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Overview of Administrative Functions

The purpose of this In-Service extranet reference manual is to provide you with an overview of the online
functions that support you in completing the ITA responsibilities. Below is an overview of the functions for
all user types participating in the Intel® Teach Program.

Program Customer National Training Intel Teach Senior Local Education Master
Strategy and Support (CS) Agency Affiliate Trainer Agency Teacher
Management K (NTA) (ITA) (ST) (LEA) (MT)

Intel) Tracking MT -
( Classes Approving/

US Intel Teach
Manager

CS maintains a
tracker of all MT
classes scheduled

- Manages Program
and sets strategy
- Reviews and
approves ITA and
NTA Grants
- Develops the ITA
Pipeline

Coordinating
Class Logistics
and Materials
CS coordinates
logistics and
materials ordering
for all MT classes

Scheduling NT
Sessions
NTA schedules
National Training
Sessions

Rejecting LEA
Applications
ITA approves/rejects
LEA applications
within their region

Promoting MTs
ST grades and

certifies MTs for
all MT classes

Applying Online
LEA completes
online In-Service
Program application

Assigning STs to
Classes
NTA assigns Senior
Trainers to all MT
classes nationwide

Assigning STs to
Classes
ITA assigns Senior
Trainers to MT
classes in their area

Completing
Online MT Class
Evaluations
ST instructs
certified MTs to
complete the
online evaluation

US Intel Teach
Communications

- Program
communications

- Program collateral

- Liaison with Intel
Marketing

Reporting
CS accesses
reports on all
users: LEA
Groups, MT users,
MT classes, and
PT classes

Approving/
Rejecting LEA
Applications
NTA approves/
rejects LEA
applications as a
backup to the ITA

Scheduling MT
Classes
ITA works with LEAs
to schedule MT
classes.
ITA accepts or
rejects MTs into
cl held in their

K12 Training
Manager

- ST Strategies

- Deliver & Support
Training

- Support Content
Development

Manager

Events & Logistics

- Plan & coordinate
ITA & ST Summits

- Manage Intel's
booth at FETC &
NECC

- Manage CS Team

Intel® Teach Program
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Managing LEAs,
MTs, and PTs
Nationwide
NTA manages
LEAs, MTs, MT
classes, and PT
classes for all ITA
regions

Scheduling MT
Classes
NTA works with
ITAs to schedule
MT classes for

region as requested
by the LEAs

Closing MT
Classes
ST closes their
MT classes online

Accessing the
Extranet
MT receives Extranet
login information once
they are certified and
authorized in a class

Getting A pted
ITA notifies LEAs of
application approval.

LEASs receive
Extranet login
information upon
application approval

Completing MT
Class Evaluations
MT completes online

class evaluations

Managing LEAs and

MTs
ITA manages LEAs
and MTs within their
region

Managing PT
Classes
ITA manages PT
classes within their

NTA accesses
reports on all users:
LEA Groups, MT
users, MT classes,
and PT classes

e region
j Reporting
Reporting ITA accesses

reports for users
and classes
scheduled in their
region

Requesting to Host
an Essentials
Course or
Workshop

Scheduling PT
Classes Online
MT sets up PT
classes on the
Extranet

Adding Master
Teachers Online
LEA adds new MTs
online or
authorizes continuing

Ts

Ordering Class
Materials
MT orders materials
online for each PT
class that is
scheduled

Requesting Master
Teacher Classes
LEA assigns Master
Teachers to available
classes nationwide or
contacts ITA or NTA
to host a class

Closing Class and
Reporting #s
MT reports actual PTs
trained for each class
online and closes
each class online

Reporting
LEA accesses MT
user and PT class
reports within their

LEA

ITA Users: 2
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Glossary of Terms (A-2)

Term

Definition

1.

2.

Intel® Education
Assessing Projects

Authorization

Certification

Classic

Intel® Education
Help Guide

Intel® Teach
Essentials Course

Intel® Teach
Essentials Online
Course

In Good Standing
(1GS)

1. Assessing Projects: This free application
helps teachers create assessments that
address 21st century competencies. The
application contains a large library of formative
and summative assessments of 21st century
skills. Assessments in the library can be
modified for multiple uses: student self-
assessment, peer feedback, and teacher
assessment of final products.

2. Authorization: The LEA has the ability to control
which programs their MT is authorized to deliver in
by checking or un-checking the “authorize” box for
each program within the MT’s user profile. LEAs can
only authorize/unauthorized the MT for programs
the individual MT is certified to deliver. Un-checking
the authorize box disables the MT’s ability to set up
a PT class and order materials. Note this does not
affect an MT’s certification, and the LEA can check
the box to re-authorize a certified MT.

3. Certification: When a Master Teacher has
successfully completed the MT instruction for a given
program, they become certified in that program. The
MT is “Certified” by the ST. Certified MTs are
counted as MTs trained. (Note: This is equivalent to
the former “In Good Standing” status.)

4. Classic: This is a term that we use for the original
program participants from year 2000-2003. This is
an internal term only.

5. Help Guide: Free Web and CD-based digital “Help
Guide” provides all step-by-step software
instructions to build practical skills, supporting
multiple versions of Open Office and Microsoft
Office*, for both Mac and Windows platforms.

6. Essentials Course: This is the original class that
has been engaging educators in technology
integration since 2000. The name of the offering is
the Intel® Teach Program Essentials Course, but
has been shortened on the Extranet due to space
limitations.

7. Essentials Online Course: The Essentials Course
curriculum is offered as combined face-to-face and
online training. Teachers have the convenience to
work whenever and wherever for the online hours,
following their initial face-to-face days of training.

8. In Good Standing (IGS): This status indicates a
MT has successfully completed a class for Master
Teachers and met the program requirements. This

Intel® Teach Program
Copyright © 2008 Intel Corporation. All rights reserved.
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is the previous term, now replaced by “Certified”.

9. ITA 9. Intel Teach Affiliate (ITA): State Department of
Education (DOE) or other state or large district
organization that is funded by the Intel Foundation
to implement the Intel Teach Program in a systemic
method.

10.LEA 10. Local Education Agency (LEA): A Local Education
Agency (LEA), usually a state agency, district, or
school, applies to participate in the program; LEAs
are selected to participate based on their strength of
commitment to program requirements.

11.LEA Group Type 11.LEA Group Type: This term refers to the LEA
Group’s program participation status. The group is
identified as either Classic (prior participation in
years 2000-2003 and is continuing) or Expansion
(new to the program; not part of the classic
program). These terms are mainly used for reporting
purposes, and are internal terms only.

12. Master Teacher 12. Master Teacher (MT): Selected by LEAs, MTs are
(MT) at least intermediate computer users and have
experience with technology integration. MTs attend a
course conducted by a Senior Trainer (ST) — an
Essentials Course for MTs and/or Thinking with
Technology for MTs — then recruit for and deliver the
course to Participant Teachers (PTs) in their area.

13. MT Program 13. MT Program Qualifications: These are a Master

Qualifications Teacher’s certification and authorization statuses
for a given program (i.e. Intel® Teach Program
Essentials course and Intel® Teach Program
Thinking with Technology course)

14. MT User Status — 14. MT User Status — Active: This status identifies a
Active MT who is certified in at least one program and is
actively involved. Active MTs can log in to the
Extranet.
15. MT User Status — 15. MT User Status — Candidate: This status identifies
Candidate a new MT who has not taken the Intel Teach

Essentials course or Thinking with Technology for
Master Teachers. MT Candidates cannot log on to
the Extranet.

16. MT User Status — 16. MT User Status — Deactivated: This status

Deactivated identifies MTs that have not completed their PT
Training obligations within 12-18 months from their
MT Certification date. These MTs cannot login to the
Extranet to schedule and order training materials
until they are re-certified.

