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Teacher Training Guide     

 

1 

Introduction 

 

 

Welcome! This guide helps train you to use the GlobalScholar Curriculum Instruction 

Information System (CIIS) and improve your teaching.  

This guide describes how to use the CIIS to quickly and effectively complete routine 

educational tasks, including the following: 

 Plan your classes  

 Schedule and assign activities 

 Track student progress  

 Manage your student rosters 

As a teacher in a school or school district that uses the GlobalScholar CIIS, you benefit in 

a number of ways: 

 Reduce paperwork, freeing you to focus on teaching. 

 Gather assessments, teaching materials, and parent resources in one, 
easily accessible place so you can build on what other teachers have 
done. 

 Track student progress so you can watch them succeed or get them the 
extra help they need. 

 Give your students access to supplemental learning options through the 
GlobalScholar Online Learning Center. 

 Get parents involved by providing them with resources and updates.  
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About this guide 

You can refer to individual topics in this guide, or you can work through all the 
lessons. If you work through the lessons, you should complete them in order, and 
allow approximately one to two hours to complete them.  

Use the tips in this guide. They’re helpful and easy to find. Here’s an example: 

 

Tip Help keep your information safe and secure. Whenever you're done 
with the GlobalScholar CIIS, click Sign Out at the top right of any CIIS 
page. 

About the instructor notes 

GlobalScholar produces its CIIS training guides for teachers and for GlobalScholar 
administrators in two versions: a student version and an instructor version.  

These versions are nearly the same, with the exception that the instructor version 

has additional notes for GlobalScholar CIIS instructors. Instructor notes appear in the 
margin. 

Students in GlobalScholar CIIS training see notes that look like this 
example. In student versions, instructor note text is hidden text. When you as a 
student see such a note, you can anticipate that your GlobalScholar CIIS instructor 
might provide you with additional details, real‐world examples, or additional tips. 

After you complete your training and refer to this guide, instructor notes can remind 

you of the special material that your instructor covered. 

Instructors see notes that look like this example. 

 

 Instructor note  

It’s important for 
teachers and students 
to sign out when 
they’re done using 
GlobalScholar. This 
helps keep 
information secure. 

  Instructor note 
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CIIS guides and resources 

Use the following based on your role, both during CIIS training and as references 
afterward: 

Teacher Training Guide  

For teachers  
Topics include tracking classes and schedules, student assessments, student 

progress, and discussions.  

Administrators Training Guide  

For state-, district-, and school-level CIIS administrators   
Topics include setting up schedules, courses, sections, accounts, and district and 
school profiles.  

Curriculum Preparation Guide 

For both teachers and CIIS administrators  
Topics include curriculum readiness for CIIS use, as well as adding and managing 
curricula, units, lessons, and assessments.  

Student Training Guide  

For students   
A self-instructive guide. Topics include student learning plans, tracking assignments, 
and discussions. Students do not receive CIIS training from GlobalScholar Corp.  

Help on the CIIS 

Use the online Help to access the CIIS 
guides in PDF format… 
 

…and built-in Help that makes the 
CIIS easy to learn and use. 
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Tips for learning about new CIIS features 

As you use the CIIS, you might find new features that, for example, add functions 
or make it easier to do routine tasks. In its commitment to improve the quality of 
education, GlobalScholar Corp. — the website's developer — periodically adds 
features, fixes bugs, and improves existing features. When this happens, you might 
be surprised!  

 

Here's what to do: 

Try the new features. They're easy to use and most require no special 

training. 

Be flexible. With new features and fixes issued regularly, it's important 
that you stay aware and be ready for change -- just like any other 
dynamic, growing website that you use. 

If needed, read all about it. Check back for updated versions of this 
guide, and for additional related documents or Help. These help you stay 
up to date in understanding what's new in the CIIS. 

 

If you have questions about new features 

If you have read the supporting documents or Help and still have a question about 
something new or changed in the CIIS, contact the right person. Students can 
check with their teachers. If you're a teacher, contact the CIIS administrator for 

your school or district. And, if you're a CIIS administrator, contact your 
GlobalScholar representative. 

Chapter summary 

In this chapter, you have learned how to use this guide during training and, later, 

as a reference. You also saw that the CIIS is continuously improving, with new 
features added regularly. 
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Getting started  

 

In this chapter, you will learn how to: 

Work with the information ready on the GlobalScholar CIIS 

Use the right web browser and computer settings 

Sign in to the GlobalScholar CIIS 

Maintain your account information  

 

Work with the information ready on the GlobalScholar CIIS 

This section describes the classroom and school information available to you as a 

teacher when you sign in to the GlobalScholar CIIS for the first time.  

