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How to Use ProVenance

for Organizational Users

Welcome to the ProVenance!
You are about to embark on a fabulous learning opportunity that we believe
you will find both meaningful and easy to use!

ABOUT THE WEBSITE

ProVenance is an Internet-based content delivery system. The system provides relevant information to help you learn. This
system also maintains a personalized transcript to help you and your administrator track the courses you have successfully
completed.

INSTRUCTIONS

The purpose of this document is to provide instructions to organizational users for how to access The ParaEducator
Learning Network, Inclusion Pd Now!, ESL PD Now! and other tools or content within the ProVenance delivery system. If
you have any questions about this information, please contact your administrator.

Table of Contents

STEP c LOGGING ON TO THE INTERNET. . . o ittt ittt ettt ettt eeeteeeeeineeennnnn PAGE 2
STEP e SIGNING INTO YOUR ACCOUNT . .ottt ttett ittt teete e ieeeneeeeeennnnns PAGE 2
STEP e CHANGING YOUR PASSWORD. . . oot i ittt it it it i e it PAGE 3
STEP e CLAIMING A LICENSE. . ottt ittt it ettt c et it c e PAGE 4
STEP e ACCESSING AND COMPLETING COURSES . . .ot vviiiiiiiiii i inininnnennn PAGES 5-8
STEP e ACCESSING RESOURCE BUNDLES . ... ..ttt iiiiiiiieienannnnn, PAGEs 8 - 10
STEP o ACCESSING AND PRINTING YOUR TRANSCRIPT. . . o vt ie e eeeeeeieenaneannn PAGES 10 - 11
STEP e REVIEWING THE OTHER TABS. . . ..o o ittt ittt i i i i i ennn PAGES 12 - 13

Nortk: The ParaEducator Learning Network is used as an example throughout most of this document. You will follow the
same steps to access content in the other programs.
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STEP 1 — LOGGING ON TO THE INTERNET:

ﬁ To access content powered by ProVenance, you must always log on to the Internet and open your custom website:

www. provenancesolutions.com/provenance/ [Type Custom URL here [

) ProVenance - Mozilla |:”E|g|

NLD: /v . DrOVenancesoiu DONS. Com/orovenance fdoosemo fonghome., o

Wil Most visited | ]| ParaEcucatorLaarnin | htt: /v masterte

] Great Schools - Public . "W My Yahoo!
'\-, ProVenance

August 10, 2008 ¥ 3 Contact Us | FAQS

PROVENAN L Mabion Tcres

LEARNIN

STEP 2 — SIGNING IN TO YOUR ACCOUNT:

To sign in to your account, you will need your email address and password. You should have received this information in an
email when your account was activated. If you already have an account, you will use your email address and current password
to sign in.

IMPORTANT: If you need to update your email address, you must contact your administrator. You can, however,
change your password at any time (see Step 3).

TROUBLESHOOTING:

Forget Your
Password? Enter your
email address and click

the Forgot Password
link. If you have a
registered account, a
new password will be
emailed to you.

TROUBLESHOOTING:

If you attempt to sign in and get a message that your email is invalid, please double-
check that the URL is correct first (the URL is customized for your organization).
If the URL is correct, please contact your administrator to create a new account
or to confirm that you‘re using the correct sign in information.




STEP 3 — CHANGING YOUR PASSWORD:

If you want to change your password to something other than what was given to you, click on the My Account tab in the top
menu bar, then click [Z6/fe ZaeiillE .

E) Provenance - Mozilla Firefox

W Most Visited || ParaEducatorLeamin . | hitp:/ masierte | Great Schools - Public . WP My Yahoo
ProVenance
August 10,2008 €3} E£3 Support Center | Help

alcoma Demo One . You have signed in 33 Organizational User | Sign Out

. PROVENANCE

LEARNING SOLUTIONS

My uy My Local Search
v Communication = Subscriptions o Content - Content

My Messages My Profile

No Messages found.

Find and click Change Password. Complete the form and click EI¥12211 .

£ ProVenance - Mozilla Firefox

_ ProVenance
August 10,2009 Support Center | Help
—~ ™
EN \ CE Welcema Demo One , You have signed in as Organizational User | Sign Out
LEARNING SOLUTIONS I
My Account My My My Local Search
* Communication ~ Subscriptions ~ Content ~ | Content
= My Account > My Profile
My Profile
*First Name: Demo One
Middle Initial:
Last Name: User
Ema dedemo_1&: O
TR
ole Organizational Use:
Addres
City
State/Province 3

From this page, you may also update or correct information in your profile if there are any misspellings or incorrect information.

