last Modified date.

In this view, you can select an assignment and use the Right Mouse Button
menu to Delete Assignment.

Past Assignments - lists assignments for which students have submitted all
assignments and from which you have accepted all of them, and shows the
Last Modified date for each assignment.

In the Past Assignment view, you can select an assignment and use the
Right Mouse Button menu to do the following. The option(s) that are available
depend on the status of the selected assignment.

* New Assignment Based on - opens the Start from Existing Assignment
dialog in which you can create a new assignment using this one.

To view individual assignment information:
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1. Open the Assignment List dialog.

2. Click on the desired tab - Current, Future or Past Assignments - along
the top of the dialog.

3. Open the View/Edit Assignment dialog by doing one of the following:

Double-clicking the desired assignment name.
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Or selecting the assignment and clicking the View/Edit button.

1;_, View. Edit Assipnment

Aatyrrert S Dot s | Shudert o
Tae
Tl Uit 4 - Mikiphang [ecimaiy
Costernptenn

Tarughts homewads i 0 wirkahen! we Banded out For homwok: help, g0 1o

wmrw mrath oo homworkhekn and cick on Mubiphirg decrmals 3 you see veng Karrwed 3000, be
B b e Infemad Explorer o read tha madh bamg

Tert muipling decemaly mubply mutplcaton
Fanporne Typa

Lt Bgwiefope TAREN0 1:36-20 PM

4. Click on the desired tab - Assignment Info, Document Info, Student
Info - along the top of the dialog.

Assignment Info is the default view, showing the Title, Description, Tags,

Response Type, Last Modified date for this assignment. Assignment info is
only editable in the Future Assignments view.
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Document Info lists the document(s) associated with the assignment. In the
Document Info view, it's possible to add/remove documents for the
assignment. Document info is only editable in the Future Assignments view.

{, WirrwEdit Asshgnmint

Pasgremert info | Document o | Saudent ks
| Tima Trovomd fiutobie bictenicen | | Achd Cocument |
i
¥
Plerrcros Doc.er
oK Cancel Helps

Student Info shows the students who have been given the assignment. In
addition, you can view the Class each student is in.

If there is an event or status that needs attention, a flag icon appears at the
beginning of the row.

If there is a question or request from the student, a raised hand icon also
appears in the Request column.

The Status column indicates the current status of the assignment for the
student.

Student info is Read-Only in the Past Assignments view.
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The Assignment Begin and Assignment Due columns indicate the
schedule for the assignment for each student.

TVERE . | TR0 1
TR NZ . | TR0
LA NZ . | TR0 12

TGN | T

rezes
[t |

In the Student Info view, you can do the following:
* Send Message to the selected student.

¢ Ifastudent has submitted an assignment, you can View Result, which
opens the Response document, or Accept it.

* Add or Remove a student to/from the assignment.

Kurzweil 3000 for Windows Web License Guide
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Adding or Removing Document(s) or Student(s)
Start at the View/Edit Assignment dialog.

To open the View/Edit Assignment dialog:
1. Open the Assignment List dialog.

2. Double-click the desired assignment to select it and open the View/Edit
Assignment dialog for that assignment.

3. Go to one of the following procedures.
To add a document to the selected assignment:
1. In the View/Edit dialog, click the Document Info tab.
2. Click Add Document to open the Add Published Document dialog.

".;‘ Add Published Documents

Browse | Search P Taga [t A
@ publshed Bog-E1PTWE key PRI SRRR003
Beg-E2P TWE1 kes FRd 2200 %
Beg-E2PIWE kes FRd &282010 3
Shma Sampls boes 2820102
Sima Sampled koes SRR003
Beg-EFIWE-2kes S2820104
Beg-E1PTWE kes &2920108
K-1850ea TR0 44
History Tethook 2 ks Wil Lreord Pislory sirkcs 1010 %4
Condor_bub kes frywg endangened noo birds R0 33
Horser's Tabe best assgnment kes Twain home Buffalo M B TR0 42
-
~

By default, you can browse for and select a file from the right-hand pane.
You could also use Search to find the file.

When selecting multiple documents, you can use Shift-click or Control-
click.

3. Click Add to add the document(s) and close the Add Published
Documents dialog.
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To remove a document from the selected assignment:
1. In the View/Edit dialog, click the Document Info tab.
2. Select document(s) from the list, then click Remove Document.
3. Click OK.
To add a student(s) for the selected assignment:
1. In the View/Edit dialog, click the Student Info tab.
2. Click Add Student to open the Add Student dialog.

£ Add Student(s) ]

Clms
o Kindergaten  [Cilicateme tan
i park
rovsted mieaid
musts femende:
darial garmitr
Assighment Bagrs
T 210 w
Aapigrerant Dus
T p ] W
[ Add l [ Cancel I [ Help

3. Select the Class.

4. Select a student(s) from the list.

5. Specify the Assignment Begin and Due dates.
6. Click Add.

7. Click OK.
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To remove a student(s) for the selected assignment:
1. In the View/Edit dialog, click the Student Info tab.

