QuickStart Guide for Assessors

Once you have been provided with your Chalk & Wire User ID and Password, go to the
Chalk & Wire login web page for your institution. If you do not know the correct URL, please
visit ep.chalkandwire.com and enter the name of your institution. You will be automatically
directed to the correct login page. You should bookmark this URL.

If you have not yet received or have misplaced your Chalk & Wire User ID and Password,
please contact your local Chalk & Wire Administrator to inquire about receiving your
account information.

Step 1: Log in to Your Chalk & Wire Account

¢ Can't Remember your Password?

Click on the Forgot your Password? link on the login screen create a new one.
Instructions for using the link can be found here.
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http://ep.chalkandwire.com
http://userguide.chalkandwire.com/m/Assessor/l/203108

Your school's logo

chalk&wire

LOGIN

User ID or Email Password
ﬂ M$
Forgot yo assword?

©)

1. Enter your User ID or Email Address associated with your Chalk & Wire account.
2. Enter your Password.

3. Click Enter.

Step 2: Access Your Pending Assessments

¢ Inaddition to the method displayed in this guide, you can also access your pending
assessments from the Pending Assessments tab on your dashboard.
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Dashboard

Work

Assessment @

Curriculum

Users & Groups

1. Click on the Main Menu icon.

2. Click on the Assessment option.

BACK

Assess

Student Results

3. Select Assess.
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All Pending Assessments, Past 10 Years

6 Pending Assessments

15 4 records per page Search:
View Summanry

Mame = Instru
View Details

Dorrington, Mike Visual A

Dorrington, Mike Visual A

Dorrington, Mike R iew Student Info

Dorrington, Mike LIEVEIRTE  View Assessor Info

Frwardemn Achleu Wie al Arte Fimal Brrtfadia Inckinemant M 4A-Nd-na

Locate the appropriate pending assessment and click anywhere on the row to reveal its

options.

4. Select Assess.

Step 3: Review the Assessment Interface

Lesson Plan Assignment

o Edn Tags

Instructions:

b Instructions & Resources

I3 vl tempor masimus, Marcenas pratlum sfchus dalor, quis venenatis man
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The assessment interface will appear on your screen, displaying student work on the left and
the assessment instrument on the right.

Step 4. Select Instrument View
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Use the Full Instrument option to view the full instrument (all criteria listed at once) in a full
screen view. Use the button again to return to the regular view.

Use the Toggle Instrument option to view the student work in a full screen view. Toggle the
instrument back to reveal the assessment interface.

Step 5: Comment on Student Work

¢  Providing feedback to students is an important part of their growth. Various
commenting options are available in Chalk & Wire to ensure that you have the
necessary tools to provide your students with the best possible feedback.

For instructions on using a specific commenting method, select the method below:

Targeted Text Commenting

Targeted Text Comments are made possible when using the Advanced Commenting
feature. Targeted Text Commenting allows you to select any text within the student's work

to comment on the content, grammar, and spelling.

@ Targeted Text commenting is not available on mobile devices. You must use a
computer to use this type of commenting.
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Step 1: Highlight Text

THYILES. LUNSU UU 11aE5Sd, SYSSlas vilas uliel s Sygol, URIYUS Sl aniel Qualll. rusus [y
eget lobortis dapibus, tellus dui eleifend orei, vitae placerat nisi nulla a elit. Curabitur mollit
hendrerit tincidunt. Nullam non libero mattis, tempus avgue in, venenatis urna. Donec in le
euismod lorem eget, ullamcorper dolor. Suspendisse id dui risus.

Vivamus tristique condimentumn lectus eu ullamcorper. Donec ultrices velit metus, eu accu

malesuad . Cretium erat non ultrices vestibulum. Nulla ultrices quam a ar
scelerisquy. Dane{au ac est ullameorper faueibus. Nullam eu molestie nulla, eu
neque. In et massa fringilla lacinia. Proin semper diam est, ac viverra

a. Donec eget lectus vehicula, ornare erat vitae, dapibus dolor. Vestibulum ante ipsum prir
orei luctus et ultrices posuere cubilia Curae; Integer in metus sit amet dui mattis faucibus.
volutpat. Nune tincidunt eros nec urna venenatis, eget ultricies nisi fermentum. Nam at gre

[ R TR PR |y

1. Using your cursor, highlight the text that you would like to comment on.

Step 2: Add and Define Comment

Add comment:

Donec

Wonderful work, Mike! ﬂo/

Save as Spelling Mistake

Save as Grammar Mistake o
Save as Hegular Comment

The highlighted text will prompt a pop-up window for you to add your comment.
2. Type your comment into the text box.

