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An Introduction to K12Planet

Training for Teachers

Trainer’s Notes
Introduce yourself and the session.
Ensure that participants have the Quick Reference Card for Teachers.
Copies of all user documents are available for download at 
www.k12planet.com/Implement (enter Support User Name and Password).
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What Can Teachers Do?

Post messages, homework, grades, rosters, 
class schedules, and class resources
View school and student information
View demographic information

Trainer’s Notes
Make sure you’ve gone through the Introduction orientation before you start these 
Parents’ orientation slides.
(overview)
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How Do I Post Homework?

Assignments

Trainer’s Notes
Show My Students > My Classes > Homework.
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Report Card grades
eClass Grades 

How Do I Post Grades?

Trainer’s Notes
Show My Students > My Classes > Grades.
Describe eClass Grades and how it fits into K12Planet. 
Describe the difference between eClass Grades and Report Card.
Show how to choose whether K12Planet or eClass Grades gets published, or both.
Show how to create, edit, and post K12Planet Grades.
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Alerts, messages, activities, events
Class schedule
Online resources

What Else Can I Post?

Trainer’s Notes
Show My Students > Announce > Alerts, Messages, Activities, and Events.
Describe how to add, edit, and delete using these pages.
Show My Students > My Classes > Class Schedule, Online Resources.
Describe how to view student rosters, create a class schedule (only elementary 
school teachers), and work with online resources.
The Class Schedule overrides the Mac School or Win School schedule.
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How Can I View Students’ 
Information?

Announcements
Homework 
Schedule
Attendance 
Grades

Trainer’s Notes
Show My Students > Find Student.
Teacher’s see exactly what the student sees.
Demonstrate how to find a student.
Show My Info > Today, Classes, Attendance, Grades, and Conduct (optional).



Chancery SMS eTraining - K12Planet

Copyright © 2002 Chancery Software Ltd. 7

How Can I View School 
Information?

General information
Announcements
Staff directory
Course catalog
Online resources

Trainer’s Notes
Show the My School > General Info, Activities, Events, and Staff.
These are the general pages every user can view.
Show the Planning > Courses.
Demonstrate how to show course details.
Show the Resources > My Libraries, and Research.
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How Can I View My
Information?

Class rosters
Name, address, and phone number

Trainer’s Notes
Show My Students > My Classes > Rosters.
Demonstrate how to drill down into the details.
Show My Students > My Info.
Demographic information they can view in K12Planet is the information that 
already exists in the school’s database. View it for confirmation purposes only.
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What Else Can Teachers 
Do?

Post school-wide announcements
View class rosters
View what students view
View your information

Trainer’s Notes
(summarize)