TVERE . | TR0 1
TR NZ . | TR0
LA NZ . | TR0 12

TGN | T

tecer
[t |

2. Select the desired student(s).
3. Click Remove Student.
4. Click OK.

Deleting Assignments
Deleting assignments is only available in the Current and Future Assignment
views and for assignments that students have not yet started.

1. In the Current or Future Assignments view, select the desired
assignment.

2. Right-click to open the Right Mouse button menu, then choose Delete
Assignment.

94



Chapter 3. Kurzweil 3000 Web Assignment and Reporting Service

Responding to Students

There are two ways to respond to students: from the Assignment List’s
Request Details dialog, or from the Student Info view.

To respond using the Request Details dialog:
1. Open the Assignment List dialog.

2. In the Current Assignments tab, select an assignment that has a
number in the Requests column.

3. Right-click to show the Right Mouse Button menu, then choose Request

Details.

Assignment Fasigned  Requests

P | A Horse's Tale 5 0

Introduction to Preysics - Time Travel and Bnstesn’s Theony of Ralativey 3 1]
Pl | Explodng the: Biographies of Willa Cather 4 0
Urw| Math Ut 4 - Multiphing Do 3 1

Kurzweil 3000 for Windows Web License Guide 95



Teacher Assignment Tasks

4. In the Request Details dialog, select the desired student, then click
Answer Request.

{':.._' Roqusest Details

oo
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5. In the Assignment Log, type your response, then click Send,
£, Log )

Leg

Mew message

Send Cancel

To respond using the Student Info view:
1. From the Assignment List dialog, click View/Edit.
2. In the View/Edit dialog, click the Student Info tab.

If there is a request, a hand icon appears in the student’s row in the
Request column.

Select the student.
Click Answer Request.

In the Assignment Log, type your response, then click Send.

Kurzweil 3000 for Windows Web License Guide
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Sending a Broadcast Message to Students

From the Assignment List dialog, click View/Edit.
In the View/Edit dialog, click the Student Info tab.
Select two or more students.

Click Send Message.

a kw2

In the Broadcast dialog, type your response, then click Send.

Note: If among the students selected, there are outstanding requests for you
to respond, you will receive a message prompting you to respond to the
unanswered requests first.

Accepting or Rejecting Student Submitted Assignment

To Accept an assignment without viewing results:
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1. From the Assignment List dialog, click View/Edit.
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2. Inthe View/Edit dialog, click the Student Info tab.

M| Zoe Pewed Tumer S ... | WPogess  |7032000 7202000
I Yve Extaves Tumer Soth G Motated | |732010 7202000
B/ Wi hanowich | Tumer Soeh Gr.. | PE— TAVHN Tl

| e Org Tumer S G | Naftstsd |30 7202010

3. Select the student who has submitted the assignment.
4. Click Accept.

To view results and accept or reject an assignment:

1. If you want to open and see the student’s Response Document, click
View Result.

2. After reviewing the document, click the Close button.

Kurzweil 3000 for Windows Web License Guide
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3. Inthe Assignment Acceptance dialog, click, Accept, Reject, or
Cancel.
.

K

Assignment Acceptance

Tide
Stucent Hame: | 1% Ubaid

Comments:

Accept | | Fiapact | [ Cancel

There may be times when you may Reject an assignment:
* When you want the student to redo it based on your comments.

* Ifthere are subsequent, sequential tasks such as Outline to Drafts, then
to Final.

When you click Reject, the status of the assignment changes to In Progress
in both the Student’s and Teacher’s Current Assignments list.
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Closing an Assignment

Once you have accepted all students’ submitted work for a particular
assignment, you can go to the Current Assignments list, right-click and from
the Right Mouse Button menu, choose Close Assignment. The assignment
moves from the Current Assignment list to the Past Assignment list.
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Student Assignment Tasks

Students can use the Assignment system to:

* View assignments.

¢ Work on documents in assignments.

¢ Ask for help or feedback; collaborate and work with teachers.

¢ Submit the assignment work document(s).

Viewing and Hearing Assignments

102

Click the Assignment button to open the Assignment List dialog.

Current Assignments is the default view.

mer Seeh Grade,.. Math Unit £ - Multi. Mot Stated TAL200 FA47°2010

Tismner Stsh Grnde... A Horse's Tale Snted 32010 020 |

l "irenar BB Sgrment I | Mak Teachar i | Fedrash i | Cancal ] | Help ]

There are six columns in the Current Assignments table:
Class

Assighment

Status
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Starts On
Due By
Teacher Response:
Past Assignments
To view and hear an assignment:
Double-click on the assignment name, or select from the list.