3. Select the Comment Type to save.
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Step 3: View Comment

| D

Donec

Wonderful work, Mike!

Your comment will appear below submission's content, and will offer the options to Edit or
Delete.

esuada eu. Suspendisse pretium erat non ultrices vestibulum. Nulla ultrices que

lerisgue. Do auctor ligula ac est ullamcorper faucibus. Nullam eu molestie n
ue. In blandit lacy
lonec eget | Dani Snyder ips
luctus et ultric fau
itpat. Nune ting Man
drerit nibh. e

e direclty into t
Wonderful work, Mike!

Ihl sl Start Roida fare Shodande RIS acdf O sl Sart

You may also view the comment by hovering your cursor over the highlighted text within the
submission's content.

In-Line Document Annotation

If a student uploads a Word document, Excel file, Powerpoint file, or PDF file to their
portfolio or assignment and makes a submission, an Assessor can then view the document
within the assessment and make annotations on it. Once the assessment, including
annotations, has been completed and released to the student, the student will be able to
review the annotations.

€ Inline Document Annotation may not be active within your institution's Chalk & Wire
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site. If you are interested in having this feature added to your site, please contact your

local Chalk & Wire Administrator to discuss the possibility.

Step 1: View Document in Browser

« HoOm arrangement and equipment needs
» Differentiation & Adaptation

O @ MidtermPaper Check Driginlo View l

1. Locate the document and click on the View button.

Step 2: Add Comment to Document

E TABLE OF CONTENTS
G ,I [J Comment @ 1o0f2 | %,

What's new for student

The application has been redesigned for ease of u:
and other mobile devices. Its updated and streaml

manhila avnarianca far neare Artinne ran cimnle he

2. Click on the Add Comment icon to reveal annotation options.
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Step 3: Use Comment Options

E TABLE OF CONTENTS v

P Pt ™
x Sl || & [ comment hd

10f2 |\

"% Comment |* | & Draw 4 Highlight aA Text s8¢ Strikeout
| Point Comment

[, Area Comment

P Fn;rpr

ThE applicatfpn has b

ar ather mghile devigos
[ 4, Text Comment 1e exp Ace fi!
f M

n redesifined for ease of u:

Llts uro‘tcd and stream

@i can simply b

3. Comment: Use one of the three commenting types to leave a comment on the work:

Point Comment

L @ L) comment [£ 1of2

» Comment = & Draw 2 Highlight oA Text s Strikeout

What's new for students in eP4.7

The application has been redesigned for ease of use on smartphanes, iPads, Tablets
andd other mobile deviee s upclated and streamlined interface will improve the
mehile experience for users, Actions can simply be accomplished by a tap or swipe
of the finger.

New Main Menu Navigation

Inn the previous version, aceount navigation was accomplished wsing menus located
at the top of the screen. In order to improve the mobile experience for users, one

der: This Is very exciting!

After selecting the Point Comment feature, drop the point wherever you would like to insert
your comment. Once you begin typing your comment, it will appear on the right-hand side of

the document.

Area Comment

u Comment = Draw Highlight a4 Text == Strikeout

g

New Main Menu Navigation

In the previous version, account navigation was accomplished using menus located
at the top of the screen. In order to improve the mobile experience for users, one
main navigation menu has been rluced. It is available at the top left comer of
every screen. Once selected, you will have access to the same menus as before in a
d display. Options to access the User Guide and to Request Support are also
available through the main menu with these changes,

L

More Intrusive Help
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After selecting the Area Comment feature, use your cursor to create a box around the area of
text that you would like to comment on. Once the area has been 'boxed in', begin typing your
comment to see it appear on the right-hand side of the document.

Text Comment

4 | E comment -] 1of2
a4 Comment = Draw Highlight A Text a« Strikeout  Hightight toet; [ |1 ][]

nl o the mai

you wish ceess or click om the p
Pt allerws you b vie
inndiy 53 rents contained wi

You now have the ability to select a Default tab for your Dashboard. Simply click on
the tab you wish to see by default each time yoo access your Dashboard and then
click on the Make Default Tab option at the far right side of the screen.