17. MT User Status — 17. MT User Status — Inactive: Inactive MTs cannot
Inactive log in to the Extranet. Inactive status implies one of
the following scenarios:

= A MT who did not successfully complete the
Essentials course (40-hour), thus cannot
participate in the program, or

= A MT who is certified in at least one program,
but has violated program guidelines in some way

Intel® Teach Program ITA Users: 4
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(i.e. sold curriculum on E-Bay) and is now
prevented from participation, or

= A MT who is certified in at least one program,
but has asked to withdraw from program
participation for some reason (i.e. they retired
or changed jobs)

18. MT User Type 18. MT User Type: This term refers to the Master
Teacher’s program participation type. The Master
Teacher is identified as either Classic (prior
participation in years 2000-2003 and is continuing)
or Expansion (new to the program; not part of the
Classic program). These terms are mainly used for
reporting purposes and are internal terms only.

19. National Training 19. National Training Agency (NTA): Organization
Agency (NTA) that supports implementation of the program in the
uU.S.
20.PT 20. Participant Teacher (PT): Participant Teachers

(PTs) are classroom teachers with intermediate-level
computer skills who received free instruction by local
Master Teachers. Participant Teachers will return to
their classrooms with complete project and/or unit
plans and be able to immediately implement what
they have learned with their students.

21.RTA 21. Regional Training Agency (RTA): Organizations
that delivered the Intel Teach Program prior to
2007.

22. Not Certified 22. Not Certified: This is the status assigned to a

Master Teacher if they do not successfully complete
a MT class. These MTs are not counted as MTs
trained and they cannot access the Extranet or
deliver this particular class type to Participant
Teachers. (Note: This is equivalent to the former
“Not In Good Standing” status.)

23. Intel® Teach 23. Thinking with Technology Course: This name
Thinking with replaces the “Workshop on Teaching Thinking with
Technology Course Technology”. The content is the same: a 40-hour

course that focuses on enhancing higher-order
thinking skills using 3 free thinking tools. The full
name is Intel® Teach Thinking with Technology

course.
24. Workshop: Seeing 24. Workshop: Seeing Reason and Visual Ranking
Reason and Visual or Workshop: SR & VR: This was the first
Ranking or workshop in the series of Intel Teach Program
Workshop: SR & VR professional development offerings, using two of the

thinking tools available at www.intel.com/education.
The name of the offering was Intel® Teach to the
Future Workshop on Seeing Reason and Visual
Ranking. THIS IS NO LONGER OFFERED.

25. Workshop on 25. Workshop on Teaching Thinking with
Teaching Thinking Technology: This was renamed the Intel® Teach
with Technology Thinking with Technology course.
Intel® Teach Program ITA Users: 5
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Login Page and Welcome Page

The Intel Teach In-Service extranet is a password protected site used for online program management. In order to
perform your administrative tasks, please go to the extranet login page

and enter your username and password.

The URL for the extranet login page is: www.intel.com/education/teach/in-service.htm

2 Intel® Teach Program - Microsoft Internet Explorer

fle Edit Yew Favorites Tools fHep

Q- O HNREAG ) sz e Faverites 2) - .'?. =} 'i\_jﬂ 3
@jww Z.intel.com ic login. aspx B N
i Digo ~ [H] My Bookmarks ~ v/l Qweb - T opiions 4
Intel.com E'g Worldvide About Intel | Press Room | Contact Us

Intel® Education
Initiative

K-12 Education

Tools and Resources
Professional Development
Science and Math
Community Education
Higher Education
Technology Curriculum

Products | Technology & Research | Resource Centers | Support & Downloads | Where to Buy

Intel” Teach Program

Ifyou are an LEA that has been accepted
into the program or an active Master
Teacher please login here. If you are new
tothe program or are laoking for program
and application information, please visit
our public Web site

Research

Entrepreneurship

Student Frograms

About Intel in Education
Global Commitment

Press Kits

Site Support

Education Site Map

FAQ

Technical Support

login to your account

enter usemame

enter password

If you have misplaced your password, click the Forget your password? link located on the login page and you will

receive your password via e-mail.

Once logged into the extranet, you will be directed to the Welcome Intel Teach Affiliates homepage. Note the Online

Help located on your homepage.

Welcome, Intel Teach Affiliates

Click here for the ITA Online Help

Intel® Teach Program
Copyright © 2008 Intel Corporation. All rights reserved.

Online Help:

Refer to this document to obtain
assistance when performing Extranet
tasks. The Online Help provides step-
by-step instructions and screenshots
for each ITA function.
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Section 2: ITA Management
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Intel® Teach

Program

Intel Teach Affiliate

Log Off

ITA Management
& Update Perzonal Info
* View'Edit ITA Users

ITA Management
e Update Personal Info
¢ View/Edit ITA Users
LEA Management
& Approve/Reject LEA
Applications
& View'Edit LEA Groups
& ViewEdit LEA Users

MT Class Management

® View'Edit MT Users

& View MT Classes

& Ascsign MTs to Classes

& View MT Class Evaluations

PT Class Management
* View'Edit/Cancel/Recpen
PT Classes

Reports

® PT Class Report

& |EA Group Report

® MT User Report

& MT Class Roster Report

Related Links
® Contacts B Rescurces
& Problems/Questions

Intel® Teach Program ITA Users: 7
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Update Personal Information

Every ITA user has an online personal profile for contact and user access-level information. Please keep your online
profile current; this information is used to keep you informed about program updates.

To Update Your Personal Information:

1. Select the link entitled Update Personal Info located under the NTA Management heading on the left
navigation bar.

2. Enter your changes in the corresponding fields to reflect the most current information. You may change your
password by entering a new one in the password field and confirming it in the box below. Please remember to
write down your password and store it in a secure location.

Update Personal Infermation

Here you have the opportunity to update or change your personal profile. Please change
appropriate fields and press the Update button.

*indicates Required fields

User D: TICTFEN

Password™ l— You may change your_pas_sword by entering
a new one and confirming it here. Remember

Confitm P g I— to write it down and store in a safe place so

onfirm Fasswan you don't farget it

Salutation™ s x

First Mame*: ITest

Middle Initial: I

Last Mame™ IAccuunl

Address, Line 17 |1185 My Amberglen Plw

Address, Line 2: I

Mailstop: l—
City™ [Beaverton
State™ [oregon =]
Zip/Paostal Code™ IQWDE—
Country: USA

Phaone Nurmber W
Fax: I—

Fersonal Email: Iedweb yai@intel com
Business Email* Iedweb yaigdintel com

Caonfirm Business l—
Ernail* edweb. gaig@dintel corm

URL: I—

Login Enahled: v

Administratar: ¥

User Status™ Im

RTA Graup: IICT- Mational j
Rale* |Administrative ﬂ

Reset

Note: It is important to confirm your e-mail address. Please review the Business E-mail field to ensure sure it
is accurate — all program communications will be sent to this address.

3. Ensure that all required fields (indicated by an asterisk *) are completed.
4. Select the Save button at the bottom of the page to save your changes. Blue text will appear at the top of the

page stating "User <your name=> has been successfully updated” to confirm that your changes have
been made.

Intel® Teach Program ITA Users: 8
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View/ZEdit ITA Users

The View/Edit ITA Users link directs you to a page where you can obtain information about your Intel Teach
Affiliate users. Only ITA users with administrative access have the ability to view and edit other ITA user profiles. ITA
users who do not have administrative access can view only.

