Setting Up After Initial Installation

READ 180 Next Generation
A SAM Administrator’s Guide to a Successful Launch

Confirm with district technician that READ 180 is installed, the SAM Server

is registered with SAM Connect, and gather initial login information.
p Get the appropriate URL (server address) to access SAM from the district technician.

p To access the client, use these URLs:

Verify SAM Installation and Log In

p

Your server is:

Educator Access
o hitp://SERVER:55880/sIms/studentaccess (for

all student programs)

o http://SERVER:55880/slms/educatoraccess @
(for teachers and administrators — SAM Client) g

o Replace SERVER in the link above with the SAMien
server name/number for your school or
district.

If you are using Scholastic hosting, use the following URLs:
o https://sitelD.education.scholastic.com/sims/educatoraccess
o https://sitelD.education.scholastic.com/sIms/studentaccess

Confirm with district technician that READ 180 is installed and that the SAM Server is
registered with SAM Connect.

NOTE: If you have multiple SAM servers, you will need the address for each server.

Enter the URL for SAM into your web

browser (e.g., Internet Explorer, Safari,

Firefox). MSCHOLASTIC

™
Click the SAM icon to go to the SAM SAM
Login screen.

Scholastic Achievement Manager
Enter your district administrator username
and password. prr

Click the Sign In button to log in.

If these steps do not work, contact your
district technician.
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Update District Administrator Profile

p

Verify Schools Are in SAM

p

Double click on “My District” on the top left of
the Roster tab in SAM. It should turn orange.

Click the Manage Admin Accounts link in the
bottom right corner of the Roster tab in SAM,
under Advanced Settings.

Click the District Administrator link that
appears on the screen.

Edit the information on the screen. Items with
an asterisk are required.

Click Save.

Log out, then use your new login information
to sign in to SAM.

Share the new login information with your
district technician.

Edit District Administrator Profile

Edit information about this administrative account on the Profile and Permissions tabs. ltems
marked with an asterisk (*) are required. When you are done, click Save to finish.

Profile* | Permissions \

Identify SAM Account
Type of Account  District Administrator
District User ID *

SPS ID

Prefix

FirstName * | District

Title (e.g. Teacher)
Suffix

Email * |schirmer@school.com

(Passwords must contain between 4 and 16 characters, and can
not be only the user's first or last name or a combination of the
two. Passwords must also contain at least one numeral.)

e —

Password Hint

Ll

|

Once you have logged in to SAM,
click on the orange Roster tab on
the top of the screen.

Click on My District on the top left
of the screen. Confirm that all

Teachers

schools that have READ 180 Next

Generation appear on the SmartBar |5
on the left side of the screen.

If a school is not appearing on the
screen, click the Add a School link
on the top left of the screen.

Enter all required information in the
popup window and click Save.

Contact Customer Service (877-
234-READ) to activate licenses for this school.
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Add a School

required. When you are done, click Save to finish.

Profile * [ Contact * \| Demographics

Enter information about this School account on the Profile, Contact, and Demographics tabs. Items marked with an asterisk (*) are

Edit District Profile

School Profile & Grading Periods
Full School Name  *
School Number * [10012]
Grades * [JPrex MK M1 o2 .63
.03 s Os (mk2 Os
Os Ot On Oz

School Type * [] Elementary School [ yunior High School
[IMiddie School [ High School

TitleiStatus [Nore ] * Required

schoolStarts* [ [ schoolEnds* [ [Hj
No.of GradingPeriods * [¢_ [ ]
PeriodiStarts* [ ]  Poriod1Ends® [ [
Period2Stants * [ ]  Poricd2Endsc [ o]
PerioddStants* [ ]  Poricd3Enasc [ o]
Period4Stants* [ 3]  PoricddEnas [ [

Print Version

Manage Student Promotions

| cancol |
EEe-
]
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Create Additional Administrator Accounts

p Identify school leaders, technicians, and/or Add a School Administrator
||teracy SpeCIa|IStS WhO W|” need Enter ?fop:axion abqui((trzis adminis_trad(ivsv?‘ccoumor lr‘\:e Pmﬁ:gsr'sd Pelmifss_ior?s tabs. Items
administrative access tO SAM and aISO access marked with an asterisk (*) are required. When you are done, click Save to finish.
to a Leadership Dashboard. Gather their Profile* \_Permissions AN
names, related schools, and email addresses.
p Click the Manage Admin Accounts link in the S -
bottom right corner of the Roster tab in SAM, psrictusero [ ][]
under Advanced Settings. seso [ ]
p Click the appropriate new account to create: FistName *[____]
School Administrator, School Technical testName =[]
Administrator, District Administrator, or District Tie(eg.Teacned [ ]
Technical Administrator. sume [ ]
p Enter user information to create a SAM usemame [ ]
account. Fields with an asterisk are required. Password [ |
NOTE: Ensure that ian th nt t e oy B S o e PALe W o e iran S 1N
p - sure a you aSSIQ € accou ) two. Passwords must also contain at least one numeral.)
the appropriate school. ConfimPassword [ |
. . . . . Password Hint |:| ﬁ
p Click Save. Share login information with = || ﬁ
. School [ Lincoln Middle School =
appropriate personnel.

p NOTE: If you were previously using READ 180 Enterprise Edition v. 2.0, you may choose
to import your Administrator accounts into SAM.