Dani Snyder: Thia is going to be
great|

My Portfolios is now called My Coursework

The previously named My Portfolios menu option and screen i now labeled My

The Text Comment feature enables you to highlight the specific text that you would like to
comment on. Use your cursor to highlight the text, and begin typing your comment to see it
appear on the right-hand side of the document.

Offline Document Annotation

If a student uploads a document file to their ePortfolio and makes a submission, their
Assessor can then download the document and make annotations on it offline. Once the
annotations have been made, the updated document can be uploaded to Chalk & Wire for
review by the student.

Step 1: Download Document

« Room arrangement and equipment needs
« Differentiation & Adaptation

Q @] Lesson Plan H/o

1. Locate the document, and click on its name to download it.
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Step 2: Open Document & Locate Content

‘ Word File Edit View m Format Font Toels Table Window Work Help #
8eoe Break » . DPAI_Assignment.docx
¢ E - Page Numbers... " = | ~
2o H = L Date and Time... = WS e

Wew Open Save Print Unco Redo B p el ' .
Narmal = Cambria (B0.../#{ L1 Field...

n GCallery Toolbox Zoom  Helo

7= [ -omed- A -
[ =y | hans | Smarthr Graghics WordArt

P__ T ) L] 10 0 12 18: 14 15 416 - 17 - 18-
2 1 Document Elements

~ Quick Tables

Chart...

SmartArt Graphic...

WordArt...

Footnote...
Caption...
Cross-reference...
9 Index and Tables...
Watermark... e storehouse of wisdoen embodied within its towering

2 Picture

P, &' massive growth and impressive expanse. They took this
HTML Object  be hanored for its endurance, and neble presence. ﬁo
i the in which a's

Text Box !
o Movie...
File...
Object...
- Bookmark...

Hyperlink...
U] Y TOpEnIn EhE DK door.

Once the file has downloaded to your computer, locate and open it.

2. Highlight the text that you wish to comment on.

3. Use the Insert menu to select Comment.

Step 3: Enter Comment

Ihe oak 1S consdered 4 COSMIC STOREROUSE ol Wdom embodved wilhun ils Uuo'

strenglh.

Wncient Celts observed the cak's massive growth and impressive expanse. The)
a clear sign that the oak was to be honored for its endurance, and noble presence]

Commant Thit & very intena g, Haw
Indeed, wearing cak leaves was a sign of special status among the Celts (a8 well as ancient IR ey ek bt
Greeks and Romans). Today we see artistic renditions of the "Leafman” in wiich a man's

face s covered in leaves. This is an evolution of bore that dates back to earth-based

anirnaliee in owhieh the reeal nower of the ook was recnenized and honareed.

4. Add your comment in the provided text-entry field.

QuickStart Guide for Assessors

Page 11



Step 4: Save Document

o Word JJIC8 Edit View Insert Format Font

800 Project Gallery... G+ #P
& - £7 ki NewBlank Document %N 1
New Open Save Open... HO folumns : Show
Comment Text _1 Dpen Recent . u E %
'\ Close W 3
Final Showing Ma xix | Mew €
"9 Save E
m_@j Eements
", Save as Web Page... 1304005,
1 Web Page Preview
3 Print Preview
- Print... 8P
':" Send To P orman Conguest, th
3 . ol the day. Consid
- PFCIIJEI’U €s... corn 15 a good luck
L |

Save the document as a new file, naming it and locating it somewhere memorable.

Step 5: Attach Annotated File

Attach File(s) to Assessment

Overall Comments: oﬁ- %ﬂ
S

Return to the assessment screen in your Chalk & Wire account:

6. Click the Paperclip icon to attach your annotated file.
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Upload New Document

Choose File ﬂo/ Upload

7. Click on the Choose File button to search for annotated file.

< 22 = [ @8- = Desktop B Q, Search
1 Dropbox
& iGloud Drive DPAI Assignment.docx
[ Google Drive " Michael Dunn >
m LauraGammon ! Victorla Harvey (UCSB) >
(] Desktop
[ Chalk&wire
1 Wedding DPAI Assignment.docx
[ Documents
Word document - 127 KB

&) Pictures Created Feb 5, 2015, 10:43 AM
4 Applications Modified Feb 5, 2015, 10:43 AM

Last opened Feb 5, 2015, 10:43 AM
© Downloads Add Tags...