The information you have to start with can vary based on the following: 

 What the state, school district, and school has prepared, for example, 
by preloading data to the CIIS  

 The stage of GlobalScholar CIIS setup and adoption. For example, in the 
earliest stages, little or no curricula are available at the classroom level. 

Student roster and schedule information on the CIIS 

Typically, most schools and districts will have the following information available to 
you the first time you sign in to the CIIS: 

 Term dates and class periods 

 Courses and sections 

 Student rosters 

 School calendar  

 Teacher and staff accounts on the CIIS 

Curricula on the CIIS  

The curricula available to you the first time you sign in to the CIIS can vary. This 
can result in states of readiness that include the following:  

 All curricula are integrated (preloaded) in the CIIS and ready for 
teachers to use 

 Curricula are integrated, but curriculum mapping to the proper courses 

and sections needs to be completed  

 No curricula are integrated: the state, district, or school approach is to 
allow teachers and staff to load their own curricula. 

If you have questions about available information and whether it is ready for you to 
use, contact the GlobalScholar CIIS administrator for your school.  
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Use the right web browser and computer settings 

GlobalScholar designed its CIIS for use on computers equipped with the following 
versions of these popular web browsers: 

 Microsoft Internet Explorer 6 or 7 

 Mozilla Firefox 2  

 

 

 

If you're not sure which web browser version you have, go to the browser's Help 

menu and select the About... option (for example, in Internet Explorer, select 
About Internet Explorer). In the About dialog box, check the version number 
displayed.  

To use GlobalScholar’s whiteboard, your computer must be able to display pop-up 
windows. While many pop-ups are advertisements that appear at many websites, 
the whiteboard is a special pop-up window that Globalscholar.com opens for use in 

online teaching. If your computer disables pop-ups, then you cannot open the 

GlobalScholar whiteboard. 
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Sign in to the GlobalScholar CIIS 

As a teacher in a school or school district that is using the GlobalScholar CIIS, you 
should already have received your user name and password from the school or 
district administrator. 

Note  

 If you haven't received your sign in credentials, contact your 
GlobalScholar CIIS administrator. 

 In the following procedure, using a school-based e-mail address is a 

good idea, that is, rather than a personal e-mail address.  

To sign in to the GlobalScholar CIIS 

1. In your web browser, type the address for your school's or school district's web 
site.  
 
Here's an example of a the GlobalScholar CIIS address:  
 

http://lwsd.globalscholar.com   

2. On the Sign In page, type the user name and password provided by your 
administrator. 

3. The first time you sign in, you'll be prompted to update your personal 

information by providing an e-mail address. Type your address, and then click 
Continue.  

4. Providing your e-mail address allows you to exchange e-mail messages with 
your students and their parents.  

5. Next, you'll be prompted to change your password.  
 
The At a Glance Summary opens.  

Whenever you're done with GlobalScholar, click Sign Out at the top right of any 
GlobalScholar CIIS page.  
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About At a Glance  

At a Glance acts as your home page, providing you with an overview of activities 
and schedule for each class. 

 

 

 

At a Glance includes the following sections: 

 Lesson Plan  
Summarizes planned lessons and activities for today, lessons requiring 

review, assignments due, and any past due assignments. To display 
details for an activity in the lesson plan, click the activity's name.  

 Learning Plan  

Lists unit and lesson plans for the time periods you select (for example, 
the next week).  

 Student Watch List  
If the CIIS identifies a student as needing special attention or at-risk 

(for example, owing to academic issues), his or her name appears here. 

Whenever you want to return to your CIIS home page, click the At a Glance tab.  

For more information about At a Glance, see Keep track of classes, activities, and 
schedules on page 12. 
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Maintain your account information 

You can easily manage your the GlobalScholar CIIS account settings, including your 
personal information, password, and e-mail address. 

 

 

 

To change account settings  

1. In the left column, click the Settings tab. 

2. On the account settings page, select the appropriate option for the setting you 
want to change.  
 
For example, to update an e-mail address, next to E-mail Address, click Edit. 

3. When you're done updating settings, click Save Changes.  
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Special tips 

 

 

Use the right browser. 

For more information, see Use the right web browser and computer 
settings on page 6. 

 

 

Get to your CIIS home page…fast! 

Whenever you want to return to your CIIS home page, click the At a 

Glance tab. 