Update District !nfprmation P ———
P Click the Edit District Profile Ev‘}i\‘ in'ormau‘or; abnu\lyiué account qrhme Profile, Contact, and Demographics tabs. ltems marked with an asterisk (*) are required.
link in the right corner of the ! I Morsgs Rostor

. Profile Contact Demographics it Di rofile
Home tab in SAM. N N A\ e
Manage Enroliment

p Add district name, which will Profile nformation
populate on reports and DistictName * [Ford Couny Sehocs I prins Vesion
DaSh boards . District Location * [New York ]
District Time Zone * [Eastern Time (US & Canada) ]
Y Edit the information on the School Days * [¥f Monday [V Tuesday [ Wecnesday [ Thursday [ Friday
screen. ltems with an asterisk Dsatucey  [JSunday
are requ ired. School Hours * Start Time: End Time:
0 Click Save. Restrict student use for selected programs to during school days and hours
[JREAD 180 Enterprise Edition [ scholastic Reading Counts!
[ rskills Tests Enterprise Edition [ scholastic Reading Inventory
[ Scholastic Phonics Inventory [ system 44

i | Manage Student Promotions

Will you be importing classes or students from your district’s
student information system (p. 4-5) or will you be entering
information into SAM manually (p. 6-7)? Coordinate with district
technicians to determine who will complete the following steps.
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Import Data From the District’s Student Information System: Class
p Coordinate with the district’'s technology department and/or information system

department to gather information 800
for import of student and/or class District Admiristrator osAam searcn| x| vete | w prorLe | ot
duth P T [T (- [ - F—

: iy o My District

p ltis possible to import student
information by class, if the data is
set up that way in the district’s
student information system. If you
choose to import class information
that contains student data, you
will need the following information:

Phone Number:
Number of Students: 234

School

System d4

| ReAD 180
3 | EE Stage B

Lincoln Middie School

@
@
8

District totals 180 219 3 75 219 219

o Course description /
Course number

READ 180 Enterprise Edition
Skills Tests Enterprise E.

o Class section

o Teacher name (last name
and first name)

& scholastic Reaing Inventory

o Studentinformation (student names, login information, demographic information
if needed, etc.)

p Do NOT change the class or school name from what was designated in the student
information system.

p Click the name of the district on the top left of the SAM Roster.

p Inthe Advanced Settings on the bottom right, click Import. Then follow the steps for
importing data.

p NOTE: Each class and teacher in the district MUST have a unique name in order for
data to populate correctly on the Dashboards.

Importing Data From the District’s Student Information System: Student
p If you can get student information but not by class, you can also import just the student
records.

p Click the name of the district on the top left of the SAM Roster.
Then double click the name of the school. It should turn orange on the SmartBar.

p Inthe Advanced Settings on the bottom right, click Import. Then follow the steps for
importing data.
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Activating Imported Data: Class/Teacher
If school name and class names were not provided in the import file, once data has been

p

imported from the student
information system, it will live
in the Inactive Accounts until
you activate it.

Click the district name in the
SAM Roster.

Select Manage Inactive
Accounts link in the Advanced
Settings on the bottom left of
the Roster screen.

In the Inactive Accounts
screen, select whether you
wish to activate teachers or
classes.

Then select the accounts you
wish to activate. To activate

all accounts simultaneously, click the top check box on the left of the screen.

My District

Manage Inactive Accounts: CLASS
Use this screen to view, assign or delete accounts not in your SmartBar

CE—

R180
R180
R180

oooog

R180 Kirkp:

Select an Option
Assign To A School
L_| Deletion

NIA
NIA
NIA
NIA

678

Select an Option I

Items 1 through 4 of 4

From the drop-down menu at the bottom of the screen, select the appropriate activation

method, then click Go.

Activating Imported Data: Student

p

p
p
p
p

°

If you are able to import student records but not the assigned class, use these steps.

Double click a school name on the SmartBar in the SAM Roster. It should turn orange.

On the SAM Roster, click Add A Class link on the top right of the screen.