To View or Edit an ITA User’s Account:

1. Select the View/Edit ITA Users link located under the ITA Management heading on the left navigation bar.

2. To limit the information you are viewing, use the search criteria provided in the Narrow your Listing section.
Click the Search button to perform the ITA user search based on your selections.

Intel® Teach Administration - Manage ITA Users
To add a new ITA User select the Add button and complete the profile. A system
message will be sent to them issuing their username and password.

Action Name UserlD ITA Group Status
Narrow your Listing:
To limit your view, use the search critena provided below. Click the Search button to
perform the search based on your selections
ITA Group
State(s)
Califarnia
Colorado
Connecticut ¥
Last Name

3. The page that displays will show the list of each ITA users in your ITA Group.

4. To view or edit a ITA user’s profile, select the Edit link located to the left of the user’s name. You will be
directed to that user’s personal profile.

5. You can update the person’s account by entering new information in the desired fields.

6. Select the Update button at the bottom of the page when finished to save the changes.

To Disable an ITA User:
1. Select the View/Edit ITA Users link located under the ITA Management heading on the left navigation bar.

2. Select the Disable link next to the name of the individual you would like to prevent from accessing program
materials and information.

Note: If you disable a user, they will no longer be able to login to their extranet account. You can re-enable
their account at a later date.

To Re-enable an ITA User:
1. Select the View/Edit ITA Users link located under the ITA Management heading on the left navigation bar.
2. Select the Edit link next to the name of the individual you would like to re-enable.
3. Scroll to the Login Enabled field within the profile and re-check the box.

Intel® Teach Program ITA Users: 9
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Select the Update button at the bottom of the page when finished to save the changes.

To Add a New ITA User:

1. Select the View/Edit ITA Users link located under the ITA Management heading on the left navigation bar.

2. Click the Add button at the bottom of the page.

3. You will be directed to a blank user profile. Please fill in the contact information for the new ITA user.

4. Ensure that you complete all of the required fields (indicated by an asterisk **).

5. Assign a temporary password (the system will e-mail the ITA user their username and password once you
have successfully added them online).

6. Use the Administrator check box with discretion; administrator status enables the user to add, edit, and delete
other user accounts within their ITA Group (including LEA and MT users). Assign this status with discretion.

7. Assign a Role for this user.
Note: The extranet is set up to send important system e-mails and other critical communications to the one
user whose role is ITA Primary Contact. The system only recognizes one user as Primary Contact for each ITA
Group. That person is the Intel Teach Affiliate Coordinator. Therefore, when you add a new ITA user, please
do not assign them the role of Primary Contact.

8. Select the Update button located at the bottom of the page to save changes.

Intel® Teach Program ITA Users: 10
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Section 3: LEA Management

Approve/Reject LEA APPlICAtIONS... ..o ITA User: 12
VIEW/EAIT LEA GrOUPS......oviiiiiie ittt st et ettt s e e e s ITA User: 14
VIEW/EAIT LEA USEIS. ..ottt et et e e s ITA User: 16

Intel®* Teach

Program

Intel Teach Affiliate

Log Off

ITA Management
& Update Perzonal Info
® View'Edit ITA Users

LEA Management
& Approves Raject LEA LEA Management

Applications e Approve/Reject LEA Applications
L NJ_iev-:-:Edit LEA Groups e View/Edit LEA Groups
Vit bt s o View/Edit LEA Users

MT Class Management

& View'Edit MT Users

* View MT Classes

& Assign MTs bo Classes

* View MT Class Evaluations

PT Class Management
& View'EdityCancel/Recpen
FT Classes

Reports

& PT Class Raport

® LEA Group Report

® MT User Report

& MT Class Roster Report

Related Links
® Contacts B Rescurces
#® Problems/Questions

Intel® Teach Program ITA Users: 11
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Approve/Reject LEA Applications

Once a Local Education Agency (LEA) applies to participate in the Intel Teach Program, the Intel Teach Affiliate is
responsible for approving or rejecting the application.

Note: The function of approving and rejecting LEA applications is the role of the ITA Primary Contact in each region
(for an NTA region, the ITA Primary Contact will be the National Recruitment Coordinator). The NTA has the ability to
perform this function as a back-up to the ITA.

To Approve or Reject a LEA Application:

1. Select the Approve/Reject LEA Applications link located under the LEA Management heading on the left
navigation bar.

2. To limit which LEA applications you are viewing, use the search criteria provided in the Narrow your Listing
section. Click the Search button to perform the LEA application search based on your selections.
Narrow your Listing:
To limit your view, use the search criteria provided below. Click the Search butfon fo
perform the search based on your selections.

Start Date:  |1/1/2003 | 2|  EndDate |2/27/2007 |2

ITA Group(s) Arizona (ASSET) v
State(s)
Alabama
Alaska
Arizona
Arkansas
California
Colorado
Connecticut bt
LEA Group
MName
LEA Group Type | all w

3. You will be directed to a page that lists all of the LEAs who have applied online to participate online and are in
Pending status (awaiting approval/rejection). This page displays the following information:

= LEA Group name (which is a hyperlink to their application)

=  Primary Contact name (which is a hyperlink to their personal profile)
=  Application submission date

= Number of MTs requested by the LEA applicant

4. To view the LEA application information, select the hyperlink for the LEA Name.
Approve LEAs

The following LEAs have applied to the Intel® Teach to the Future program. Please review the

answers to the on-line submission application by clicking on the LEA Name and determine if they

gualify for the program. Click the LEA Name
to view the
- Please fill-in the Accepted # of MTs field (1-99) application details.

- Click on Accept if you wish to accept the application;
- Click on Reject if you with to reject the application. When you reject an LEA, please record your
reason and comments for future reference.

We will send appropriate notification emails to all applicants and copy you.
5. On the page that displays, you will be able to view all of the information submitted by the LEA.

6. Review all of the application fields on the form and ensure that the ratio for Number of Participant Teachers to
be Trained correlates to the Number of Master Teachers Requested.

Note: If you wish to approve the application, you must enter the Number of Master Teachers Confirmed.
This will be the number of Master Teachers allotted to the LEA.

Intel® Teach Program ITA Users: 12
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7. You will also need to identify whether the LEA Group has previously participated in the program. In the LEA
Group Type field choose Classic if the LEA has been a part of Intel Teach in the past (original program from
2000-2003), or choose Expansion if the LEA is new to the program; (not a Classic participant).

Intel® Teach Administration - LEA Group Application

LEA Group Narme lm

RTA Group IF'\ease Select j
Murnber of Schools in LEA Group lm—
Number of Total Students in LEA Group I;,vg;gg—
Murnber of Full-Time Educators (FTE) lm—
Murmber of daster Teachers Requested IQ—
Murnber of Master Teachers Confirmed ID—

Mumber of Participant Teachers to be Trained IQD ch th
oose the
Status IF'endmg vl LEA Group

LEA Group Type [Expansim—— Type here

8. Once you have reviewed the LEA application, select the Approve LEA button or the Reject LEA button, as
appropriate. If you are not ready to approve or reject the LEA at this time, use your Internet browser’s Back
button to return to the Approve/Reject LEA Applications page. You can approve or reject LEA applications at
any time.

Note: If you reject an application, please enter Rejection Details in the field provided. The information in the
Rejection Details section is confidential and can only be viewed by NTA and ITA users. These notes serve as a
historic record for the reason(s) an application was rejected.

9. Once the application is accepted or rejected, a system e-mail will be sent to the applicant informing them of
their application status. The ITA will be copied on this e-mail.

Intel® Teach Program ITA Users: 13
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View/Edit LEA Groups

The View/Edit LEA Groups link, located under the LEA Management heading, provides all of the information for
Local Education Agencies (LEAS) in your region, as well as information about their associated LEA users. ITA users
with administrative access have the ability to both view and edit information about LEA Groups and LEA users. Users
without administrative access can view only.

