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Introducing edClass
edClass is a collection of learning activities spanning K thru 12 and all core learning areas. The activities are designed to help teachers integrate technology into the curriculum to improve student learning and achievement.

Each edClass learning activity is presented as an electronic book. These books are called 'activBooks' because in addition to containing text and graphics, they contain additional interactive elements and digital resources, providing what's needed to address the learning task presented.
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To use the edClass activBooks, you must have the activBook Reader installed on your computer. Using the activBook Reader, you can see and open all of the books that are stored on in the edClass library on your school's network.

Using this Teachers' Guide

This guide assumes that a technician has set up edClass at your school. This includes installing and configuring the activBook Reader, and ensuring that your Microsoft Office Security Level settings will allow you to run Microsoft Office templates that contain macros. This guide will tell you, the teacher, how to use the basic features of the edClass activBooks and the activBook Reader. In most cases, the guide identifies a task that you may want to perform, and then presents a series of steps to be followed.

Tip: If you require more technical details, please refer to the 'User Guide for activBook Reader in Enterprise Mode.' Technical staff requiring set-up instructions should refer to the 'activBook Enterprise Setup Guide.'

Open an edClass activBook
To open an activBook:

1. To start the activBook Reader, from the Start menu, choose All Programs and then activBook Reader
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The activBook Reader will show you a view of the library of edClass activBooks stored on your school's network server.
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2. To select a different view of the library, from the activBook Reader drop-down menu, choose Library View and then the view of your choice
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3. Use the Explorer-like folders (tree-view) to navigate down to the names of activBooks that are of interest to you
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4. Click on a book title to see a short synopsis of that book at the bottom of the Reader
Tip: When you select a book title the activBook Number will show in the synopsis pane. If you intend to use this book on a regular basis, note this Book Number. Using the number you can quickly locate and start the book again.

5. Double click on the book title to open the activBook

Open an activBook by Book Number
If you know the Book Number of an edClass activBook, you and your students can use that number to quickly find and start the book.

1. Start the activBook Reader

2. In the text box next to the Open Book: label, enter the Book Number
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3. On the keyboard, press Enter
The activBook will be open on your computer.

Navigate through an edClass activBook

Each edClass activBook presents a curriculum-based challenge, launches the student into an application template, such as Microsoft Word, PowerPoint or Excel, and provides the learner with the guidance he or she needs to thrive and enjoy the task at hand.
To navigate through an activBook:

1. To go forward a page, on the activBook toolbar click the Forward icon

2. To go back a page, on the activBook toolbar click the Back icon

3. To close the book, on the activBook title bar click the Close icon
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Launch Embedded Templates and Files
Most edClass activBooks contain additional templates or other files that can be launched from within the book. For example, an activity about writing business letters could supply one or more Microsoft Word letter templates. In activBooks, such embedded files are usually linked to a button.

To launch an embedded file:

1. Click the button within the activBook page
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Important Macro Security Information
Some edClass activBooks provide Microsoft Office templates that contain macros; small procedures that automate tasks. Within an edClass template, a macro can be very useful; it can make the template more interactive, and can provide a customized learning feature in a form appropriate to the developmental needs of the student. In order to function correctly, when you launch a Microsoft Office template that contains macros, the macros must be enabled.

Following is general information about launching Microsoft Office templates that contain macros. For more details, contact your technical support staff. Prior to making changes to your security settings, you should discuss the settings with your school administrators. Your technical administrators may be implementing alternative security strategies and settings.
The edClass templates that contain macros are signed by SchoolKiT.com Inc., the makers of edClass. When you see that a macro has been signed by SchoolKiT, you will know that the macro has come from a publisher that you trust.

Microsoft Office Security Settings - An appropriate way to use Microsoft Office templates that contain macros is to set your Microsoft Office Security Level to Medium. To do this:
a) Start Microsoft Word (or another Microsoft Office application)

b) On the Tools menu, choose Options…
c) Click the Security tab
d) In the Macro security section, click the Macro Security… button

e) Click the Security Level tab

f) Select Medium
[image: image9.emf]


g) Click OK to leave the Security dialog box

h) Click OK to leave the Options dialog box
i) Close Microsoft Word (or the other Microsoft Office application)
Launching a Template with Macros - With the Security Level set to Medium, when you next start an edClass template that contains macros, you may be shown this Security Warning dialog box: that identifies SchoolKiT.com Inc. as the publisher. To start the template:
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a) Click the Enable Macros button

