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Welcomel

Welcome to v7 of LP+365 our next generation
learning and collaboration platform.

Whilst the platform has been designed to be
intuitive, we know that many of you will want a
handbook covering the tools and tips, so that you
can make the most of LP+365 platform.

If you have any questions or comments, please do
get in touch: Ip365support@Ipplus.com.

The Handbook is available online at

https://lpplus.com/support-centre.

Enjoy @
The Learning Possibilities Team


https://lpplus.com/support-centre
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Overview

Overview

Audience

This user guide aims to provide users of the LP+365 learning and collaboration platform
with step-by-step guidance on the use of the platform with useful ideas how the
platform could be utilised in the classroom.

Overview

The LP+365 learning platform transforms Office365 into a school learning and
collaboration platform. LP+365 is an app that sits on top of your school’s Office365
tenancy, to transform the Office365 toolset into an easy-to-use learning management
solution. The LP+365 solution is developed in partnership with Microsoft and uses all
major features of Office 365 driving employment opportunities for students around the
world. Teachers and learners can get started with LP+365 after 20 minutes of initial
teacher training. The App is flexible and adaptable to suit all pedagogies providing your
school with its personalised learning solution.

Key Vocabulary

Learning and Collaboration Platform: LP+365 is a learning and collaboration
platform. It integrates six major technologies in Office365 into simple dashboards,
and adds tools for provisioning, assignments, assessments and analytics.

Home Dashboard: This is the LP+365 Landing Page for Office365.
Menu: Access to all of the features of LP+365, including Microsoft Office Apps.

Classroom Dashboard: The classroom dashboard which appears when a class is
selected. Classes, subject and project sites on LP+365 are set up by your school’s
tenant admin user. The tenant admin will set up permissions and access to class,
subject and project sites based on relationships from your school’s database.

Provisioning: The process of taking student and teacher data (from School MIS) and
putting them into the correct classes, both initially and at the start of every academic
year.

Adoption: The process of adopting LP+365 and Office365 technology into everyday
teaching and learning. From supporting good teaching and enhancing positive
learning outcomes, to building digital confidence and competence amongst your

LP+365 User Manual 2
Learning Possibilities Limited © 2020



Overview

school’s community there are many ways that your staff, students, and governors
will benefit from using LP+365

Further Information

For further information please contact info@lpplus.com

LP+365 User Manual 3
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Accessibility

Accessibility

Supported Browsers

It is recommended that LP+365 is used with the latest version of Google Chrome for best
possible performance. Other browsers can be used, however there may be limitations or
reduction in functionality when using elements of LP+365 or Microsoft Office365.

LP+365 is built on top of Microsoft Office365 which supports several commonly used
desktop Web browsers:

- Microsoft Edge version 24 or above.
- Mozilla Firefox version 36 or above.
- Google Chrome version 26 or above.

Supported Mobile Browsers for LP+365

Some mobile browsers or versions may result in reduced functionality over some LP+365
functionality and some tasks. Commonly used mobile browsers include:

- i0S 10.0 or higher.
- Android 8.0 or later version.
- Mobile browsers: Any mobile browser supported by Microsoft may be used.

For further information, please speak with your school’s tenant admin.

Mobile Apps

If you are using LP+365 on a mobile device, you will be able to download Office apps
onto your device to access certain tools with your LP+365 accounts.

You will be able to work offline on these apps and
sync your work back to LP+365 when you are at a
location with a secure internet connection. t

Select here for information on downloading and
installing Office apps and email.

Figure 1 Download Office apps onto your
mobile devices.
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Accessibility

Logging into LP+365

Accessing via web browser

To access LP+365 via a web browser navigate to https://learning.lpplus.net

If your tenant admin has created a custom tile for LP+365, you will be able to access
LP+365 via your Office365 dashboard, available at https://www.office.com

Logging into LP+365

Once you have navigated to the app, you will be prompted to login.

1. Enter your full school email address and select Next.
If you aren’t sure what your email address is, you will be able to get this from
your school’s tenant admin.

B® Microsoft

Sign in

Email, phone, or Skype |

No account? Create one!

Can’t access your account?

Next

q Sign-in options

Figure 2 LP+365 login page

2. Enter your password.
3. Select Signin.

You will now be navigated into the LP+365 Home dashboard.

LP+365 User Manual 5
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The Home Dashboard

The Home Dashboard

Having logged into LP+365 successfully, you will be taken into the Home dashboard.

You can use this dashboard to:

- Keep track of your latest
emails.

- View and manage calendar
events.

- View and manage files from
OneDrive.

