Easy-Start Guide for Teachers

Get started with School Loop in 15 minutes!
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PUBLISHING AIDES

Publishing Aides save you time. Here’s how.
Pick any student as an aide. Aides publish assignments for you
They DO NOT have access to your account.
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How to Assign Work

Click the blue Assign Work button. Select the
audience, enter assign and due dates, and enter
the assignment. You can attach files or links,
choose a category, give it a point value and more.
When finished, click Submit.

Your assignment is instantly published on your
course calendar and web site, placed in your
grade book, and appears on the student and
parent planners.

m Tip: School Loop Help contains many
Two-Minute Tutorials/short movies that show
you how to use many of the features in this
Guide and more. Login and check them out!
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How to Select a Publishing Aide

Publishing Aides publish assignments for you but
do not have access to your account. They publish
in their own names and you can edit or delete
their posts. Click Publishing Aide in your Toolbox.

Tip: Pick any student in the school to be your
Publishing Aide.

How to Use the Digital Locker

Your bottomless personal Digital Locker holds your
files and links. Adding a file is just like adding an
attachment to an email. Adding links is easy too.
You can access your locker from any computer
anytime you want. Students have their own lockers
and there are course lockers for files or links you
want to share with your students.

[!] Tip: Digital Lockers are personal and private.
Course and Group Lockers are public for
members of classes and groups.
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How to Use School Loop’s Gradebook

School Loop's Gradebook is automatically setup
for all your courses and rosters, and updates itself
everyday to reflect changes. Along with keeping
students, parents and your colleagues up-to-date
on student progress, you will get important trend
information by using the gradebook.

Click Gradebook next to the course name on the
Dashboard. You will find many easy to use settings
and tools. To enter grades for an assignment, click
the period number. You decide what and when
grades are published. When you publish, your
students, parents and colleagues will have access
to the grade information.

How to Send and Receive LoopMail

School Loop’s LoopMail system forwards messages
to your regular e-mail account. LoopMail is sent
using real names, not email addresses and
messages are permanently archived. You can send
messages to individuals or groups of students as
well as connect with registered parents.

Tip: To reply to a LoopMail message from your
regular email account, click on one of the
large blue buttons within the message text.

School Loop Navigation is Easy!

Home: Click Home to get back to your home page.
Navigation Bar: Click on the bar to get where you
want fast.

Tip: How to Customize School Loop
Customize School Loop for your needs by
clicking on Settings. You can

 Set up a block schedule

e Change the name of your course

¢ Point to another gradebook or web page

e Set up categories

* Add weights to categories

.. and more!
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