Click the View Assignment button to open the assignment.

"--:F Intreduction to Physics - Time Travel and ... El

Asgignment Descrniption:

In Unit 3. we will be leaming about Enstein and his contribubions
16 the study of Physics, As a preview, read the article, Time
Trawel. Dont womy i you do not understand oo much of the
infcematicn; this ks just a preview TFor Exira Credil_ you may use

Kurzwed 3000 to highlight words that are new to you, We can
share them and go over them in class

Flease choose the document(s) you want to start

Go Eack bo List

Click the Read button to listen to the instructions.
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An Assignment palette appears, containing handy commands: Open
Assignment Document, Open Response Document, Save work In Progress,
Close My Work, and Submit assignment.

Working with Assignment Documents

An assignment may have one or more documents that the Teacher wants
you to read or respond to by answering questions or by providing a written
response, such as an essay. If a document requires input, it is called a
"Response" document.

When there are assignment documents associated with the assignment, the

Assignment Palette appears
From the Assignment Palette, you can:
* Open Assignment documents.

* Open Response document.

¢ Save your work in progress.

* Close your work.

e  Submit your completed work.

To open an assighment document:
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Click the Open Assignment Document button = in the palette. Click the
List arrow to see the list of documents in the assignment.

Or if you are in the View Assignment dialog and the assignment includes
document(s) for reading or for responding to, the document names appear in
the document list.
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A star next to the name indicates the document needs a response. Double-
click the document name to open the document, or select the document and
click Go.

To open a Response document:

Click the Open Response Document button —  in the palette.

Or if you are in the View Assignment dialog and there is a star next to a
document name in the document list, that indicates that the document needs
a response. Double-click the document name to open the document, or
select the document and click Go.

To save your work in progress:

Click the Save In Progress button in the palette.
Saving your document as you work is always a good idea.

The Assignment Save in Progress is different from the regular Kurzweil 3000
document Save because it saves the assignment document to the
Assignment system so that the teacher can track where you are in the
process and offer help if you need it.

Save in Progress saves the assignment document but does not close it.

The first time you save the document, the document title changes to “My
Response.”
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To close your work:

Click the Close My Work button

This saves the assignment document to the Assignment system and closes
the document. Use this command when you are finished for the session or
for the day. When you are ready to return to the document, use the Open
Assignment button.

in the palette.

To submit your work:
When you are finished with your assignment document, use the Submit

button T in the palette.

This saves the document to the Assignment system and lets your teacher
review, score and accept it.

Once your assignment document has been accepted by the teacher, it will
appear in the Past Assignments view.

To view a past assignment:

Click the Assignment button I to open the Assignment List dialog,
click the Past Assignments tab.
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[ R x|

Curent dssignmenis  Past Assigrmerits
Clagz Azzignment Shati: Changad Date Teacher Commants

tthil 2 Kurzweil 16 55 MF-T12451-2 2426872011
i1 2 Kurzweil 16 55 read and wite Do 2428720 |
12 Kurzweil 1G 55 MF-T12:G1-2 242652011 ﬂ |
Hin12 Kurzweil 16 55 Mo response 81272010 |
k12 Kurzweil 16 55 Wik doc aMzr2mo
Hin 2 Kurzveei 116G 55 News Doz 81272010
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The table lists the Class, Assignment from that class, the dated of last
change in status (this could be because the teacher looked at your
assignment, rejected or accepted the assignment.

To open an assignment, select it from the list, then click the View
Assignment button along the bottom of the dialog.

If there is a hand icon in the Teacher Comments column, that means your
teacher has left a note for you.

To see teacher comments, select the hand icon, then click the Teacher
Comments button along the bottom of the dialog.

Answering Questions in Test Documents

Some assignments may ask you to answer questions in a Response
Document. A Response Document may be in any of the following formats:

¢ Fillin the Blanks with Text Notes.

* Multiple Choice (Radio Button, Checkbox or Match answers) in Bubble
Notes.

¢ True or False in Bubble Notes.

* Textdocument for a written response such as an essay.
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Whenever you want, you can Save In Progress

When you are finished with the Response Document, and are ready to give
it to the teacher, use the Submit button in the Assignment Palette.

To Fill in the Blanks with Text Notes:

Click a Text Note marker in the document and begin typing your answer. Click
Save In Progress to save the document.

To answer Multiple Choice or True/False questions in Bubble Notes:

Click on a Bubble Note marker in the document to open the note, select the
answers you want, then close the note. Click Save In Progress to save the
document.

To answer Multiple Choice Match questions in Bubble Notes:

Click on a Bubble Note marker in the document to open the note, select an
item in the left-hand side, drag its end point to an answer on the right-hand
side. When you are finished with all the matches, close the note. Click Save
In Progress to save the document.