Name the class: zzz_All Students

Select Manage Inactive Accounts link in the Advanced Settings on the bottom left of the

Roster screen.

In the Inactive Accounts screen, select Students from the top drop-down menu.

Then select the accounts you wish to activate. To activate all accounts simultaneously,
click the top check box on the left of the screen.

From the drop-down menu at the bottom of the screen, assign the students to the

ZZZ_All Students Class, then click Go. Creating an “All Students” class on the SmartBar

provides access for teachers to enroll students in their own classes in SAM, since
teachers typically do not have access to the Inactive Accounts screen.

NOTE: DO NOT ASSIGN A TEACHER TO THIS CLASS! DO NOT ASSIGN A

PRODUCT TO THIS CLASS! Doing so will interfere with data reporting on SAM and

in the Dashboards.

Once all students have been enrolled in their appropriate classes (usually by the end of
the first SRI testing window), you can deactivate this class.

Double click on the “ZZZ_All Students” class in the SAM Roster.

Click the Deactivate Class link on the top right of the screen.
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Create Classes Manually in SAM

p

You or a school-level administrator will
need to create at least one class for each
teacher in order to create a teacher
account and allow teachers to manage
their own classes.

From the Home tab, click the Add a Class
link on the top left of the screen.

Name the class. Note that this name will
appear in the Teacher and Leadership
Dashboards, so you will need to include
the teacher’s last name, initial of first
name, class type, and class period as part
of the name (e.g., R180 Schirmer M 1).

NOTE: For Dashboards to properly
populate, each class across the entire
district must have a unique class
name.

Select all grade levels applicable to this
class—even if only one student may be in
a particular grade level.

Select the programs the class will use.

Add a Class

Enter information about this Class account on the Profile and Student Roster tabs.
Items marked with an asterisk (*) are required. When you are done, click Save to finish.

Profile*

\ Student Roster \

Identify This Class

Class Name *

R180 Schirmer M 1 |

Teacher1 | ]

Teacher2 | ]

Grades * MSixth grade gEigmh grade

MSeverth grade

Manage Applications
[ Fraction Nation =
[] FASTT Math
[[] READ 180 Enterprise Edition
[ZREAD 180 Next Generation
[] ReadAbout
[ rskills Tests Enterprise Edition
[Z rSkills Tests Next Generation
[ system 44

NOTE: The Teacher Dashboard will only create classes if you select READ 180

Next Generation on this screen.
Click Save.

Repeat for all classes.

Add Teachers Manually in SAM

p

From the Roster tab, click the Add a Teacher

link on the top right of the screen.
In the Profile Tab: Fill in all fields with an

asterisk. Ensure that the email address for the

teacher is correct, as this is how s/he will
receive notifications and reports from the
Teacher Dashboard.

In the Schools & Classes Tab: Select the
appropriate classes to assign to each teacher.

You can select all appropriate classes at
once.

Click Save.

Repeat for all teachers, then ensure that
teachers know their login information.

Teachers can change their login information

from the Roster tab (Edit Teacher Profile)
once they log in to SAM for the first time.
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Add a Teacher

Enter information about this Teacher account on the Profile, Schools & Classes, and Permissions
tabs. ltems marked with an asterisk (*) are required. When you are done, click Save to finish.

Profile*

| Schools & Classes* \| Permissions

AN

Identify SAM Account

Type of Account  Teacher

District User ID * [12345

SPSID |

Prefix I

First Name * | Sarah

Title (e.g. Teacher) |

suffix |

Email * |sgrecnc@scnool.com

|
|
|
|
Last Name * I Greene I
|
|
|
|

Username * I sgreene

Password * | """" |

(Passwords must contain between 4 and 16 characters, and can
not be only the user’s first or last name or a combination of the
two. Passwords must also contain at least one numeral.)

Confirm Password * I ....... | I

Password Hint | |
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Assign Students to Classes

To confirm that students are already activated,
double click on a grade level in the SmartBar.
Student names will appear on the SmartBar.

p

Double click a class name in the SmartBar
on the Roster tab.

Click the Edit Class Profile link on the top
left of the screen.

In the new window that appears, click the
second tab: Student Roster.

Place a check mark next to each student
that should be enrolled in the class.

Click Save.
Repeat for all classes.

NOTE: Avoid enrolling students in multiple
classes!

NOTE: If students appear on the
SmartBar in an “all students” class,
ensure that the class name begins with
zzz and that NO teachers are assigned
to the class.

Activate Student Accounts
If students do not appear in the SmartBar, they are likely located in the Inactive Accounts.
Click on “My District” or “My School” at the top left of the screen in the Roster tab.

P
P

Then, in Advanced

Edit Class Profile

Profile* \| Student Roster

\

Edit information about this Class account on the Profile and Student Roster tabs.
Items marked with an asterisk (*) are required. When you are done, click Save to finish.