Devices
(@) Remote Disc
Cano

8. Locate and select the file on your local hard drive.

9. Click Choose.

Upload New Document

Choose File | DPAI Assignment.docx Upload ﬂ@/

10. Click Upload.
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Video-Based Commenting

Video commenting enables Assessors to comment on videos provided by the student via
submission. Assessors can leave text or voice comments on videos, targeting specific
sections of the video or as a whole.

Step 1: Watch Video

b Instructions & Resources

0

Add Comment

1. Watch the video in the submission, and click the Add Comment button.
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Step 2: Add Comment to Video

OIOTBN
Start Time End Time

-0~

Comment

Great observation ho

ey

Cancel Record Audio Comment | BEETEE®VUTED

2. Use the slider bars to set the Start Time and End Time for the comment, if it is specific to a
certain section of the video.

3. Enter your comment in the text field.

4. Click the Save Comment button.
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Step 3: (Optional) Add Audio Comment

Hide All (1)

-l
Start Time End Time

Comment

Ce_ Record Audio Comment Save Comment

5. To leave an audio comment, click the Record Audio Comment button.

Allow Microphone Access

Adobe Flash Player Sattings
Privacy 7T

Allow beta.chalkandwire.s o SEOEES
Your camera and I"I'I|E:I'CIF

i) ) Allow ’-’_;.\Eﬁanr

Remembar

6. Click Allow in the Adobe Flash Player Settings access window.
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Record Comment

[ N
beta.chalkandwire.com/ep2_docs/Audio2.aspxTocus=915&filel

Mic Reac 5:00

O 0O ©

7. Use the Record button to begin your recording.

8. When you are finished recording, click the Stop button.
9. To listen to your recording, press the Play button.

10. To save your recording, press the Save button.

To leave the recording window with your saved audio comment in tact, click on the exit button
for the window.
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Select Video Section, and Save Comment

| o |
Start Time End Time °
0:24 ' ‘

0:33

Comment

Please listen to my audio comment *@

o

Cz@ Save Audio Comment

11. Use the slider bars to set the Start Time and End Time for the comment, if it is specific to a
certain section of the video.

12. (Optional) Enter a text based comment, in addition to the audio comment, in the text field.

13. Click the Save Audio Comment button.

QuickStart Guide for Assessors Page 18



Step 4: Review Comments

01:43 o)

Add Comment | Hide All (2)

I Dani Snyder
0:17 to 0:29

Great observation!

I Dani Snyder
0:24 to 0:33

Flease listen to my audio comment

To review the comments on the video, click the Show All (#) button beneath the video. Once
comments are visible, the button will read Hide All (#).

Audio Commenting

The Audio Commenting feature allows assessors to verbally record comments, rather than
typing text comments.

If you are using a Mac computer, we recommend that you use either Safari or Firefox
as your internet browser when recording audio comments. Chrome has a known issue
with sound quality which may affect the audio that is recorded.
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Step 1: Highlight Text to Comment on

Lesson Plan Assignment

® Instructions:

4 . F slique senecius et netus et malesuada fames ac turpis egestas. Vivamus nen
orci neque. Pellentesque leo neque, wwssedrwhs«sm porta vitae sapien. Nulla mi odio, faucibus non lacus a, tincidunt faucibus

justo. Fusce a lecius eu nulla porttilor scelerisque. Fusce congue fringilla lectus, sodales lempus alil. Sed vitae alit sed lorem Iristique
porta at id jusio. Donec odie dolor, ullameorper vitae sollicitudin pharetra, elementum semper tellus. Donec felis ante, pharetra eu

Maecenas eget posuere risus, sit amel porttilor magna. Suspendisse iaculs urna eget nulla tristique, sagittis vehicula nisi commodo,
Nam et orci felis. Etiam placerat massa in nisi porta posuere. Nunc sagittis scelerisque molestie. Morbi facilisis commodo odio. vel
pretium velt posuere vitae. Cras viverra mi non libero dictum mattis. Ut suscipit ante aget lacreet auctor. UN a suscipit ante. Lt pharatra
vulputate purus, et euismod ligula gravida vitae. Duis ligula tellus, gravida vel leo nec, dapibus ullamcorper lorem. Mauris id suscipit justo.
Ut elementum placeral nunc, eu adipiscing purus blandit pulvinar,