3 How To USE PROVENANCE



STEP 4 — CLAIMING A LICENSE:

IMPORTANT: You only need to complete this step the FIRST time you use the system!
If you have already claimed a license, continue to Step 5. If not, click on the My Subscriptions tab in the top menu bar.
Then click the My Available Subscriptions link.

August 10, 2009 & Support Center | Help

LEARNING SOLUTIONS
My Account My My Local Search
* Communication -~ nlent =  Content

My Available Subscriptions

My Assigned Content

My Transcripts

My Available Subscriptions My Assigned Content B My Transcripts

In the drop-down box next to Subscription Type, select Learning Network.

August 10,2009 ¢y B Suppart Canter | Help

OVENANCE

LEARNING SOLUTIONS

come Demo One , You have signed in a3 Organizational User | Sign Out

My Account My My My Locai Search

Communication = Subscnpbons = Content *  Contemt

> My Available Subseriptions

ble Subscriptions

Select the circle next to the item you are claiming a license for. Click the button. You have now taken a
license to your learning network and can now access coursework and other resources. If you receive a message that there are

no licenses available, contact your administrator.

February 03, 2010 1'{:\“ Support Center | Help

™
. P R DVEN A CE Welcome Demo, You have signed in 2= Organizational User | Sign Qut
LEARNING SOLUTIDNS

My Account My My My Local Search

= Communication ~ Sobscriptions - Content - Content
" My Subscriptions = My Available Subscriptions
My Available Subscriptions
The ws available content. Se the cantent you want to register for and click the Claim License button. If 3 license is available, the content will move to your list of Caonte
Subscription Type:  Learning Network -

Learning Network List

O The FaraEducator Learning Metwark No 10/16/2010 0.0

After you claim your license, you will automatically be sent to the My Assigned Content screen (shown on the next page).




STEP 5 — ACCESSING AND COMPLETING COURSES:

To access courses, click on the My Subscriptions tab in the top menu bar. Then click the My Assigned Content link. If
you just claimed a license, you will already be on the My Assigned Content screen.

August 10, 2009 & Support Center | Help

R

@ PROVENANCE  mr—————

LEARNING SOLUTIONS

Search
Content

My Account My
Communication

My Available Subscriptions: ¥
My Assigned Content

My Transcripts

My Available Subscriptions B My Assigned Content B My Transcripts

In the drop-down box next to Subscription Type, select Learning Network. In the drop-down box next to Learning Network,
select the learning network you wish to access.

August 10, 2009 6 EY Support Center | Help

@ PROVENAN CE

LEARNING L

My Local Search
= Content = Content

> My Assigned Content

Yelcome Demo One . You have signed in as Organizational User | Sign Out

My Account My
Communication

F_ My Subscriptions
My Assigned Content

Title of &

Subseription Type:

Learning Network

The ParaEducator Learming Network

Learning Network:

Select the circle next to View Courses and the courses will appear at the bottom of the screen in 3 categories—Not Started,
Started, and Completed. Your administrator will determine which courses you have access to. If you are looking for a course
that’s not listed in one of the three categories, contact your administrator.

Support Center | Help

Zugust 10, 2008 ¥ £

Walcome Demo One . You have signad in ax Organizational User | Sign Out

NANCE

NG SOLUTIONS

My Account My My My Local Search
Communication -  Subscriptions - Content - Content

Subscriptons > My Assigned Content
My Assigned Content
& Tithe of & cantent to ia
Learning Network L

The ParaEducator Learming Network -

Course List
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From the Course List, click on the course title to begin taking a course. The course will appear in a pop-up window. Each
course will have three sections or modules: Course Objectives, Learning Module, and Post-Test Module. Some courses may
also have a Pre-Test Module. If so, follow the instructions provided on your screen. Your Pre-Test score will not count toward
your final score. The following sections will explain each module in more depth.

TROUBLESHOOTING:

If the course doesn’t open when you choose it
from the Course List, make sure you turn off

your pop-up blockers.

This section contains two important pieces of information: Course Instructions and Course Objectives (what you can expect to
learn by taking the course).
« The first page you'll see in every course is the Course Instructions (see the graphic below). To move to the next page in
this section, click the right arrow & beside “Next” on the bottom right side of your screen.
« The second page will be the Course Objectives.