To View or Edit a LEA Group:
1. Select the View/Edit LEA Groups link located under the LEA Management heading on the left navigation bar.

2. To limit which LEA Groups you are viewing, use the search criteria provided in the Narrow your Listing section.
Click the Search button to perform the LEA Group search based on your selections.

Intel® Teach Administration - Manage LEA Groups
Use the search criteria provided in the Narrow your Listing section below

Narrow your Listing:

To li ew, use the search ovided below. Click the Search butfon to
perform the search based on your
Status All v
ITA Group(s) -
State(s)
California
Colorado
Connecticut v
LEA Group Type | Al v
LEA Group

Name

3. The next page displays all of the LEA Groups based on your search criteria. You can use the search criteria at
the bottom of the page if you would like to refine your list.

Intel® Teach Administration - Manage LEA Groups

«If you would like to update information on an LEA user, click Edit

«If you would like to delete an LEA user, click Disable

«If you would like to update information on existing users, click on the LEA name and then
use the Edit or Disable links

«If you would like to add new users to an LEA, click on the LEA name and then the Add
button

Action Action LEA Name Status State Classic

Edit Disable Gan Yeladeem: The Looking Glass Schoal Active  AZ
Arizona (ASSET)

Edit Disable J.O. Combs Elementary School District #44  Active  AZ
Arizona (ASSET)

Edit Disable Balsz Elementary District Active  AZ
Arizona (ASSET)

Edit Disable Wilson School District Active  AZ

Arizona (ASSET)

Note: You can see the LEA Group Type for each LEA by viewing the Classic column. If there is an X in the
column, this indicates that the LEA participated in the previous Classic version of the program.

To Edit a LEA Group:

1. Select the View/Edit LEA Groups link located under the LEA Management heading on the left navigation bar.

2. To limit which LEA Groups you are viewing, use the search criteria provided in the Narrow your Listing section.
Click the Search button to perform the LEA Group search based on your selections.

Intel® Teach Program ITA Users: 14
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Select the Edit link next to the name of the LEA Group you wish to edit. You will be directed to a page that lists
all of the information that was submitted in the LEA application including:

e Number of Schools in LEA

e Number of Total Students in LEA

e Number of Full-Time Educators

e Number of Master Teachers Requested

e Number of Master Teachers Confirmed

e Number of Participant Teachers to be Trained
e LEA Group Type selected

You can update this information by entering new information in the desired fields.

Note: The number of MTs Confirmed was entered by the ITA or NTA who approved the application; this data is
not modifiable by LEA users. This field indicates is the maximum number of new MTs this LEA can identify online
and assign to MT classes.

Click the Update button at the bottom of the page when finished to save the changes.

To Disable a LEA Group:

1.

2.

Select the View/Edit LEA Groups link located under the LEA Management heading on the left navigation bar.

To limit which LEA Groups you are viewing, use the search criteria provided in the Narrow your Listing section.
Click the Search button to perform the LEA Group search based on your selections.

Select the Disable link next the LEA Group that you would like to disable. When you disable a LEA Group, this
indicates that you do not want the LEA to participate in the program at this time and all users associated with this
group will no longer have extranet access. You can re-enable the LEA Group at a later time.

To Re-enable a LEA Group:

1. Select the View/Edit LEA Groups link located under the LEA Management heading on the left navigation bar.

2. To limit which LEA Groups you are viewing, use the search criteria provided in the Narrow your Listing section.
Click the Search button to perform the LEA Group search based on your selections.

3. Select Edit link next to the LEA Group that you would like to re-enable. On the next page, in the Status field,
select the Active status from the dropdown menu. Scroll to the bottom of the page and select the Update button
to save your changes.

Intel® Teach Program ITA Users: 15
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View/Edit LEA Users

The View/Edit LEA Users link, located under the LEA Management heading, provides data for all of the individuals in
each LEA that have Intel Teach extranet accounts. From this page, ITA users with administrative access can view or
edit existing LEA users’ contact information or disable an existing LEA user’s extranet account. Users without
administrative access can view only.

Note: You can search for a particular LEA user by either selecting their LEA Group from the dropdown menu and/or by
typing their last name in the text box provided, then selecting the Search button.

To View or Edit a LEA User’s Account:

1. Select the View/Edit LEA Users link located under the LEA Management heading on the left navigation bar.

2. To limit your viewing, use the search criteria provided in the Narrow your Listing section. Click the Search
button to perform the LEA user search based on your selections.

Intel® Teach Administration - Manage LEA Users
Use the search criteria provided in the Narrow your Listing section below
If you would like to add new users to this LEA, click the Add button

Marrow your Listing:

To limit your view, use the search criteria provided below. Click the Search button to
perfo e search based on your selections.

ITA Group(s) | Arizona (ASSET) v

LEA Group(s) | al v

State(s)

Caonnecticut v

Last Name

3. On the next page, you will get a list of all of the LEA users resulting from your search criteria.

4. To view or edit any of the LEA user profiles, select the Edit link next to the LEA user’s name that you wish to
view or edit.

5. You will be directed to that user’s personal profile.

6. You can update the person’s account by entering new information in the desired fields.

7. Select the Update button at the bottom of the page when finished to save the changes.
To Disable a LEA User:

Select the View/Edit LEA Users link located under the LEA Management heading on the left navigation bar.

To limit your viewing, use the search criteria provided in the Narrow your Listing section. Click the Search
button to perform the LEA user search based on your selections.

3. Select the Disable link next to the name of the LEA user whom you would like to disable.

Note: When you disable a LEA user, they will no longer have the ability to access their extranet account. You
can re-enable the LEA user at a later time.

To Re-enable a LEA User:

1. Select the View/Edit LEA Users link located under the LEA Management heading on the left navigation bar.

Intel® Teach Program ITA Users: 16
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2. To limit your viewing, use the search criteria provided in the Narrow your Listing section. Click the Search
button to perform the LEA user search based on your selections.

3. Select the Edit link next to the user that you would like to re-enable.
4. Scroll down to the Login Enabled field, and re-check the box.
5. Select the Update button at the bottom of the page when finished to save the changes.
To Add a new LEA User:
1. Select the View/Edit LEA Users link located under the LEA Management heading on the left navigation bar.
2. Select the gray Add button located beneath the instructions section.
3. You will be directed to a blank user profile. Please fill in the contact information for the new LEA user.
4. Ensure that you complete all of the required fields (indicated by an asterisk *).

5. Assign a temporary password (the system will e-mail the LEA user their username and password once you
have successfully added them online).

6. Use the Administrator check box with discretion; administrator status enables the user to add, edit, and delete
other user accounts within each LEA Group (including LEA and MT users). Assign this status with discretion.

7. Assign a Role for this user (other than Primary Contact).

8. Select the Update button located at the bottom of the page to save changes.

Note: The extranet is set up to send important system e-mails and other critical communications to the one user
whose role is LEA Primary Contact. The system only recognizes one user as Primary Contact for each LEA Group.
Therefore, when you add a new LEA user, please do not assign them the role of Primary Contact.

Intel® Teach Program ITA Users: 17
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Section 4: MT Class Management

VIEW/EQIT MT USEIS. ..ottt e et s ITA User: 19
VIEW MT CIASSES. ...t ITA User: 21
ASSIGN MTS TO ClaSSES......ciiiiiiiiitie et e ITA User: 22
View MT Class Evaluations............ccococoiiiiii e ITA User: 25
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View/ZEdit MT Users

The View/Edit MT Users link, located under the MT Class Management section of the navigation bar, directs you to a
page that lists all of the Master Teachers for your ITA Group. In addition to providing you with a list of all of the MTs,
this page also allows you to easily view each MT’s program qualifications.