Aliquamn porta sem quis euismod dapibus, Duis rhoncus, turpis eget dictum pharetra, nulla lacus viverra mi, eget aliguet neque nunc non
lortor. Fusce sil amet consecielur nisl. Phasellus dignissim dapibus risus, aliguel molestie eral sollicitudin a. Sed nisl leclus, tristique at

Bamdenath maila shkasstes mas loskix lx sxsa sl s i sadalas daios 2l ssallis mims sl sdimsss dais sl o8 mema Vo sEma

1. Highlight the text that you would like to comment on.

Step 2: Select Type of Comment

x
Add comment:

Mulla mi edio, faucibus non lacus a, tincidunt faucibus justo. Fusce a lectus eu
nulla porttitor scelerisque. Fusce congue fringilla lectus, sodales tempus elit.

Save as Grammar Mistake

Save as Regular Comment

2. When the comment pop-up windows appears, select the Record Audio Comment option.
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Step 3: Allow Flash Settings

http://demo.chalka...34783066140988159

Adobe Flash Player Settings

Camera and Microphone Access L¢]

Stopped demo.chalkandwire.com i requesting
access 1o your camera and micropnane. If

m Vou © ik Allow, you may be recorded.

000 / 000

4. To ensure that your Flash Player and microphone settings are set up correctly:

+ Windows: Right click on the Adobe Flash Player Settings window
+ Mac: Hold down the Control key on your keyboard + click on the Adobe Flash Player

Settings window with your mouse.
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® O O https://demo.chalk...34891880125980148 e
;um has been
ok a galley of
luries, but alsa
sed in the
e recently with
Stopped 0:00 / 0:00
m M Stop » Play M Save @ Caneel
Zoom In
v Show All
Quality >
Print...
l Show Redraw Regions
Settings... o
_ opdalrSeEttings...
Racord Audio Comment About Adobe Flash Player 11.5.502.110...
Save as Spelling Mistake B
4. Select 'Settings..." in the drop-down menu.
Adobe Flash Player Settings
Privacy o
Stopped Allow deme.chalkandwire.com 10 access 0:00 / 0:00
wour camera and microphone?

6. Select the Privacy tab and ensure that Allow and Remember are both selected.
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Adobe Flash Player Settings
Microphone 7]
[ -

| Bullt-in Microphane he
. 4

Hecord Valume:
y!
J [~] Reduce Echo

23 1S\ .

000 / 0:00

©

7. Select the Microphone tab.

8. If you are using your internal microphone (built into your computer) to record audio, ensure
that the Built-in Microphone option is selected. If you are using a headset or another type of
external microphone which you have connected to your computer, use the drop-down menu to
select the appropriate microphone.

9. Test your microphone by speaking. If you have selected the correct microphone option, you
will see the green bar move as you speak. If you do not see this green bar, you have either not
selected the correct microphone or you need to turn your microphone on using your computer
preferences first.

10. Click Close.

Step 4: Record Audio Comment

Recording Audio 0:00 / 0:00

m W Stop » Play ™ save &) Cancel
g g
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11. Use the 'Record' button to begin recording your audio comment. Speak into your
microphone and click 'Stop' when finished. If you wish to listen to your recording before saving
it, use the 'Play' button.

12. When you are satisfied with your audio comment, click 'Save'.

Step 5: Save Audio Comment

x
Add comment:
dummy text ever since the 1500s
tharoughly enjoyed your response to this guestion. _e
o
A
- O
p— i

13. (Optional) Enter a text based comment, in addition to the audio comment, in the text field.