 

 

Select the section you want, then the CIIS tab. 

Example: Here’s how you access the learning plan for sixth period Math: 

 

 
 

 

When you’re done, sign out.  

Whenever you're done with the GlobalScholar CIIS, click Sign Out at the 
top right of any CIIS page. 
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Chapter summary 

In this chapter, you learned that it’s important to use the right web browser and 
computer setting with the CIIS. You saw where you can quickly update personal 
information, for example, your e-mail address. You learned that the At a Glance 
page is your home page on the CIIS: a great starting place for instruction that 
provides you with an overview of activities and schedule for each class. You also 
learned basics including how to sign in to the CIIS, and to maintain personal 
information, such as your password and e-mail address. You also learned a few 

special tips to make it easier to use the CIIS as part of everyday learning. 
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Keep track of classes, activities, and schedules 

 

In this chapter, you will learn how to: 

Keep track of classes  

Add activities to your calendar  

Use the Student Watch List  

Manage the student roster  

Reset student passwords  

Contact a student by e-mail  

Keep track of activities and schedules  

 

You can get an overview of your classes, activities, schedules, and a list of students 

who are on watch for various reasons using At a Glance. Page 8 shows an example 
of At a Glance.  When you sign in to the GlobalScholar CIIS for the first time, the 
At a Glance Summary page looks empty. Over time, as you plan your classes and 
schedule class activities, you'll see a lot more information on this page.  

Keep track of classes  

To navigate among the classes you teach, click the class-period tabs (left). These 

identify classes by name and period. For example, if math is fifth period, you’ll see a 
5th-Math tab. 
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Keep track of activities and schedules 

The Lesson Plan and Learning Plan sections help you keep track of activities and 
schedules. Under Lesson Plan, you’ll find the following: 

 Today summarizes planned lessons and activities, along with 
assignments due. 

 Review Required lists any lessons that require grading. For an 
example of how to review, see View and grade student submissions on 
page 36. 

 Past Due lists any past due assignments. To display details for an 

activity in the lesson plan, click the activity's name. 
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Class Learning Plan  

The calendar in the Learning Plan section gives the unit-level breakdown of the 

curriculum by the day.  

 To see a different range of dates, click the forward or back arrows at the 
top of the calendar. 

 For details on a lesson or activity, click the item. The Activities pop-up 
includes the type of activity (for example, Exercise or Assessment). 
For more details, click the activity name. 
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Add activities to your calendar 

1. Click the At a Glance tab. 

2. In the calendar, click the heading for the date you want. 

 

 

3. In the Activities pop-up, click Add More Activities. 

4. On the Lessons, Activities, and Assessments page, locate the activity you 
want and, in the Select column, select it. 

5. Either above or below the activity list, click Assign To. 

6. In the assign dialog box, specify the assignment dates and options.  
 
Options include the use of teacher and student discussions. To learn more, see 
Understand online discussions on page 41. 

7. Click Assign.  
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Use the Student Watch List  

If the GlobalScholar CIIS identifies a student as needing special attention or at-risk 
(for example, owing to academic issues), the student’s name appears on At a 
Glance in the Student Watch List.  

The CIIS adds a student’s name to the watch list when the student has 20 percent 
or more assignments past due, on a minimum of five assignments. In the Student 
Watch List, you can open a student’s learning plan by clicking the student's name. 
For more information on learning plans, see page 30.  
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Manage the student roster  

On the Student Roster page, you can see a complete list of students enrolled in a 
class. You can view a student's learning plan directly from the student roster. 
 
To view a student's learning plan 
 
1. Click the Student Roster tab. 

2. Locate the student you want and click View Learning Plan.  

You can also review the learning plan for an entire class.  For more information, see 

Track assigned activities using learning plans on page 30.   
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Reset student passwords   

Because students frequently lose their passwords or fail to protect them, you can 
quickly reset student passwords. When you reset a password, GlobalScholar 
automatically resets the password to the first four digits of the student ID number 
plus the student's birth year.  
 
For example, for a student with an ID of 66951234 and a June 27, 2000 birth date, 
the new password would be 66952000. 

 
To reset a student's password 
 

1. Click the Student Roster tab. 

2. Locate the student you want and, under Tasks, click Reset Password.  
 
This immediately resets the password.   

Contact a student by e-mail 

If needed, you can quickly contact a student by e-mail, if the student has an e-mail 
address set up in the CIIS. When you use the following procedure, the CIIS opens a 
new e-mail message using the default e-mail program installed on the computer.  