« To advance to the Learning Module, click the Next button on the top left side of the screen (above the area that lists the
course name and each module).

} prollananca . Mawilla Firatow

2 ProVenance SCORM Player - Mozilla Firefox

i provenanssssistions. com fplayar 2 fskins fmain, doAasrmar iD= 35309CES-8DC 446 1-96 34 -TD004737F04C Alaarnartiame sDama One LisarBeolrsall) <SCORM2004_12498 197396 7435 7206 1285 FrbabfacassionID s6C A426 36 336 20¢

] Provenance SCORM Player F3

- HSIvl&En!

= &5 PLH 103 - Confidentiaity

PLN 103 - Confidentiality
Unit 1

1 107 Led PLN 103 = Confidentiality

— Course Instructions ~
Follow these easy steps...
Step 1: Take the pretest.

Some courses may have a pretest which must be completed before accessing the unit
material.

There are 5 types of questions that may appear:

L f « True/False.

« Single Select - only one correct answer,

+ Multiple Select - more than one correct answer (all correct answers must be
checked).

= Sequencing.

g « Matching.

Read the directions and click the link to start the test. You will be asked one question at
a time until all questions are answered. The pretest is used to determine your knowledge
of the subject prior to reading the course material. The pretest score is not used to
calculate your final course score.

Step 2: Read through the unit material. v

s ©Sack Page 01 of 02 Next °

Cond htte:/fwven . provenancesolutons. com player 2/sking fmain. doAearner iD= 35909CES -SDC4-486 1-963A- FDOD4737F04C slearnertiame =Demo One UserScourselD =5CORMI004_12498 1979967486 7206 3255C70a0T =UE0IEED

-




MODULE 2—LEARNING MODULE:

Each Learning Module will have several units that consist of one more pages.
- IMPORTANT: To navigate within the module, you will need to read every page in every unit.

« Advance through the pages in Unit1 by clicking the right arrow & beside “Next” on the bottom right side of your screen.

«  When you have gone through every page in Unit 1, advance to Unit 2 by clicking the right arrow beside “Next” on the
bottom left side of your screen.

« The last unit in every course will either be a list of the References used in the course or will be a list of Knowledge &
Application questions. Your administrator will determine whether or not you need to complete those questions.

« Once you have read through all the content, click the Next button on the top left side of the screen to navigate to the
final module—the Post-Test.

If you don’t have time to read through the

entire course in one sitting, you can stop and
click this button in the top menu bar. The next
time you open the course, the system will
return to where you left off.

Courses may also contain a
Glossary of Terms. Look for this
button on the top right corner of

the course screen.

PLN 103 - Confidentiality
Uit g and ssing Studeant i

il o 5 PN 103 — Confidentiaity
@ PLN 103 Course Objactives

For students with special needs, additional records such as evaluation and testing
materials, medical and health information, individualized education programs or plans
(IEPs), notices to parents, progress reports, and mediation agreements could also be
included.

You are a directly involved educator. As a result, you have the right to know information
that will help you provide appropriate support to students.

Remember, you are only allowed to have access to information about the students with
whom you work.

Looking at records and test results, participating in IEP meetings, and working closely with
and watching a student are formal ways to find out more about a student and his or her
abilities and needs.

These strategies are carefully monitored and documented in records and IEPs.

You should also be aware of more informal ways to gather information about students,
such as asking questions and listening to conversations.

These methods, while useful in gathering more information, are also less strictly
controlled. Always remember that it is not only unprofessional and dishonorable to break
confidentiality, it is also illegal.

° Back Page 02 of 02 Mext Q‘,f,

< ° Back Unit 02 of 07 Next °
| -
v
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MoDULE 3—POST-TEST MODULE

The post-test consists of multiple-choice questions pulled randomly from a question bank to evaluate your understanding of
the content.

« Follow the directions provided to complete the test.
« The post-test questions will advance automatically after you each answer.

« You will receive your score automatically after you complete all questions.

IMPORTANT: In order to get credit, you must take and pass the post-test associated with each course.
Your administrator will set the passing score.

2 ProVenance - Mogzilla Firefox

& ProVenance SCORM Player - Mozila Firefox = |1
1 hittp://www.provenancesolutions.com/player2/skins/main.do?leameriD=D37B4F04 -BAAG-42FB-8028-DADG1171 AZ6 ABdearnerName=Katie PawloskyStcourselD=SCORMR2004_1243619799674867 2063285c7 chabfisessionlD=
;Pm':erweSCORM\'—iam R |
| @ Back W MNext | Save &Ewit
|

Fosi .