From this page, you can perform the following functions: view/edit MT personal profiles; authorize/un-authorize MTs;
view Participant Teacher classes scheduled by MTs.

To View or Edit a MT User:

1. Select the View/Edit MT Users link located under the MT Class Management heading on the left navigation
bar.

2. To limit which MT users you are viewing, use the search criteria provided in the Narrow your Listing section.
Click the Search button to perform the MT user search based on your selections.

Narrow your Listing:

If yow would like to limit your wiewing you can use these characterstics to define
which items to wiew. Click on the down arrow for each categony and select the search
parameters. Click the Search button to ypdate listing.

Status Al -

WT User Type Al -

Class Type Al -
Certification Al -
Autharization Al -

Last Name l—
State(s)

Califarnia

Colorado
Connecticut |

Search |

3. On the next page, select the name of the Master Teacher you wish to view/edit; this is a hyperlink that will
direct you to their personal profile.

Update  MT Name Status Class Type Certified Authorized Classes Classic

Update | Julie Aaran Active Essentials Course @ W e
Southwest
Arkansas Workshop: SR&EVR 0 T
Educational
Cooperative

Update | Linda Aarons Active Essentials Course [# W Wiew
Prince Gearge's
County Public YWorkshop: SR&VR 0 T ,
Schoals Select the MT'’s

Update |Diniabbaad Candidate Escentials Course T 1 i name to I_Ink to
Rutgers their profile.
University Center Workshop: SR&EVR T T

4. Within the Master Teacher’s profile you can edit any of the information by entering new data in the desired
fields.

5. Please ensure that all required fields (indicated by an asterisk *) are completed and that the MT’s Primary E-
mail address is correct.

6. When finished, select the Update button at the bottom of the page to save the changes.

To Authorize or Un-authorize a MT User:

1. Select the View/Edit MT Users link located under the MT Class Management heading on the left navigation
bar.

2. To limit which MT users you are viewing, use the search criteria provided in the Narrow your Listing section.
Click the Search button to perform the class search based on your selections.

Intel® Teach Program ITA Users: 19
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3. To authorize a MT, check the Authorization box for the program you wish to authorize them to deliver in their
LEA. To un-authorize a MT, uncheck the Authorization box for the program you wish to un-authorize them to
deliver in their LEA.

4. Note: When you un-authorize a MT for a program, they will receive a system e-mail notifying them of this
change in their program qualifications. Unauthorized MTs will be prevented from scheduling and delivering as
well as ordering this type of PT class within their LEA.

5. Click the Update button next to the MT’s name or at the bottom of the page to save changes. The resulting
page will confirm these changes have been accepted by the system.

Note: You can only authorize/un-authorize MTs for programs that they are certified in.
To Certify or Un-certify a MT User:

Regional Training Agencies do not have the ability to change a Master Teacher’s certification status. The standard
process for a Master Teacher to become certified in a program is through promotion by the Senior Trainer after they
have successfully completed the 40-hr MT class. However, if needed, the NTA user has the ability to change a Master
Teacher’s certification status for any program. Contact Customer Support at teacher.training@intel.com if you need
assistance.

To View the Participant Teacher Classes Scheduled by a MT User:

1. Select the View/Edit MT Users link located under the MT Class Management heading on the left navigation
bar.

2. To limit which MT Users you are viewing, use the search criteria provided in the Narrow your Listing section.
Click the Search button to perform the class search based on your selections.

3. Select the View link located under the Classes column. You will be directed to a page that lists all of the
Master Teacher’s PT class activity.

4. To view the details of a particular class, select the View Class link located under the Action column.

View Participant Teacher Classes

Listed below are all the Participant Teacher classes in your LEA. Use the search functionality to narrow your search. Nete: Evaluations are only
viewable for "Completed” classes

List of Classes

Action Class Type Start Date End Date MT Class 1D Class Status
Wiew Class Essentials Workshop 87172003 8/3/2003 Test Account aono1 Completed

Intel® Teach Program ITA Users: 20
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View/ZEdit/Cancel MT Classes

On the View MT Classes page, you can view all MT classes that have been scheduled online nationwide. All class

information is view only.

To View the Class Details:

1. Select the View MT Classes link located under the MT Class Management heading on the left navigation bar.

2. To limit which classes you are viewing, use the search criteria provided in the Narrow your Listing section.
Click the Search button to perform the class search based on your selections.

3. Select the View link next to the class you would like to view.

View Master Teacher Classes

For Approved classes, you can view class details by selecting the View link. Use the search
functionality to narrow your search

Note: If yvour MT is attending training in another state, Contact the [TA for that state or
teacher training@intel com to manage the roster

Listed below are all the classes in your region or results of your search.

Start Sr.
View Class Type Date End Date City State Trainer  Status
View Essentials Course 1/29/2007 2/26/2007 Chicage IL Elacrf's‘ Approved
- o ) e e . Test
View Thinking with Technology 2/15/2007 2/20/2007 testhills OR Account Approved

4. On this page you will see the class details including: class type, Senior Trainer, class dates, class details, class
size, and the class roster, and more.

Intel® Teach Program Essentials Course

View Master Teacher Class Details.

Class Type
Class Status
Senior Trainer™
NTA Group™
LEA Group™

Start Date™

End Date**
Agenda Type™
Max Class Size™
Kit Ordered ?
City **

State™

Details™

Essentials Course
Approved
Karen Hicks
ICT - Mational
Chicago Public Schools v
1/29/2007
2/26/2007
Non-Consecutive
10
No
Chicago
IL
Course Dates: Jan. 2% - 31, Feb. 5,7,12,14, »
19,20,21, 26
Course Times: 3:30pm - 7:30pm
1 Location: Elizabeth Training Facility
. Elizabeth
icago, IL &0&07 b

Intel® Teach Program
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Assign MTs to Classes

When you select the Assign MTs to Classes link on the left navigation bar under the MT Class Management heading,
you will be able to view all of the Master Teacher classes available within your region. Use the search functionality at

the bottom of the page to narrow your search. This feature allows the ITA to approve MTs onto class rosters once they
have been assigned by the LEA.

To Approve a Master Teacher onto a Class Roster:

1. Select the Assign MTs to Classes link located under the MT Class Management heading on the left
navigation bar.

2. To limit which classes you are viewing, use the search criteria provided in the Narrow your Listing section.
Click the Search button to perform the class search based on your selections.

Note: All search criteria will be restricted to your specific region. You only have access to manage rosters for
MT classes in your region.

Narrow your Listing:
If you would like to limit your viewing of classes, you can use these characteristics to define
which classes to view Select the search parameters and press Search

Class Type : IAII hd
Status : IApproved 'l

RTA Group : Alabama Department of Education
LEA Group : | Al =l
State : [l hd

Senior Trainer l—
Last Mame :

3. Select the Manage Roster link for the class that you are approving MTs into.

Assign Master Teachers to Classes

To assign MTs to a class, select the Manage Roster link. The LEA has the ability to
request MTs to be assigned to any class nationwide; however, MTs are not confirmed on
the class roster until approved by their RTAMNTA. Both Master Teachers and LEAs will
receive a system message with the class details once the MT has been confirmed on the
raster.

Listed below are all the classes in your region or results of your search.

Sr.
Action Class Type Start Date End Date State Trainer Status
Full Essentials Course 1772002 171172002 M3 eb Approved
Garden
%ﬁ Workshop: SRE&VR 10/22/2004 107232004 GO Dan Morten Approved

Pages: 1 2 3 =

Narrow your Listing:
If you would like to limit your viewing of classes, you can use these characteristics to
define which classes to view. Select the search parameters and press Search.