 
To contact a student by e-mail 

 
1. Click the Student Roster tab.  

2. Locate the student you want and, in the E-mail column, click the e-mail 

address.    

Chapter summary 

In this chapter, you learned a variety of simple steps that help you keep track of 
classes, activities, and schedules. You learned how to add activities to your 
calendar, and to routinely check the Student Watch List that the CIIS automatically 
maintains. You also learned how to manage the student roster, reset student 

passwords, and to contact students by e-mail. 
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Manage student assessments  

 

In this chapter, you will learn how to: 

Create an assessment 

Create an assessment from the Gradebook in Pinnacle Web  

Score online assessments and paper assessments  

Review assessments and grade them manually  

View assessment results 

Use assessment reports  

 

Create an assessment 

Both teachers and CIIS administrators can create assessments on the GlobalScholar 
CIIS. This guide includes assessment management information specifically for 
teachers. For information about creating assessments and about related assessment 
tasks, see the Curriculum Preparation Guide. 

Create an assessment from the Gradebook in Pinnacle Web 

If your school district has integrated the GlobalScholar CIIS with the Pinnacle 

Gradebook in the Pinnacle Web suite of products, teachers can add assessments to 
assignments from the Gradebook. When you scan and upload assessments to the 
CIIS, the CIIS automatically adds the assessment scores to the Gradebook. For 

more information, see Score online assessments and paper assessments on page 
20.  
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To add an assessment from the Gradebook 

1. Click the Gradebook tab.  

2. In the Gradebook, locate the class and assignment you want. 

3. If needed, scroll to the right and, at the upper right of the page, click New. 

4. Click the Assessment tab. 

5. Under the assessment box, click New Assessment….  

6. On the Curriculum tab, follow the steps for the type of assessment you want to 
create. 
 
For information about creating assessments, see the Curriculum Preparation 
Guide. 

7. When you are done adding an assessment from the Gradebook, click your 
browser’s back button to return.    

Score online assessments and paper assessments 

After students complete assessments, scoring works differently based on the 

assessment type: 

 With online assessments, the GlobalScholar CIIS automatically scores 
the assessment.  
 
If your school district has integrated the CIIS with the Pinnacle 
Gradebook in the Pinnacle Web suite of products, the CIIS also 

automatically adds the test scores to Gradebook. For more information, 
see the Pinnacle Web manual. 

 With paper-based (offline) assessments, school staff scan the 
assessment answer sheets and then upload the sheets to the CIIS for 
automatic scoring and storage.  

Note For more information on scanning assessments, see your scanning technology 
liaison. 
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Review assessments and grade them manually 

Typically, the GlobalScholar CIIS automatically corrects uploaded answer sheets. 
However, if you have assessments that require review, you’ll see a number — 1 or 
greater — in the Review Required tab after you sign in to the CIIS. 

You can also review and grade assessments by opening the appropriate unit. For 
steps, see 23. 

 

 

 

To review and grade assessments from At a Glance 

1. Click the At a Glance tab.  

2. Under Lesson Plan, check whether the Review Required tab indicates that 
there are assessments to review. 
 
In the example above, there is one assessment for review:  

Review Required (1). 

3. Click the Review Required tab. 
 
This tab lists both the assessments ready for review, and the total of 
assessments not yet submitted. 

4. Click the assessment’s name.  
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5. On the Review tab, you can list all questions or only those requiring review. 
From the Show drop-down list box, select the list you want.  

 

 

Each question displayed on the Review tab can include the following: 

 Model Answer This can include both a sample answer that a grader 
can use, along with any special scoring instructions. 

 Answer The student’s answer.  

 Points This includes color-coding, with a green shading with for correct 
answers, and red shading (below) for incorrect answers. 
 

 
 

 Manual grading If the question requires manual grading or scoring, 

the CIIS identifies it (lower left).  
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6. To score the assessment, do the following:  

a. Click the tab for the question you want. 
 

 

b. In the Point box, type the number of points. 

7.  When you have finished scoring all questions, click Done.  

Access, review, and grade assessments in units 

To grade assessments  

1. Click the Curriculum tab. 

2. On the Browse Curriculum page, click the unit you want. 

3. Click the Unit Activities tab, locate the assessment and click its name.  

 
The CIIS displays the assessment on the Preview tab.  

4. Click the Review tab.  

5. Continue with step 5 in the previous procedure.  

View assessment results 

After an assessment has been graded, you can preview it and then print it for 

distribution to students. 