L PLN 103 Test Moduls

Ben is an elementary student with muscular dystrophy and must use a wheelchair.
While you are working with Ben in a classroom, a student asks, "Why does Ben have
to use a wheelchair?” What are the best responses?

"I'm sorry, but I can't tell you why Ben has to use a wheelchair."

"Ben has an inherited disease called muscular dystrophy that weakens and degenerates
his muscles.”

"Sometimes people with muscular dystrophy can't walk and have to use a wheelchair to
| get around.”

I

STEP 6 — ACCESSING RESOURCES BUNDLES:

For this section, we will use Inclusion PD Now!™ as an example. To access resource bundles, click on the My Subscriptions
tab in the top menu bar. Then click the My Assigned Content link.

August 10,2008 ¢y 63 Support Canter | Help

LEARNING SOLUTIONS
My Account My My Loaal Search
~ Communicatid ontent - Content

My Available Subscriptions

My Assigned Content: Y

My Transcripts

B My Available Subscriptions B My Assigned Content B My Transcripts




In the drop-down box next to Subscription Type, select Learning Network. In the drop-down box next to Learning Network,
select the learning network you wish to access.

February 03, 2010 %0 Support Center | Help

™ =

LEARNING SOLUTIONS

My Account My My My Locai Search
= Communication « Subscriptions ~ Content ~ Conient

"o My Subscriptions > My Assigned Content

My Assigned Content

e Title of @ content to launch. Recommended settings to view a course, If vou face problem in saving the score or completion status immediately after passing the pos
status gets updated by the system automatically.

Subscription Type: Learning Metwork

Learning Metwork: Inclusion PD Now!™

7 Wiew Courses

7 Wiew Resource Bundles

Select the circle next to View Resource Bundles and the resources available will appear at the bottom of the screen.

February 03, 2010 A EY Support Center | Helf

@ PROVENANCE

LEARNING SOLUTIONS
My Account My My My Local Search
- Communication - Subscriptions -~ Content ~ Content

Welcome Demo. You have signed in as Organizational User | Sign Ou

F. My Subscriptions = My Assigned Content

- completion status immediately after passing the post test, then check next day. The cours

0 launch. Recommended settings to view a ¢

Title of a conts
s ystem automatically

ts updated by t
Subseription Type: Learning Metwork -
Learning Network: Inclusion PD Now!™ =
() View Courses
Resource Bundle List

Not Started Started Completed

> { plete by Date Resource PDF
Dizability and Inclusion Resources No 12/03/2010
Frequently Asked Questions about Inclusion No 12/03/2010
Response to Intervention No 12/03/2010

From the Resource Bundle List, click on the bundle title to open up the available resources. The resources will appear in a
pop-up window.
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Each Resource Bundle has several categories of Resources. Use the navigation panel on the Left side of the screen to switch
between the available categories. Follow the directions provided to open up the individual resources you're interested in, and

save or print them for future use.

ProVenance SCORM Player

] o hext |l save aExit

- —

\J £ Response to Intervention
°

() Academic Progress Monitoring Forms

@ Behavior Interventions

("1 Behavior Progress Menitoring Forms.

Academic Interventions

RTI - Academic Interventions -

Following is a collection of printable intervention sheets on academic instruction that
contain forms for data collection and progress monitoring, making them ideal for use in
the RTI model. The progress monitoring sheets that accompany each set of interventions
are also listed separately in the document titled "Academic Progress Monitoring Forms.”

Please click on the title of the individual intervention sheet you're interested in to open ©
the document. These documents are in PDF form and require Adobe Acrobat Reader for
viewing.

Math
Addition and Subtraction Facts
Measurement in Length
Money
Multiplication
Simplifying Fractions
Telling Time

Reading
Comprehension—Pre-Reading Strategies

Marmmnrahancican _NMuirina_Dasdina Chratanine

STEP 7 — ACCESSING AND PRINTING YOUR TRANSCRIPT:

To access your transcript, click on the My Subscriptions tab in the top menu bar, then click on My Transcripts. Only
courses you have passed will appear in your transcript.