- View and manage
assignments.

- Navigate to your classes.

Figure 3 The Home Dashboard.

The Home Dashboard displays your
personal information connected to your
school Office365 account.

The information displayed here will be
private unless you have already shared it
with other colleagues.

#
-3
= °
CY °
1l © v
B
3 B v
-
“F O
(U]
v&of
e P#365

DASHBOARD @ Croxley Academy
My 8 7/5/21 Assignadrmin@lpplus365 com - A comment in 7A Engli
87/5/21 Avs Johnson - Parents evening
Y E W 7/9/21 Ava Johnson - Homework
=il W 7/9/21 System Administrator - Your preview of the new Briefin

8 7/3/21 Microsoft Audio Conferencing - You now have Audio ¢

Characters of 12 Nights

Home Dashboard Tiles

The home dashboard tiles display your most recent items:

- My Email: The My Email tile displays your most recent emails. Selecting an email
from this view will display the email and selecting the tile title will open your

mailbox.

LP+365 User Manual
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The Home Dashboard

- My Calendar: The My Calendar tile displays your upcoming events. Selecting an
event will display the details and selecting the tile title will open your calendar.

- My Assignments: As a teacher the My Assignments tile will show you a breakdown
of any ongoing assignments that you have set your learners and as a student it will
display any ongoing assignments that have been set for you.

- My Documents: The My Documents displays your recently modified or recently
uploaded files hosted in your OneDrive.

Menu

The Menu is displayed throughout the App. This means
that even when you are working on a shared site, you will
still have access to your personal emails and calendar.

The menu includes:

'Y 4

- Avatar, username, and email. David King

- Home button (this will navigate you back to the
Home dashboard from anywhere on the app).

ﬁ Home
- Classes. -
- Email access and notification count. = WS
- Calendar access and notification count. D<M My Emails
- Access to Office365 web apps. My Calendar
- Access to Teams. a
Office
- Multilingual menu. 7
- LP+365 Support Centre. [l Teams
- E-book Library* 2 M \ultilingual
- LP+ Adopt*
P @ Suppart Centre
*Additional features that are available upon request. E-Books
(Uogg ADOPT
(VM Sign Out
L4 Q f
s |_PF365

CLASS DASHBOARD

Figure 4 Menu
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The Home Dashboard

Tasks:

Now that you have successfully logged
into LP+365, it’s time for you to start
familiarising yourself with the app.

See the instructions available on the next
few pages for help with completing the
following tasks.

Change your avatar

Send an email to a colleague.
Add an event into your calendar.
Create a new folder in OneDrive.
Change languages

Visit the Support Centre

Changing your Avatar

To change your avatar, you must have an image saved on your machine or device.
Please note that other users will be able to view your avatar.

1. To change your avatar, select the My Email tile title.

DASHBOARD @ Croxley Academy

=% 7/9/21 Assignadmin@Ipplus365.com - A comment in 7A Engli
% 7/9/21 Ava Johnson - Parents evening ..

, % 7/9/21 Ava Johnson - Homework ...
t =% 7/9/21 System Administrator - Your preview of the new Briefin
David King =% 7/9/21 Microsoft Audio Conferencing - You now have Audio

Figure 5 Select the My Email tile title.
You will then be taken into your Office365 email inbox.

2. Locate the avatar that displays on the top right-hand corner of your inbox.
Select the avatar.

H Dutlook £ Seaern

Figure 6 Select the avatar.

LP+365 User Manual 8
Learning Possibilities Limited © 2020



The Home Dashboard

3. Select the circle.

H Meet Now o T} 3

Contoso Sign out

David King
David.King@M365EDU47807...

View account

" Open another mailbox

Figure 7 Select the circle.

4. Select Upload a new photo.

e 2

Cancel

Figure 8 Select upload a new photo.

5. Browse your device and select the image.

6. Crop your image (if needed) and select apply.

e/

O +

o

Figure 9 Crop and select apply.

LP+365 User Manual 9
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The Home Dashboard

7. Navigate back to the app and refresh your browser. You will see that your avatar
has now updated to the image you have uploaded.

DASHBOARD

Y4

David King

,,,,,

Figure 10 Your avatar has now updated.

Sending an email

1. Select My Emails from the menu.

DASHBOARD

Y4

David King

f
=,
= o
e o

My Calendar

Figure 11 Select My Emails.

2. Select New Message.

& Mark all as read Undo
s Folders (+) & Focused = Other Filter
£ Inbox 2 = Karam Ababneh in Teams
Karam mentioned you in 5t... Mon 6/8
2 neen Manial ant mraizal & hin thank wao e Danial

Figure 12 Select New Message.