To view an assessment’s results  

1. Click the Curriculum tab, then click the unit you want. 

2. On the units page, click the unit you want. 

3. On the Lessons, Activities, and Assessments page, locate and click the 
assessment you want. 

4. To display the assignment, click Assignment History.  

5. On the Assignment History tab. under Event, click the assignment name. 

6. Click the Results tab. 
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7. Locate the student you want and, in the Results column, click View.  
 
The CIIS displays the assessment results. In the results, green rectangles 
identify correct responses.    
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Retract assessments 

On the CIIS, you can retract an assessment that has already been assigned. For 
example, you can retract an assessment if you decide that you do not want to use 
it.  

 

 

To retract an assessment  

1. Click the Curriculum tab, then click the unit you want. 

2. On the units page, click the unit you want. 

3. On the Lessons, Activities, and Assessments page, locate and click the 
assessment you want. 

4. To display the assignment, click Assignment History.  

5. Under Options, click Retract.  

6. To confirm, click OK.   

 



 Teacher Training Guide  

 26 

Use assessment reports 

To help you manage assigned and completed assessments more effectively, the 
GlobalScholar CIIS provides several reports:  

 Proficiency report (described on page 27)  

 Item response report (described on page 28)   

 Item analysis report (described on page 29)  

Note The CIIS prepares reports only for assessments that have available results.  

To view assessment reports  

1. Click the Curriculum tab, then click the unit you want. 

2. On the Browse Curriculum page, click the unit you want. 

3. On the Lessons, Activities, and Assessments page, locate and click the 
assessment you want. 

4. To display the assignment, click Assignment History.  

5. On the Assignment History tab. under Event, click the assignment name. 

6. Click the Results tab. 

7. Point to the Report icon and, from the drop down-list box, select which report 
you want to view (Figure 1).  
 
If you do not see a report icon, then no student in the section has completed 
the assessment. 

8. As needed, review and print the report.    

 

Figure 1 Reports are available when there are completed assessments  
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Proficiency report  

This classroom-level report allows you to view class proficiency — by performance 

band or standards — for an activity or assessment.  
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Item response report 

This report provides information on the responses each student gave to each item in 

an assessment. 

 

 

 

 

At the bottom, this report includes item response totals for the entire class: 
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Item analysis report 

This classroom-level report provides analytical data regarding the number and 

percentage of students who responded correctly to each item on an assessment. 
This report’s calculations include only students who submitted the assignment. 

 

 

 

Chapter summary 

In this chapter, you learned how to manage student assessments on the CIIS. You 
learned how to create assessments, including — if your school uses the Gradebook 
in Pinnacle Web — how to create assessment s directly from Gradebook. You also 
learned how to score online and offline assessments, view their results, and to use 
assessment reports. Finally, you learned that the separate Curriculum Preparation 
Guide is an important companion document to this training guide, explaining more 
about creating assessments and about related tasks.  
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Keep track of student activities and progress 

 

In this chapter, you will learn how to: 

Track assigned activities using learning plans  

Display activities on learning plans   

Display information for individual lessons or activities  

View and grade student submissions  

Retract activities  

Work with the Gradebook in Pinnacle Web  

Review student progress and assessment reports 

 

Track assigned activities using learning plans 

As you assign a variety of activities, it can become complicated to track due dates, 
the number of submissions you've received, the students from which you've 
received them, and which submissions you've reviewed. For an up-to-date summary 
of activity information for an entire class or for individual students, use the 

Learning Plan page. 

To open learning plans 

1. On the left, click the tab for the class you want.  
 
Each tab shows the period and name. For example, if your first period class is 
math, you'll see a tab with a name like 1st Math. 

2. Click the Learning Plan tab. 

 
By default, the Learning Plan page lists activities assigned to an entire class.   
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About the information in learning plans  

In the CIIS, the Learning Plan page flexibly displays and summarizes activity for 

all students in a class or for individual students.   

 

 

Viewing learning plan information is quick and easy, using the following two main 
steps for however you to display the plan: 

First, on the left, select how you want to view the plan: 

1. Pick a student  
This allows you to select a Class Learning Plan for the entire class or to 
select, by student name, a Student Learning Plan. 
 

2. View by units or standards  
These tabs separately list applicable units and standards. The Units tab 

lists units and associated lessons and activities. 

Then, on the right, check the summary chart and activity lists:  

Learning Plan chart (upper right)  
This chart summarizes progress for all units, showing by percent how many 
units students have completed, in progress, and more.  