14. Click the Save Audio Comment button.
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Step 6: Assess and Comment on Criteria

Select Specific Criteria

lof5

Instructional Objectives ﬂo
Instructional Objectives
Maotivational Activities

A A+ + + i ) o
EH K3 ES KN Learning Strategies/Activities
Assessrment
Integration of Technalogy

A

anaoo

1. Select which criterion you would like to assess by using the Select Specific Criteria drop-down
menu, or the PREV and NEXT buttons.

lof5
Instructional Objectives

Exemplary

Objectives are clearly measurable and clearly aligned with curriculum
{standards). They prompted problem-solving and higher-level
thinking in students.

|||

# Comment Suggestions

LT
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Hover your cursor over the performance levels for the criterion to view their descriptions. Once
you have decided which performance level will be selected,

2. Click on the Performance Level to select it. Once selected, it will appear in green.

Great work! You did a great job of encouraging higher-level thinking with

your students. ‘
® Comment Suggestions o
W

oooono

Criterion Comments Fregu

Some Past Criterion Comments e

4 of 4 options potentially match your current comment and
score.

Good improvement over your instructional objectives last time. | |

e am liking what | am seeing! _>
2016-03-22 10:10:40 @

3. Enter a Criterion-Specific comment.

4. Alternatively, use the Comment Suggestions feature. This feature will provide you with
previous comments left on this criterion when the same performance level was selected, as well
as your most frequent comments across all criteria and instruments.

If you are using the Comment Suggestions feature,

5. Select whether you would like to view Criterion Comments OR Frequent Comments.

6. Use the Arrows to move through the available comments.

7. When you see the comment that you would like to apply, click on it.
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# Comment Suggestions

LTS 0 %]

The assessment for the criterion is complete when you have selected a performance level and

left a criterion-specific comment. In order to move on to the next criterion,

8. Click on the NEXT button.

Repeat Step 6: Assess and Comment on Criteria until all criteria have been assessed and

commented on.

Step 7: Leave an Overall Comment

® Gum—

Overall Comments: &o
Great improvement! This lesson plan was g 'ghtfully designed
and well executed - bravo! Ho/

F

Ensuring that the Overall Comments tab is selected,

1. Enter an Overall Comment for the assessment.
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Step 8: Set Notify & Release Options

Motify Student? Result Available to Student?
Yes, Motify When the Result Result is Available Immediat
e "

Administrators have the ability to lock their own selections in place, disabling
Assessors from making changes to the Notify & Release Options. You will still see
which options are selected, but will not be able to make different selections.

Ensuring that the Notify & Release Options tag is selected,
1. Select the Notify options:

+ Yes: If you choose to notify the student, an email will be sent to alert them of the
completed assessment. If you have also chosen to release the results, the student will be
able to view the completed assessment from the My Results screen.

* No: You can also choose not to notify the student, which means they will not receive an
email when the assessment is completed.

+ Notify only When Results Released: This option should be selected if you do not want to
notify the student that the assessment is completed until you decide to release the
results. In this case, you would be selecting to hold the results of the assessment as well.
Only when the results are released will the student be notified of the completed
assessment.

+ Notify after Final Escalation Level Complete: This option should be select if the student's
work will be sent through escalation, and you would not like for them to see their score
until all assessments in the escalation process have been completed.

2. Select the Release options:
+ Immediately: If this option is selected, clicking the Save button, will trigger the release of

the completed assessment results. Students will be able to access their results from the
My Results screen immediately.

+ Never: This option will prevent students from ever seeing the results of the assessment .
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* Held until released: This option will prevent the results of the completed assessment
from being released when completed and will hold the results on your Unreleased

Assessments screen until you decide to release them.
+ After final escalation level complete: This option will release the results when the final

level of escalation for the instrument has been completed.

Step 9: Save Assessment

Save as Draft

1. Click on the green Save button to save the assessment.

¢ If you have not finished the assessment but would like to save your progress, use the

Save as Draft option, instead.

T— c NEWLY laywnr ~

Assessment for Christine Timmons %

has been saved

Final Score 34

A message will appear in green to indicate that the assessment has been saved, and provide
you with the final score.
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Step 10: Optionally Save Grade to LMS

z Jraf 5 L
3o ve as Ura ve

6 o (OPTIOMNAL) FINAL GRADE %
|

83

E3 <—0

FINAL SCORE

If the assessment was created by a submission via LMS integration, you will have the option to
save a Final Grade %. This is the grade that will be pushed back to the LMS gradebook.

€ System Administrators can enable a feature that will auto-populate the Final Grade %
field. If this occurs, the grade will be based on the performance level selections in
Chalk & Wire but may be edited if you think a different grade should be entered.

1. Enter the Final Grade % by typing in the text-entry box.

2. Click Save.
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