Starting a New Response Document

If you are assigned an essay or written response assignment, when you open
the assignment document, a blank document opens.

You can use any of the features in the Write menu or in the Writing toolbar.

Click Save In Progress to save the document. Be sure the file format is .KES.
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Asking the Teacher a Question and Viewing Teacher’s Re-
sponse

It's possible to “raise your hand” in the Assignment system if you have a
question for the teacher.

To ask a question:
Click the Assignment button.

In the Assignment List dialog, select the assignment you have a question
about.

l Wit Assignmend f | Agk Teacher | | Refresh | i Cancel | I Help:

Click the Ask Question button at the bottom of the dialog.
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The Log opens. In the New Message area at bottom, type your question,
then click Send.

Mew message
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To view the teacher’s response to your question:

You know a teacher has responded to your request when you see the framed
hand icon in the Assignment List dialog.

My Assignment List

Class Azsgnment Stabus Starts On Due By Resporse
Tumer Soth Grade... Math Un 4 - Muli_.. Nt Stared T30 FA1473010

2 J28200

AN A0

£ ¥

"."lmﬂuaigmwt] | Ask Teacher | [ Redrash ] | Done | [ Help

Hand icon indicates a Teacher Response

Double-click the Hand icon to view the response.

Submitting Assignments

When you are finished with your assignment document, make sure it's open.

Use the Submit button in the palette to save and pass in the work to the
teacher.

The Submit command saves the document to the Assignment system and
lets your teacher review, score and accept it.

Once your assignment document has been accepted by the teacher, it will
appear in the Past Assignments view.
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The Kurzweil 3000 Web Reporting Service

The VPORT-based Web Reporting service tracks a variety of events from
district-wide system usage and question score to individual student
assignment results including test and question scores.

Types of reports include:

* Usage (logins/minutes/hours) for District, School and Class levels.
* Word Look-up for District, School and Class levels.

* Assignment Results

Class: All Responses, Text Responses.
Individual: All Responses, Text Responses.

Reports are in the My Results tab in VPORT. You can either log into VPORT
or access reports from Kurzweil 3000.

The VPORT login page is at: www.voyagerlearning.com, click the VPORT
VRRT

L. LOGIN
Login icon
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Class Reporting
You must be an authorized user, a school staff such as Principal or a teacher
to access the Reporting service.

Reports are located on the VPORT Dashboard page, accessible by logging
into VPORT or from Kurzweil 3000 by choosing Class Reporting from the
Assignments menu.

To access reports:

From the Assignments menu, choose Class Reporting. If you have logged
in from VPORT, click the My Results tab.

If you have multiple classes, go to the Class list at the upper right-hand
corner to select the class for which you want a report.

-= Tumer Sidh Grade Literature b

The Dashboard displays parts of the different reports. In the Usage area,
click View Details to go to the Usage Report. In the Assignment area, click
on the assignment name you want.

You can also select the report you want by clicking its tab.

Usage Azsignments Word Lookup

The Usage Report shows user logins by duration and for various times.

The Assignments Report shows details for a particular assignment or all
assignments. View results for each question in the Response document and
Highlight Correct and/or Incorrect answers.

The Word Lookup Report shows words that students (individually or in a
class) have accessed from Kurzweil 3000's dictionaries. View word lookups
over a specified time range or by assignment; according to the top 5, 10, 20,
or 100 lookups; and/or various sort options.
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Class Management

Class management entails rostering students (see Setting Up and Managing
Students (Teacher) on page 19) and updating class and student accounts as
changes occur throughout the school year.

You can access class and student account information in two ways: by
logging into VPORT or from Kurzweil 3000 by choosing Class Management
from the Assignments menu.

To access the Class Roster:

From the Assignments menu, choose Class Management to open the
VPORT Class Roster.

W VPORT; Class Vi i

My Class
rucss @ O

Clxss Rosta A SEudent il Sawe C w
oene | SEUGMSRE JLBSE, FiST]  Shuceni 10 —
& | e [ B [rwen e
i w| [ciaceed [ I - e
i 41 L oo [T B whies el [T
fig M I w| [oragees [ = o ey
b . X wo [ [E omen [
%o ¥ [wovawe [ B  womgins aoung 1475

Add Studests | [ Save Chasges |

¥

If you have logged in from VPORT, click My Class Roster.
To delete a student:

Click the Delete icon in the first column for the desired student. Save
Changes.

To add a student:
Click the Add Students button. Save Changes.
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To enroll or change the student enroliment status:
Use the Enrollment dropdown menu. Save Changes.

Enrollment

: Enrolled HEYS

Mot Participatin

Graduated
Student Application Onby

NOTE:

While it is possible to edit a student name, be aware that doing so will result
in loss of Universal Library data, including any work the student has
completed in the Assignment system, that is associated with that student
name. Be sure there has not been any work done in the Assignment System
by the student before changing a name.
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