Class Type : IAII 'l
Status : IApproved 'I

4. On the next page, you will see the logistics for the class you have chosen. Scroll down the page to the section
beneath the logistics area. Here you will see two categories: Accepted Master Teachers and Pending Master
Teachers.

5. The Accepted Master Teachers section of the page shows Master Teacher(s) that have already been accepted
into the class by either you (the ITA) or the NTA.
Note: If you wish to remove MTs from the roster, select the Remove radio button next to the name of the MT.
Then, select the Update Roster button at the bottom of the page. If you remove a MT from a class, they will
receive a system e-mail informing them of their removal.

Intel® Teach Program ITA Users: 22
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The Pending Master Teachers section shows you a list of all Master Teachers who are awaiting acceptance into
the class by the ITA or NTA. The LEA has requested these MTs be placed into the class.

Note: The LEA users have an Available Candidates section that lists all MTs who are eligible for the selected
class based on their Certification status.

e MTs not certified in the Intel® Teach Program Essentials Course will appear in the Available Candidates
section for the Essentials course for Master Teachers.

e Only MTs certified in the Essentials course will appear in the Available Candidates section for the Intel®
Teach Program Thinking with Technology Course for Master Teachers.

e Once a MT is certified or listed on a roster for a class type, they will no longer appear in the Available
Candidates section for that class type.

Select Master Teachers To assign a MT fo this class, view the Available MTs section. Check the Select box next to the MT's

name and then the Update Roster button. The MT will be notified via email that their LEA has nominated them for this class. The
MT will be placed in the Pending MTs section, awaiting NTA approval. Once the NTA approves the MT, they will be placed in the
Accepted MTs section. The MT will be notified via email when they have been accepted onto the class r

SEEIDIE Class Detail

Class Type: Essentials Course View class |OgiStiCS here
MNumber Of Accepted Master Teachers: 0

Max Clasg Size: 25

Class Dates (Start - End) 11/15/2004 - 11/19/2004

Location: Trenton, NJ

Details:

Course Times: &:00am—4:00pm ;l
Location: Cyber3pace T
108 North Clinton Avenus
Trenton, NJ 03603
Lab Contact: Sharon Parker
Emzil: sparkerfitrenton.klz.nj.us
Fhone: 605-385-2880
[

Accepted Master Teachers
These MTs have been
confirmed on the roster.

Accepted Master Teachars

The following Master Teachers have been accepted into this class. Select Remove if you wish to remove a
roster, which will place them back into the Available Candidates section for the LEA to request placement
The MT will receive a systern message indicating the remaval from the class roster.

Select LEA

Rutgers Cornputer Education

Name
© Remme & Accepted Diana Bownay

’ Pending Master Teachers

These MTs are awaiting

acceptance onto the class

Pendi
The following Master Teachers have been selected by you for placement into the class. Click on Remaove if
themn from the requested class roster.

g Master Teachers

roster.
MT Name Name LEA
& Pending © Accept ¢ Reject Amy Spate Dswego County
& Pending © Accept © Reject Rita Bo Rutgers Computer Education

Meodify your Pending Candidates Listing:
If you would like to limit your viewing to a particular LEA, or user, you can use these characteristics to define which items to
view. Click on the down arrow for each category and select the search parameters.

WNTA: ICT - Natienal
LEA: [ Al =l
Last Mame: Search |

Class Enroliment: * Open  Closed

Lpdate Roster |

To approve a Master Teacher onto a class roster, select the Accept radio button next to the name of the MT(s)
listed in the Pending Master Teachers section.

Click the Update Roster button at the bottom of the page when finished to save the changes.

Note: You may select the Accept radio button for multiple Master Teachers before clicking the Update Roster
button.

The MT(s) that you approved onto the class roster will now appear in the Accepted Master Teachers section.
Note: The Master Teacher(s) will receive a system e-mail notifying them whether they are accepted or

declined from a class roster. The NTA, ITA, and LEA will receive a copy of this message. This message also
includes the class details.

To Remove a Master Teacher from a Class Roster:

Intel® Teach Program
Copyright © 2008 Intel Corporation. All rights reserved.
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1. Select the Assign MTs to Classes link located under the MT Class Management heading on the left
navigation bar.

2. To limit which classes you are viewing, use the search criteria provided in the Narrow your Listing section.
Click the Search button to perform the class search based on your selections.

3. Select the Manage Roster link for appropriate the class where the MT currently is listed.

4. Scroll down to the section of the page where the MT is listed (either in the Accepted Master Teachers section
or Pending Master Teachers section).

5. Select the Remove radio button next to the MT’s name.
6. Click the Update Roster button at the bottom of the page when finished.

Note: When you remove a MT from a class, they will receive a system e-mail informing them of their
removal. The NTA, ITA, and LEA will receive a copy of this message.

Intel® Teach Program ITA Users: 24
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View MT Class Evaluations

You can view summaries of evaluation responses for each Master Teacher class once the class has been closed online.
To View a MT Class Evaluation Summary:

1. Select the View MT Class Evaluations link located under the MT Class Management heading on the left
navigation bar.

2. To limit which classes you are viewing, use the search criteria provided in the Narrow your Listing section.
Click the Search button when finished.

Note: Remember that you can only view evaluation summaries for classes in Closed status.

Wiew Master Teacher Class Evaluations

Lige the search funclionality to naerow your search. To wiew Evaluations sedect Evalisations
link, For Closed classes you may view class Evaluatons

Hata: f your MT iz sttending training @ another state, Contact the RTA for thal stale or
teacher training@intal com fo manage the roster

Listed helow are all the classes in wour veqion ar results of your search.

Start
View Class Typa [ane End Date City State S, Tealner Staties
valyationg Essentials Course BAT7RA02 B0 Awon Lake OH Eirian Closed
Inskenpl
Exaluations Essenlisls Course BN72002 621/ 402 Lowsnle Y E.I'::I:;:'T:r Cloged
Evalugtions Fsserdiats Course TA002  TN22002 Dermille M JEEui['(':; Closed

Evalustions Esserdials Course TRZ00Z THAROZ Dervids Ml Lnda Mosse Cloged
Evaluations Essenlisls Courss TNS200Z FNR20Z Milwaukes W1 Lynne Cole  Closed

Evaluations Essenlisls Course 7L302002 BD002 Johed IL Lynne Cole Clased
Evalustions Essertists Course BS2002 882002 Chicage  IL :’:::;H Closed
Evalystions Esserdiats Course BNSR00Z BA3NN2 Chicage 1L F.':::_ﬁl?l Closed
B
Evaluations Essenfials Courss SNGRI0T 92002 Gremwood SC ;:u:; Closed
m, Jaanmg
Evilugtiong Essenlisls Courge Q230000 907702 Piscalasway M Blutcher Cloged

Peges: 1 2340678921011 1213214151617 18>

Harvaw your Listing:
I you would like to Bmit your viewing of classes, you can use these charscternstics to define
which classes to view. Select the search parameters and prees Search

Class Typa |.-!dI j

Class Status - |Closed 'I

RTA Growp - ICT - Hatisial
LEA Group - [&l1 -

State - | Al -
Senior Traner l—
Lzt Marme
Swearch

3. Click on the Evaluations link for the class you are interested in viewing the evaluation summary.

4. All of the evaluation responses are displayed as percentages. Individual Master Teacher comments are also
provided anonymously at the end of each evaluation summary.
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Section 5: PT Class Management

View/Edit/Cancel/Reopen PT ClasSes.........cccccoe i ITA User: 27
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View/Edit/Cancel/Reopen PT Classes

ITA users have the ability to manage PT Classes for their region. The management functions available include:
viewing, editing, canceling, and re-opening PT classes. In addition, you can view PT class evaluation summaries as

well.