Coming Up, Past Due, and Completed (lower right)  
These list activities that the CIIS displays, by default, in a handy summary. 
For each category, use the drop-down list boxes to list more or fewer 
activities.  
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Track activities using Class Learning Plans 

By default, the Learning Plan page summarizes learning activities for the entire 

class. 

To check activities for an entire class 

1. On the left, under Pick a Student, select Entire Class.  

2. On the right, check the activities summary. 
 
Note that the chart’s subtitle by default indicates that the summary is for All 
Units (Figure 2).  

 

  

Figure 2 Learning Plan chart 

summarizing class activity for All Units 

Figure 3 Learning Plan chart summarizing 

class activity for the unit Data and 

Decisions 

  

Examples of how to view information in Class Learning Plans  

To check class progress on a unit 

1. On the left, click the Units tab. 

2. Click the unit you want. 

3. On the right, check the chart and the activities lists.  
 
Note that the chart’s subtitle identifies the unit. For example, if you checked 

class activity on the unit Data and Decisions, the chart identifies the unit by the 

Data and Decisions name and summarizes activity on the unit (Figure 3).   

To check class progress on an activity or a lesson 

1. On the left, locate the unit you want. 

2. Click the activity or a lesson you want.  

3. On the right, check the chart and the activities lists.  
 
Note that the chart’s subtitle identifies the activity or a lesson.    

To check class progress on a standard 

1. On the left, click the Standards tab. 

2. Click the standard you want.  
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3. On the right, check the chart and the activities lists.  
 
Note that the chart’s subtitle identifies the standard.    

Track activities using Student Learning Plans  

By default, the Learning Plan page summarizes learning activities on all units for 
the student you select.  

To check activities for a student 

1. On the left, under Pick a Student, select the student you want.  

2. On the right, check the activities summary. 

 
Note that the chart’s subtitle by default indicates that the summary is for All 
Units (Figure 4).    

 

Figure 4 Learning Plan chart summarizing student activity for All Units  

 

Examples of how to view Student Learning Plan information 

To check a student’s progress on a unit 

1. On the left, click the Units tab. 

2. Click the unit you want. 

3. On the right, check the chart and the activities lists.  

 
Note that the chart’s subtitle identifies the unit.    

To check a student’s progress on an activity or a lesson 

1. On the left, locate the unit you want. 

2. Click the activity or a lesson you want.  

3. On the right, check the chart and the activities lists.  
 
Note that the chart’s subtitle identifies the activity or a lesson.    
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To check a student’s progress on a standard 

1. On the left, click the Standards tab. 

2. Click the standard you want.  

3. On the right, check the chart and the activities lists.  
 
Note that the chart’s subtitle identifies the standard.    

Display activities on learning plans 

By default, the Learning Plan page displays activities due in the next seven days. 
You have several options for displaying different groups of activities. You can 

display only activities that: 

 Are assigned to a specific student or all students  

 Will be completed in the classroom  

 Were completed during the last seven days  

 Are associated with a specific unit or lesson in the curriculum  

 

 

 

To control which activities to display 

1. On the learning plan, at the left, select an individual student or all students.  

2. As needed, do the following: 

 Under Coming Up (right), select the time period.  

 Under Past due (right), select the number of activities you want.  

 Under Completed (right), select the number of activities you want.  
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Display information for individual lessons or activities 

You can easily check information about a lesson or an activity using the CIIS. This 
information includes the activity’s assignment date, related resources, and students’ 
submissions. 

 

 

 

 

To view lesson or activity information 

1. In the learning plan, under Coming Up, Past Due, or Completed (lower 

right), locate the lesson or activity you want (for example, in an activity list on 
the right) and click its name. 

2. On the Curriculum page, click the Details tab.  

3. Review the information displayed.  

4. To expand a section and display its information, click the red arrow. To hide the 
information, click the red arrow again.    
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View and grade student submissions 

To complete a lesson or activity, students submit documents (that is, they upload 
files to the CIIS). After uploading completes, the CIIS adds links to the documents 
to the online lesson or activity. 

To view a student’s submission 

1. Open the lesson or activity.  
 
For steps, see Display information for individual lessons or activities on page 35. 

2. Click the Details tab.  

 
A list of students appears that contains information about whether or not an 
activity is completed, files that have been submitted, and completion or 
submission dates. 

3. In the Files Submitted column, click the link to open and evaluate a 
submission. 

4. Select Accept or Reject. The option you select applies to the items currently 
displayed. 

5. Add a comment if you want, and then click Save.  

 

Tip To view assessment scores, click View Details in the bottom left of 
the assessment's activity record. 

