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Group Tools Quick Reference

Group Tools

Teacher tools are displayed above the gray line with
student tools below the line.

Click Your Class to view group members.

Click Group Controls to manage the group.

Click Reports to monitor group activity.

Click Announcements to send a message to the

group.

* Click Discuss to post a discussion topic.

* Click Chat to enter the group chat room.

* Click Bookmarks to view or add a website or
other online resource.

¢ Click the Files icon to upload or download files.
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Discuss Chat

Your Class

Click Goals to see the learning goals that students
have set for themselves.

Click Send a Message to send a message to an
individual student.

Click Remove Member to remove a student from
the group.

Your Students

Justin Bames << Goals

Show Favorites Send a Message

€) Remove Member

Taylor Brown << Goals

Show Favorites Send a Message

€) Remove Member
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Group Controls
Choose the group tools that your students will use.

You can apply settings to the current group only, to
selected groups, or to all of your groups.
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Reports

Click the Chat History icon to see a record of group
chats (if you have enabled Chat in Group Controls).

Click the Progress Reports icon to see a record of
each student’s use of School Town.

Collaboration History is coming soon.

Progress Reports

‘ Collaboration History
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Group Tools Quick Reference

Send an Announcement Send An Announcament [
Subject Laptop Policy Notification (On 13)
Enter a Subject and Description for your e O B v

B 7 U @ 8 A -3 - FontName v 11px ~
announcement. There is a label on your desk with the number of the laptop you will use in this class, When
you come inio the room, pull your laptop off the cart and take it to your desk. Leave the
Iaptop CLOSED until you receive your instructions for the day.

Click New Attachment to add a file such as a flyer
to the announcement.

. . RN
Click New Announce To if you want to send the — R
announcement to an individual rather than the Atachment Name Dol
No records to display.
whole group. e — —
Group or Individual Name Del
Click Send to distribute the announcement or Group New Media s o
Cancel. (Send) (Cance)
. . id [=] 3]
Add Discussion o
What is new media?
Enter a Subject and Message to instruct students Messago
. . . - R U S8 A -3 -fontName - |11px -
what to discuss and set any guidelines for student = O S o e
Discuss what "new media” means to you. What are some examples of new media? What do they have in common? How
res po n SeS i are they different from "old” media?

Click Save to post the subject and message to the
discussion forum or Cancel.

PRI
ﬂ Cancel
Y]
Connect to Chat Qs cmoo-
“rowN
Click a chat room to enter. Comecedy ecia o s New Media Arts

Q7 1users
2 James Sweet (jamessweet)

Compose a message and choose whether to send
To All or to an individual user.

[ Channel List =]
Click Send to send your message. Pumin W= 99400 [ Disconnect |
Send
Click Disconnect to leave the chat room. B
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Add a Bookmark g
GarageBand Tutorials
N . . URL fiwww.apple.comiilifeltutorialsi#garageban
Enter a label for the bookmark link in Website . "":” P com S SRt
escription 9 . el
Name. B Z U & 8 A -3 -Fonthame - |11px -
These tutorials explain everything you will need to know about GarageBand for this class.
Enter the URL for the bookmark.
Enter a Description of the bookmarked website
that explains to students why it is useful or how VAR Y
they should use it. v Bookmark To ) New Bookmark To
Group or Individual Name Del
Save the bookmark or Cancel. G Newea i o

Save ) ( Cancel
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Group Tools Quick Reference

Manage Files

Click the checkbox next to a folder in My Files to
select the folder, then:
* Click Upload File to add a file to the folder from
your computer.
* Click New Folder to create a sub-folder.

Click the checkbox next to a file in My Files to select
the file, then:

* Click Download File to save the file to your
computer.

Files _ i [=] b3
Group Folder/File Name
S
)81 Hello Young World Podcast Script.docx
Download File (_Upload File \ (New Folder ) ( Rename Delete
Files el [=] 3]
Group Folder/File Name

= ) New Media Arts

WO

* CIiCk Rename to Change the name Of the flle | Download File | = Upload File New Folder _Rename | { Delete )
* Click Delete to remove the file.
Media Library Media List Add Media My Media
You can view, rate, and post comments on videos © Home
or other media added to the library by you, your
reachers, or your classmates. (aa———
Click Media List to see all media or filter by
Category or tag ; ™ Hello Young World
00:36
Click Add Media to upload or embed a video or Added: 3 days ago, in category: New Media
. . Arts
other media to the library. —
From: James Sweet
. Comments: 1/ Views: 10

Click My Media to search or filter media by
keyword, series, or category.
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