To View PT Class Details:

1.

4.

Select the View/Edit/Cancel/Reopen PT Classes link located under the PT Class Management heading on
the left navigation bar.

To limit which classes you are viewing, use the search criteria provided in the Narrow your Listing section.
Click the Search button to perform the class search based on your selections.

Select the View/Edit/Cancel class link next to the class you would like to view.

Note: You can view classes in Approved, Cancelled, and Completed status.

Intel® Teach to the Future Essentials Course

Edit’'Cancel Class for Participant Teachers
Yau may change the details of your Intel® Teach to the Future class uzing the fields below. If
you need to cancel your class, please use the Cancel Class button below,

*indicates required fizlds

Class Status : Approved
Clags ID : 10070
Class Type : Essentials Course
Start Date” : [BAB2002 | 72 jrmiaayyy

Sinth Module

Completion Date™ : I1 1/20/2002 j [mm/ddiyryy]
End Date” : [123172008 | T8 jmmvaanyyy

MNumber of
PTs Expected® : IWD

.
Details™: [Locarion: ;I

Class days and times:
Tuesdays and Thursdays
2:30 - 4:30

E

Save Changes | Reset |

If you wish to cancel the class, please click the cancel class button below.
Note: A cancelled class cannot be re-opened. Please use the cancel feature with caution

Cancel Class

On this page, you will see the class details including: Class Type, Class Status, Class ID, Start Date, Sixth
Module Completion Date (if applicable), End Date, Expected PTs, and Details.

To Edit PT Class Details:

NTA users with Administrative access can edit class details for classes in Approved status.

1.

5.

Select the View/Edit/Cancel/Reopen PT Classes link located under the PT Class Management heading on
the left navigation bar.

. To limit which classes you are viewing, use the search criteria provided in the Narrow your Listing section.

Click the Search button to perform the class search based on your selections.

. Select the View/Edit/Cancel link next to the class you would like to edit.

. On this page, you will see the class details. You may edit the following fields: Start Date, Sixth Module

Completion Date (if applicable), End Date, Expected PTs, and Details.

When finished, select the Save Changes button at the bottom of the page.
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To Cancel a PT Class:

1.

Select the View/Edit/Cancel/Reopen PT Classes link located under the PT Class Management heading on
the left navigation bar.

To limit which classes you are viewing, use the search criteria provided in the Narrow your Listing section.
Click the Search button to perform the class search based on your selections.

Note: You can only cancel a class that is in Approved status.
Select the View/Edit/Cancel link next to the class you would like to cancel.

Scroll to the bottom of the page and select the Cancel Class button to proceed with canceling the class.

If you wish to cancel the class, please click the cancel class button below.
Mote: A cancelled class cannot be re-opened. Please use the cancel feature with caution.

Cancel Class |

Enter the Reasons for Cancellation in the appropriate box, and then click the Proceed with Cancellation
button.

Note: A system e-mail will be sent to the Master Teacher and the LEA Primary Contact notifying them of the
class cancellation.

You will receive a confirmation page indicating that the class has been cancelled.

To Re-Open a PT Class:

1.

Select the View/Edit/Cancel/Reopen PT Classes link located under the PT Class Management heading on
the left navigation bar.

To limit which classes you are viewing, use the search criteria provided in the Narrow your Listing section.
Click the Search button to perform the class search based on your selections.

Note: You can only re-open a class that is in Completed status.
Select the View link next to the class you would like to re-open.

Select the ReOpen Class button at the bottom of the page to re-open the class. Re-opening a class will
change the class status from Completed to Approved.

To View a PT Class Evaluation Summary:

For classes in Completed status, you have the ability to view a summary of Participant Teacher evaluation responses.

1. Select the View/Edit/Cancel/Reopen PT Classes link located under the PT Class Management heading on
the left navigation bar.

2. To limit which classes you are viewing, use the search criteria provided in the Narrow your Listing section.
Click the Search button to perform the class search based on your selections.

3. Select the View link next to the appropriate class.

4. On this page, you will see an overview of the class details. To view a summary of the Participant Teacher
evaluation responses for this class, click the View link next to Class Evaluation Summary.
Note: Evaluation responses are displayed as percentages and individual PT comments are provided
anonymously at the end of each evaluation.
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Section 6: Reports
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PT Class Report

This report provides you with a list of all Participant Teacher Classes scheduled online by Master Teachers in your ITA
Group.

The report includes the following information:

e Master Teacher’'s name, primary e-mail address, LEA Group, and user status

e Class Type (Essentials course, Thinking with Technology)

e Class Agenda Types

e Class Dates

e Expected # of PTs

e Actual # of PTs trained (for classes in Completed status)

e PT materials ordered (Yes indicates MT has ordered materials online; No indicates they have not)
e Class Status (Approved, Completed, or Cancelled)

To View or Download the PT Class Report:
1. Select the PT Class Report link located under the Reports heading on the left navigation bar.

2. On the next page, select the criteria for your report.

PT Class Hepon

Choose which report columns you want ncluded in your repost. Usae the CTRL key to select
multiple codumns or select All to inchude all possible columns in the repon

Onice you have selecied your repor critena, chck the Gat Raport button. ¥our repoet data will be

retumied gither on screen (web view) or in spreadsheet format.  you choose to expor the report
open the file or save i to a kocalion on your computer

Plaass salact your repon search oiteria:

RTA Group : |ICT - Mational =
State : | Al >

LEA Group :

dgican County Publc Schools
Algn County School Distnct
Anderson Desirict 4 :I

(IamTﬂ-a:|I~' ﬂ
Class Start Date® ; 552005 &)
Clivis End Dvate” : E 15205 _'-I
Flease salect the tepon colunims fod your iepo:

Raport Columins ;

Firstitlams
LastMame
Businessamail =

WViewing Options : & \Web View T Expost to Excel
Note: ** indicates required fields.

e ITA Group: this field will be automatically selected based on your region

e State: You will only have access to PT Classes in the state(s) of your ITA Group.

e LEA Group: Choose to view PT Classes from one LEA Group, multiple LEA Groups (using the CTRL
key), or All LEA Groups.

e Class Type: Select the class type (i.e. Essentials course, Thinking with Technology course).

e Class Start Date**: Use the calendar icon to select the month, year, and date range for classes you
wish to view.

e Class End Date**: Use the calendar icon to select the month, year, and date range for classes you
wish to view.

e Report Columns: Choose which report columns you want included in your report.
Note: Use the CTRL key to select multiple columns, or select All to include all possible columns in the
report.
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e Viewing Options: Select how you want to view the report results: Web View (on screen) or Export
to Excel

3. Once you have selected your report criteria, click the Get Report button.
4. Your report data will now be returned to you in the method you chose, either on screen (Web view) or
spreadsheet format. If you opted to export the report, choose to open the file or save it to a location on

your computer.
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LEA Group Report

This report provides you with a list of all of the Local Education Agencies (LEAS) participating in your region. This
report is available on screen (Web view) or as a downloadable Microsoft Excel* report.