 

Retract activities 

You can retract an activity, for example, if you determine that it is not going to be 
an effective activity for your students. Or, perhaps you want to retract an activity if 

you want to withdraw it from use. 

 

Tip Use care when retracting activities. Once you retract an activity, you 
cannot open it again. 

To retract an activity 

1. Open the lesson or activity.  

 
For steps, see Display information for individual lessons or activities on page 35. 

2. Click the Assignment History tab. 

3. Click Retract.   
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Work with the Gradebook in Pinnacle Web 

 

 

Excelsior Software, Inc., a GlobalScholar Corp. company, develops Pinnacle Web. To 

learn more about Pinnacle Web, go to http://www.excelsiorsoftware.com. 

Note When you sign in to the GlobalScholar CIIS, you automatically sign into the 
Pinnacle Gradebook. You do not need additional credentials (user name and 
password). 

 

 

To open the Pinnacle Gradebook  

 Click the Gradebook tab. 

To learn how to work with Pinnacle Gradebook in Pinnacle Web 

 At the upper right of Pinnacle Web pages, click Help.  

http://www.excelsiorsoftware.com/
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Review student progress and assessment reports    

On the CIIS’s Reports tab, you can monitor students' progress in completing 
curriculum activities and meeting class standards. You can view progress for the 
class as a whole or for individual students.  

View progress by curriculum or standards 

 To view progress by curriculum unit, click Curriculum Units. 

 To view progress by class standards, click Standards. 

The legend defines the colors that appear in the Progress column (for example, 
green means completed).  
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View progress by class or student 

By default, the table displays the progress for the class as a whole. To see a specific 

student's progress, select the student's name from the list. 
 

Understand progress information 

For each curriculum element or standard, GlobalScholar displays the following: 
 

 Progress This column displays a bar that shows how many activities 
have been completed, are in progress, are past due, or are not yet 
assigned to the students selected in the Selected Students list. The 

legend defines the colors in the progress bar.  

 Completed This column indicates what percentage of the element or 
standard the selected students have completed.  

Assign activities  

After you use the reports to review progress, you can assign activities. 
 
To assign activities  
1. Display the report you want. 

2. In the right column, click Assign Activity.  

3. On the Browse Curriculum page, select the unit you want. 

4. On the Lessons, Activities and Assessments page, you select activities and 
assign them to the selected students.    

View assessment reports 

The CIIS provides assessment reports for the class or for individual students. For 

information about these reports, see  
Use assessment reports on page 23.  
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About student reward points 

As you assign and score student work, the CIIS automatically assigns reward points 
to students. On GlobalScholar, students automatically receive reward points after 
completing and submitting activities prior to the due date. 

The following example shows how students see reward points on the CIIS: 

 

 
 
Your Reward Points shows the following: 

 The total number of points earned (you’ll find the total at the top of the 
list)   

 When the student earned points, by date and class  

 
To view reward points, a student simply clicks the Rewards tab on the left. On the 
tab is the total number of reward points earned. In the example above, the student 
has 29 points. 

 
 

Chapter summary 

In this chapter, you learned how to keep track of student activities and progress. 
You learned how to work with learning plans, including how to track activities, to 

view lesson and activity information, and, if needed, to retract activities. You also 

learned how to view and grade student submissions on the CIIIS.  
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Have discussions with students and teachers 

 

In this chapter, you will learn how to: 

Understand online discussions  

Start a class discussion  

Post to discussions  

Understand discussion icons  

Activate or deactivate teacher-to-student discussions  

Understand online discussions  

You can take part in online discussions on the GlobalScholar CIIS. Discussions can 

be a great way for teachers to informally evaluate student understanding, discuss 
issues, get useful advice, and more. 
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As a teacher, you can participate in these types of discussions: 

 
Teacher-to-student discussions  

You can have discussions with students in a section you teach (for example, 
Journalism 100). 

Discussion areas Examples 

Classroom You want to have a general discussion about your section, 

not specific to a unit, an activity, or a lesson. 

Units You want to post short news stories and ask students to 

comment about the writing quality, point of view, and more. 

Activities You want feedback from students about stories they wrote for 
the school newspaper. 

Lessons You want to provide your students with a list of 
recommended online newspaper style guides. 

 
Teacher-to-teacher discussions  

You can have discussions with other teachers in your school that share the same 
curriculum. 