August 10, 2008 ¢ [ Support Center | Help
- ™ =
FJ R l}VE N AN CE valeems Deme One . You have signed In as Organizational User | Sign Out
LEARNING SOLUTIONS g
My Account My My Local
+ Communication = +  Content
My Available Subscriptions
My Assigned Content

My Transcripts

B My Available Subscriptions B My Assigned Content
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To print your transcript, choose Print from the right side of the screen.

October 07, 2000 % [ Support Center | Help  ~
. PROVENANCE e o e ettt
LEARNING SOLUTIONS _
My Account My My My Local Search My Authoring My Reviewing
= Communication = Subscriptions = Content =  Content -

= My Subscriptions > My Transcripts

My Transcripts

PLN 143 — Aubsm A9, Y9/07/200 115420 C 100
ot 08/07/2009 09/07/2009 09/15/2008 90.0 1.00 -

£) ProVenance - Mozilla Firef

File Edit View. History - Bookmarks @) ProVenance - Mozilia Firefox TS e %]
e v C 2y [ O |||l L | hetpe/fwww.p I P /mitks/leamingmgmt.do?op viewCertifi lected SCORM2004_1246979: <7 | | by p
3 Most Visited i Getting Started 5, U |
£ L * i . := The page at http:// F £om says: ﬁ }|[ L]
[ Do you want Firefox to remember thig | —L - B o= | fevesfor ThisSite | | MotNow | x
ificate?
o7, Q m | 9 Do you want to print the certificate] et e T
Cancel | Organizational User | Sign Out
= — d i‘ |
My Account My _I The ParaEducator Learning Network
= Communication
. My Subseripbions > My Transcriptd
This Certifies That (D
My Transcripts -
IYour Name Will Appear Herel Print
Has Completed The Course |
PLN 143 — Autism: C ation i
LI 05/07/2009
PLN 143 — Autism:
Communication Offered for 1.0 Credits
The MASTER Teacher - 1 Leadership Lane - Manhattan, Kansas 66502
= o =
¥ Ll
e | Waiting for www provenancesolutions.com... _| i S
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STEP 8 — REVIEWING THE OTHER TABS:

My Communication

Use the My Messages link to communicate with your administrator and other users (privately or with a group). Use the My
Forums link to view and/or take part in public or private discussions.

August 10, 2008 €% 3

Suppeort Center | Help @

™ £
L VEN AN CE Waleoma Dame Ona . You have signed in a5 Organizational Usar Sign Out

LEARNING SOLUTIONS

My Account My My Local saarch

Subscriptions - Content - Content

B My Messages B My Forums

My Local Content

From this tab, you can access courses and other resources that have been developed by your administrators and other users.
Any courses that are developed locally will be delivered in the same format as courses from THE MASTER TEACHER.

August 10,2009 ¢ 3 Support Center | Help

LEARNING SOLUTIONS '8

My Account My My Gearch
* Communication -  Subscriptions Content

My Local Content

My Transcripts

B My Local Content B My Transcripts

Search Content

From this tab, you can search the system for specific content that you're interested in. Your search results will only show
content which you've been assigned. You can search by Title, Keyword, or Subject by typing in a word(s) like “instructional
strategies” or you can simply search content using specifications like Learning Resource Type or Intended End User.

Avgust 10,2002 6} £ Suppert Certer | Help &

VENANCE

LEARMNING SOLUTIODNS

alczma Damo Ona . Yeu Rave sgnsd (= a3 Organizational Ussr | Sign Out

Se. Text '|
aarch B Tl B xeyword @] subjec
Type: Select -
Produc 3
24 s e Type A trl ¥ -} .
Course 3 LGE the Command ke
- me ele. o
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Neep HELP?

There is a Help link on the top right corner of every page in ProVenance. Simply click this link if you have a question or can’t
figure out what to do next, and you'll be given specific instructions on what you can do on that specific page.

PROVENANCE

LEARNING SOLUTIONS

ma Demo One . You have signed as Organizational User

Special thanks goes to the following organizations who provided feedback
and suggestions for these support materials:

Louise Campina — Tempe Elementary School District No. 3, Arizona
Erin Dugan — Olathe School District, Kansas
Dawn Showers — Lincoln Intermediate Unit 12, Pennsylvania
Ellen Van Pay — Green Bay Area Public Schools, Wisconsin

©Copyright 2010 THE MASTER TEACHER®. All rights reserved.
Reproduction in whole or in part without written permission is strictly prohibited.
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