The report includes the following information about your LEA Group and LEA Contacts:

e LEA Group: Addressl, Address2, City, State, Zip, Phone, Fax, LEA Status, MTs Requested for each class type,
MTs Confirmed for each class type, and LEA Group Type

e LEA Contacts: Salutation, First Name, Initial, Last Name, Personal E-mail, Business E-mail, Title, Creation Date,
Login Status, User ID, LEA User Status, Role, Admin Rights

To View or Download the LEA Group Report:

1. Select the LEA Group Report link located under the Reports heading on the left navigation bar.

2. On the next page, select the criteria for your report.

LEA Gioup Kepor

Choose which report columns you wand mcluded in your report. Use the CTRL key to select
miudtiple cobumns or select Al to include all possible columns in the repon

Once you hawe selected your repor criferia, chick the Get Report button. Your report data will be

retumed either an screen [web view) or in spreadshest format. ¥ you choose to expor the report
open the file or save it to a location on your computer

Plaass salact your tepont search oriteriaz

RTA Group : |ICT - National =

Seate : |All ¥

LEA Group ;

Aikcen County Public Schools

Allgn County £

Anderson Dist

LEA Group Stabus : | All -

LEA Group Type : | Al -

choal District

LEA Uger Last Hams : |

Please select the repont columns for your repor:

Report Columns :

Salutatian
FirstName

Inii =

Viewdng Opthons 1 & Web View © Expor 1o Excel

e ITA Group: You will only have access to LEA Groups within the state(s) of your ITA Group.

e State: You will only have access to your ITA Group’s state(s).

e LEA Group: You will only have access to LEA Groups within your ITA Group state(s).

e LEA Group Status: choose either active or inactive.

e LEA User Last Name: You can enter in a specific user’s last name here to obtain a report for that
user only.

e Report Columns: Choose which report columns you want included in your report.
Note: Use the CTRL key to select multiple columns, or select All to include all possible columns in the

report.
e Viewing Options: Select how you want to view the report results: Web View (on screen) or Export

to Excel

3. Once you have selected your report criteria, click the Get Report button.

4. Your report data will now be returned to you in the method you chose, either on screen (Web view) or in
spreadsheet format. If you opted to export the report, choose to open the file or save it to a location on your

computer.
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MT User Report

The MT Users Report provides you with a list of all of the Master Teachers within each LEA in your region, outlining
their detailed school, demographic, and contact information. This report is available on screen (Web view) or as a
downloadable Microsoft Excel* report.

To View or Download the MT Users Report:

1. Select the MT User Report link located under the Reports heading on the left navigation bar.

2. On the next page, select the criteria for your report.

MT User Repon

Choose which report columns you want mclyded in your report. Use the CTRL key to select
muidtiple columns or salect All to include all possible columns in the report

Onice you have selecied your repor critena, chck the Get Report button our report data waill be

retumed githgr on scraen fweb view) or in spreadsheet format. ¥ you choose to expor] the report
opan the file or sawe i to a localion on your computer

Ploass select wour report search criteriaz

RTA Growp : |ICT - Rational 'i
State @ | All o
LEA Group :

dhiken County Public Schoals
Allen Coundy Schaol Ditncd

Anderson District 4 =
Login Status ;| All -
Class Type : [All =]
Certified : (Al B

Authorized : |All -
T Usar Type ; [& -
MT Last Namie : [

FPloass select the report colunins for youwr report:

Report Columms -

Viewlng Optlens : & Wabk View T Export to Exce

Gat Report

e ITA Group: You will only have access to MTs within your ITA Group’s state(s).
e State: You will only have access to MTs within your ITA Group’s state(s).

e LEA Group: Choose to view MTs from one, multiple, or all LEA Groups within your ITA.
e User Status: Choose Active, Inactive, or Deactivated Master Teachers within your ITA.
e Login Status: Choose to search for all MTs or only those that are Enabled or Disabled.
e Class Type: Select the class type (i.e. Essentials course, Thinking with Technology course).

e Certified: Decide if you would like to include Certified, Not Certified, or All MTs in the report for the
above class type(s) selected.

e Authorized: Decide if you would like to include Authorized, Not Authorized, or All MTs in the report for
the above class type(s) selected.

e MT User Type: Include MTs from the Classic program who has continued if you'd like.
e MT Last Name: enter in a specific MT last name here to obtain a report for only that MT.

e Report Columns: Choose which report columns you want included in your report.
Note: Use the CTRL key to select multiple columns, or select All to include all possible columns in the

report.
e Viewing Options: Select how you want to view the report results: Web View (on screen) or Export to
Excel.
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3. Once you have selected your report criteria, click the Get Report button.

4. Your report data will now be returned to you in the method you chose, either on screen (Web view) or in
spreadsheet format. If you opted to export the report, choose to open the file or save it to a location on

your computer.
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MT Class Roster Report

The MT Class Roster Report provides you with a list of all Master Teacher classes conducted in the
state(s) of your ITA region. This report outlines information about each training for all class types
such as: class status, senior trainer names, start and end dates, agenda types, class size, logistical
information, MT names, grades, comments, certification status, and whether or not the MT completed
the online class evaluation. This report is available on screen (Web view) or as a downloadable
Microsoft Excel* report.

To View or Download the MT Class Roster Report:
1. Select the MT Class Roster Report link located under the Reports heading on the left

navigation bar.
2. On the next page, select the criteria for your report.

MWT Class Roster Repart

Choose which report columns you wand meluded in your neport. Use the CTRL key to select
mutiple eoduming or select All o inchude all possible colurmng in the repor

Once you have selected your report criténa, cick the Get Report bulton. ¥our réport dala will be

rilumid githes an scréen wib view) or in spreadshes formal ¥ you choose bo éxpor the report
i Uhe hle or Save ol 1 & lBcElion an your Eormpulér

Flease select your pepon ssarch ciiteriac

RTA Group ; |II'T = Mational =

State ¢ |A o
Class Stans |-i hal
Class Typs : Ifx :]

ST Last Hame : |
Stant Date : F.n-':ll.”.'.‘:l}'.- T
End Date : E 312006 _'|=:

Flease select the repon colunis for youmr repoit:

Report Columms ;

ClassTypa
ClassStatus
STFirsiName =

Viewing Options : & Wab View © Expost to Excel

Get Report

e ITA Group: You will only have access to your LEA Groups in the state(s) of your ITA
Group.
e State: You will only have access to your own ITA Group’s state(s).

e Class Status: Select from Approved, Cancelled, or Closed classes.

e Class Type: Choose any class type (Essentials course, Thinking with Technology
course).

e Class Start Date: Use the calendar icon to select the month, year, and date range for
classes you wish to view.

e Class End Date: Use the calendar icon to select the month, year, and date range for
classes you wish to view.

e Report Columns: Choose which report columns you want included in your report.
Note: Use the CTRL key to select multiple columns, or select All to include all
possible columns in the report.

e Viewing Options: Select how you want to view the report results: Web View (on
screen) or Export to Excel
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5. Once you have selected your report criteria, click the Get Report button.

6. Your report data will now be returned to you in the method you chose, either on screen (Web
view) or in spreadsheet format. If you opted to export the report, choose to open the file or

save it to a location on your computer.
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Section 7: Related Links
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Contacts and Resources

The Contacts & Resources link, located under the Related Links heading on the left navigation bar,
directs you to your Intel Teach Affiliate homepage where you can locate the Online Help and contact
information.

Please note that you can obtain contact information about your Local Education Agencies and Master
Teachers from the Contacts and Resources section located near the bottom of the page.
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Problems/Questions

The Problems/Questions link, located under the Related Links heading on the left navigation bar,
directs you to our helpful Customer Support team. If you have questions at any time, or would like to
make a comment or suggestion, click the link to send an e-mail to the Intel® Teach Program Customer
Support team at teacher.training@intel.com for assistance.

Please expect to receive a response within two business days.

ITA Users 39

Programs of the Intel® Education Initiative are funded by the Intel Foundation and Intel Corporation.

Copyright © 2008 Intel Corporation. All rights reserved. Intel is a registered trademark of Intel Corporation or its
subsidiaries in the United States or other countries. *Other names and brands may be claimed as the property of
others.