Tip: Check 'Always trust macros from this publisher,' so that SchoolKiT.com Inc. is added to your list of Trusted Publishers. The next time you start an edClass template, you will not be shown this Security Warning dialog box.
Work with activBooks and Applications
Usually, your students will use edClass activBooks alongside other applications on their computers. For example, a student may be reading an activBook and taking notes in Microsoft Word. Or, the book may be showing how to graph survey results, and require that the student open Microsoft Excel to follow along with the steps. Like all applications, an activBook can be temporarily minimized. There are, however, additional features that make activBooks easy to manage alongside other applications.
1. To temporarily hide (roll-up) an activBook, on the activBook toolbar click the Hide page icon
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2. To show (roll-down) the activBook, on the activBook toolbar click the Show page icon
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Tip: With the activBook 'rolled-up,' you can move it out of the way by clicking on its title bar and dragging it to another location. To quickly show the book back at the top right corner of your screen, click the Dock icon.
Access activBook Project Files
Some edClass activBooks contain additional 'Project Files.' For example, a history activity that involves students manipulating digital photographs may be delivered with a series of graphic files. edClass activBooks that contain Project Files will explain how they are to be used. To access the Project Files in an activBook:
1. On the activBook toolbar, click the Tools icon
2. From the Tools menu, choose Project Files
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3. In the Project Files dialog box, select the files you want to access and click the Save Selected button
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4. Use the Browse for Folder dialog box to navigate to the location where you want to save these files and then click OK
At the location you specify, a new folder - labeled with the name of the activBook you are using - will be created. A copy of the Project Files selected will be saved into that folder.
5. To access the saved Project Files, use Windows Explorer or an application to access and open the saved files as you would for any other file
Tip: Carefully note where you save the files. An edClass activity may direct you to save Project Files, and then ask you to access those files sometime later in the book.
The edClass Catalog for Curriculum Planning
The activBook Reader makes it easy for you and your students to access and use the edClass activBooks stored on your school's network. When you are planning a unit of work, however, you may want to search for activities by subject area, grade level, or possibly curriculum standards. A complete catalog of the activBook titles is available at the edClass Member Services Web site.

To use the edClass Catalog on the Member Services Web site:

1. From the activBook Reader drop-down menu, choose edClass Online
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2. Use the catalog to 'drill-down' to activities and read the detailed information provided
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Note: The general catalog is available to everyone. Your school may also provide you with an Account ID and Password so that you can log in to this Member Services Web site. Logging in will provide you with additional resources such as manuals, support request forms, and depending on your location, possibly mappings to curriculum standards.

About the activBook Reader Desktop
You can store up to twenty activBooks on your local computer in the activBook Reader Desktop. There are two reasons why you may want to do this:

· If you disconnect the computer from the school network, any books stored on the activBook Reader Desktop will still be available. If you have a laptop computer, you may want to copy a few edClass books to the laptop so that at home, during your planning time, you can review them more thoroughly.

· The activBook Desktop can be used to provide a simple, 'flat' view of just a few books. If you are working with younger students, you may like to have just a few books relevant to you current topic of study stored on the activBook Desktop. Students can then go to the activBook Desktop and easily see and start the activBooks you have chosen. 

Show the activBook Reader Desktop 

1. Start the activBook Reader
If you are not connected to your school network, the library view will not be available so you will be shown the Desktop. 

2. If you are connected to the edClass activBook library on your school's network, the library view will be shown. To select the Desktop view, click the activBook Reader drop-down menu icon and choose Desktop 
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The activBook Reader Desktop will appear showing the edClass activBooks that are stored locally. 
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Save an activBook to the Desktop
The following procedure steps through the process of opening an activBook, saving it locally in the activBook Reader Desktop, and then accessing it.
1. With the computer sill connected your school's network, start the activBook Reader
2. Open one of the edClass activBooks

3. Click the Tools menu icon

[image: image19.png]



4. From the Tools menu, choose Copy to Reader Desktop
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5. Close the activBook

6. To select the Desktop view, click the activBook Reader drop-down menu icon and choose Desktop 
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7. To start the edClass activBook, in the activBook Reader Desktop, double click on the name of the activBook
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The activBook will open. This activBook is running from your local computer. You don't need to be connected to a network to use this book.

Remove an activBook from the Desktop
1. Start the activBook Reader and go to the Desktop view
2. Right-click on the activBook Reader Desktop
3. From the Desktop pop-up menu, choose Remove from Desktop
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4. In the Remove Books from Desktop dialog box, in the Book Title column, check the names of the books you wish to remove
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5. Click the Remove button

You will be returned to the Desktop. The activBooks you removed will no longer be showing on the Desktop.
Getting More Help
If you require assistance using edClass or addressing technical issues, your first points of contact are the technology support staff and administrators at your school. To function correctly, the edClass solution must be installed and configured to run on your school's network and client computers. SchoolKiT works closely with your technicians to provide them with all of the technical support that they require. If you have any problems, please do contact them so that the issue can be resolved quickly for you and for other teachers at your school.
If you would like to contact us about a particular activity or about a technical issue regarding the functionality of the activBooks or the activBook Reader, please email support@schoolkit.com.
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