Use the check boxes to select students to include in this class.

Attention: Removing a student from the class roster may deactivate him or her.
Students must be included in at least one class or they will not appear in the
SmartBar. See the student profile window for enroliment information.

Select Students
OJ Last Name First Name
[ | Anderson Michael =
[ | Benson Carol
II Bracco Christine
M Chu Amy
[ | colins Chris
M Cooper Tiffany
[ | penato Aimee
[ | Evans Jamal
M Felix Tonya
M Fermnandez Luis [~

. Home Roster Reports Resou
Settings on the bottom left ome_1© D_\Ect 1@ resources
. IS
of the screen, click Manage E== My ®
Inactive Accounts. e e Bt
] Emai Moot oo

On the first page of results, rmne hom o BN

click the box next to the Pt Version

names of students assigned o H i *g ies *sg

to a particular class. 88 | s5 | & | 53¢ | W3 has
Lincoln Middle School 180 219 39 75 219 218

In the drop-down menu at

the bottom of the screen, L]
District totals 180 219 39 75 218 219

select Assign to a Class.
Click Go.

A new window will appear.
Select the appropriate class
name from that window.

Click Save.

READ 180 Enterprise Edition Certificates
rSkills Tests Enterprise E.
[ system 44

& scholastic Phonics Inventory

Settings
Settings

Grading Tools
Grading Tools

Settings
Settings

Grading Tools Cerficates

[#] scnolastic Reaing Counts!
& scholastic Reading Inventory

Settings Certificates

Settings

Grading Tools
Grading Tools

Manage Licenses =
Import

Import Teachers

Import Admins

Export

Manage Inactive Accounts

Manage Student Promotions ||

Move to the next set of student results (the next 250 students) and repeat the process.

Repeat for each class.

If students do not appear in the Inactive Accounts, you may need to import them (see p.
4-5) or add them manually (see steps in the Teacher Implementation Guide).

September 8, 2011




READ 180 Next Generation
A SAM Administrator’s Guide to a Successful Launch

Enroll Students in Software

p Double click a class name in the SmartBar on the left side of the SAM Roster tab.
p Click the Manage Enrollment link on rp— \ Bt N
the top left of the screen. 2
p EnrO” Students |n the approprlate Use the check boxes to enroll or unenroll students in Scholitic programs. Use the check box at the top of each column to enroll all students in that program.
software. For READ 180 D W o Ao
Next Generation, this includes: 5. 25, 2B, 2B. B0 ch. & S iyt
fo Z¢ D¢ ¥ By Sy 5 3s” g8
o READ 180 Next Generation Students oo o o o o o0 o o g
o rSkills Tests Next Generation | ceeon ieree b & 0o 0o 0 0 0 0 &4
Scholastic Reading Inventory |- =" o o0 o o 0. 0 0
0 g Yy Bracco, Christine O o O O O O 0O O i
(SRI) Chu, Amy O o O O O O 0O O i
o Scholastic Reading Counts! Cotins, i 0O 8 O O 0O 0O O 0O ™
(S RC ! ) Cooper, Tiffany O o O 0 M [ O — &4
Donato, Aimee O o O O O O O O [
p C“Ck Save Evans, Jamal O M O 0 — — O — M
Felix, Tonya O o O O O O O O =
p Repeat for a” Classes Total seats remaining: 998 885 997 986 610 985 614 3590 3888 _Al
[ D
p NOTE: In order for Dashboards to Hem(s) 1 through 11 of 111
populate, at least one student in each Return [l Save [ Save &Retum |
class must be enrolled in READ 180
Next Generation.
Ensure That the Dashboards Function
For Teacher and Leadership Dashboards to function properly, the following steps must occur:
p SAM 2.0 has been installed.
p The SAM Server is registered with SAM Connect and is checking in properly.
p READ 180 Next Generation is installed on the SAM server.
p Atleast one student from the class is enrolled in READ 180 Next Generation.
p All of the latest READ 180 Next Generation Product Updates have been applied to the
server. Updates can be downloaded and installed from the READ 180 Product Support
website: www.edproductsupport.scholastic.com.
p The class must have been assigned READ 180 Next Generation in the Class Profile.
p Each class name across the district is unique.
p Each teacher and leader has a SAM account with appropriate permissions established.
p Each teacher and leader has a SAM login and is using that information to log in to the
Teacher or Leadership Dashboard.
Please note: It may take up to 24 hours once SAM has been activated and all steps above
are completed for the results to appear on the Dashboard. Also note that the Dashboard
updates data over the weekend, so if students complete an SRI during the week, it may
take a few days for the data to transfer to the Dashboards.
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