Discussion areas Examples 

Curricula A new teacher asks for advice teaching a section of a course 

he is teaching for the first time. 

Units You want materials from other teachers for an art unit. 

Activities A teacher asks other teachers for a sample quiz for a math 
skill. 

Lessons A teacher asks other teachers for a worksheet to use with a 
30-minute calculus lesson. 

 



 Teacher Training Guide  

 43 

Start a class discussion 

After you sign in to the GlobalScholar CIIS, you can start a new online discussion. 

1. On the left, click the tab for the class you want. 

2. Click the Discussions tab and, under General Class Discussions, click Start 
a New Discussion.  

3. On the Discussions home page, type a title for your discussion. 

4. In the Discussion Message box, type the text you want to post. 

5. Click Submit.  

 

Tip You can also start discussion for specific activities, for example, an 
exercise or assessment. Simply display the activity, click the Discussions 
tab, and then click Start a New Discussion.  
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Post to discussions  

Posting is how you contribute to online discussions: you select a discussion, and 
then type your comments. On the GlobalScholar CIIS, you can easily post your 
comments to an existing discussion. 

To post to a class-related discussion 

1. On the left, click the tab for the class you want. 

2. Click the Discussions tab. 

3. Under the appropriate heading — for example, Recent Discussions or 

Popular Discussions — click the discussion you want. 

4. On the Discussions home page, click Post Reply.  

 

 

5. In the Reply to a Discussion dialog box, do the following:  

 
In the Message box, type the text you want to post.  
 
Click Post.    
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To post to an assignment- or activity-related discussion 

1. On the left, click the tab for the class you want. 

2. Click the At a Glance tab.  

3. Locate the assignment you want and click the discussion icon next to it.  

 
This example shows how you can determine how many discussions are in 
progress. To learn more, see Understand discussion icons on page 46. 
 

 

4. On the Activity page, click the Discussions tab. 

5. On the Discussions tab, locate and click the discussion you want. 
 

 

6. Click Post Reply.  

7. In the Reply to a Discussion dialog box, do the following:  
 
In the Message box, type the text you want to post.  
 

Click Post.  
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Understand discussion icons 

To help make discussions intuitive and easier to use, the CIIS uses balloon icons, 
like you see in comic strips. Colors help you identify a discussion’s status at a 
glance. 

 

 

Green balloons and white balloons 

A green balloon indicates that there is at least one discussion in progress on that 
topic. A white balloon means that there are no discussions started:  

 

 

 

Tip To determine the number of discussions started, rest your mouse 
pointer over the icon. For example, a 2 discussions tooltip tells you that 
there are two existing discussions to which you can post. If the 
GlobalScholar CIIS displays a 0 discussions tooltip, you can be the first to 

start discussion about the assignment.  

 

 

Grey balloons 

A grey balloon indicates that all related discussions have been deactivated:  
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Activate or deactivate teacher-to-student discussions 

You can activate or deactivate only at the highest level, for classroom discussions. 
For example, you cannot deactivate at the unit level, that is, to deactivate 
discussions for a specific unit and also deactivate discussions for all of the unit’s 
lessons and activities. 

Important When you activate or deactivate classroom discussions, the action 
applies to all subordinate discussions. For example, if you deactivate discussions for 
an Algebra unit that contains three lessons — and each lesson has a discussion on 

the CIIS — you deactivate a total of four discussions: 

 One discussion for the Algebra unit 

 Three discussions for the lessons that are in the unit  

Activate discussions for a unit or an activity 

You can control whether students can start discussions about activities, for 

example, exercises or assessments. 

1. On the left, click the section you want. 

2. Click the Curriculum tab. 

3. Click the appropriate unit. 
 

If you want to control discussions, click the activity you want. 

4. Click the Discussions tab, and then enable or disable students’ discussions. 

Activate all discussions by students for a section 

You can control whether students can participate in discussions for a particular 
section of a course. For example, if students in your math class need to spend time 
preparing for an upcoming test or another activity, you might want to temporarily 
stop discussions.  

1. On the left, click the section you want. 

2. Click the Discussions tab. 

 
Note Make sure that the page lists student discussions, and not teacher 
discussions. 

3. Enable or disable students’ discussions as needed.  

Chapter summary 

In this chapter, you learned about teacher-to-student and teacher-to-teacher 
discussions online, through the CIIS. You learned how to find and read discussion 
posts, and how to start a new discussion. You also learned about CIIS features that 

let you deactivate (suspend) discussions. 
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