A new message prompt will pop up on the right-hand side of the window.

LP+365 User Manual 10
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The Home Dashboard

3. Fillin the fields with the relevant details.
4. When you are ready to send the email, select Send.

Search Mail and People O *=send [ Attach Discard +=s =
© Folders Filter v To @ M Hughes X
~ Favourites + ¥

Clutter 1 Mee added you to the Teachers grot Tue 24/01 =3
~ 55mith +

Inbox 20 Assignadmin@lpplus365.com Cover Wednesday Sth Feb

A comment has been added. 23/mze7
Clutter 1 A hast 3 . " Hi Mark
Drafts 2
weeks ago 1 have sorted out cover for next Wednesdays lesson now, so no need to warry about this.
Sent ltems
G
Yeleted fems WMany Thanks
Deleted ftems 2 Parents Evening 22072017 Susan
ry A admin@lpplus365.com

Ia
3
I»
Ll
|
$)
&
x|
|
¥
g
<

M K B I

Dscard B @ B v o

ansri Mehta 1o/

Figure 13 Fill in the fields with the relevant details and select Send.

Adding an event into your calendar

1. Select My Calendar from the menu.

DASHBOARD

David King
David King@M365ED
mome

Classes
My Emails °
My Calendar (7]

A
=
D]

Figure 14 Select My Calendar

2. To create a new event, Select New event.

LP+365 User Manual 11
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The Home Dashboard

Outlook L Search
B Today I~ W July2020 ~ & Month ~ 1& Share = Print
Sunday Menday Tuesday Wednesday Thursday Fridsy Saturday
Jun 28 29 30 Jul 1 Jul 2 3 4
80 2B M O 6 7 8 9 0 "
% 27 2 ® N N 1
2 3 4 5 8 7 8

Figure 15 Select New event.

3. Fillin the fields with information regarding your event.

save [ Discard [ Scheduling Assistant @ Busy ~ {0 Categorize ~  [E] Response options ~

* Add a title € > Thu uly2, 2020
Opticnal
71242020 B go0em v to 930pM v B Aldy @)
Repeat: Never

@
Teams meeting (@

Remind me: 15 minutes before

Figure 16 Fill in the fields relevant to your event.

4. Select Save. Your event will now display in your calendar, and on the My
Calendar Events tile on the Home Dashboard on LP+365.

LP+365 User Manual 12
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The Home Dashboard

Creating a new folder in OneDrive.

1. Select the My Document tile title on the Home Dashboard.

The Tempest ...
A Midsummer Nights Dream ...

Surface Area Equations ...
Algebra Practice ...
Characters of 12 Nights .

Figure 17 My Documents tile.

2. To create a new folder, Select + New.

Daniel Campbell I + New VIT* Upload ~ 3 Sync $E Automate Fsorv =~ @
E1 My files
D recent Files
A Shared L}
© Discover O reme Mogfad Modiied By Fiesire
& Recyoe bin Class Notebooks SharePoint App rem,
Shared libraries
S 7A) Engisn
& Bog
Create shared libary

Figure 18 Select + New.

3. Select Folder from the dropdown menu that appears.

Please note that if you wanted to create a new file at this stage, you could do so by
selecting on the file type

L Search

OneDrive

Fsotv =~ @

+ New ~ T Upload ¥ 3 Sync #E Automate ™

Daniel Campbell
D Recent B Word document
@ Shared 85 Excel workbook

Figure 19 Select Folder.

4. Give the folder a name and select Create.

X
Folder pad

I Lesson P 3nsl I

Figure 20 Give the folder a name and select Create.

LP+365 User Manual 13
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The Home Dashboard

Creating a New Document

Now that you’ve created your first folder, you might want to start creating new
documents. To begin, you will need to have navigated into your OneDrive area on
Office365.

1. To create a new document, select + New.
2. Select the file type from the dropdown menu.

OneDrive
Daniel Campbell + New ~ T Upload v 3 Sync # Automate 1= sort
E3 My files Folder
O Recent @ Word document
£ Shared B Excel workbook
® Discover 1] PowerPaint presentation Modified Modified By File size Sharing
& Recycle bin @ OneNote notebook 1oks Yesterday st 1:12 AM ShareBoint App T item Private
Shared libraries @ Forms for Excel

Figure 21 Select + New and select the file type from the dropdown menu.

3. Begin editing your new file in the Office Web app that opens (the office web app
will vary depending on your chosen file type).

You will notice that the web app displays a similar editing ribbon as you might have seen
before on Microsoft Office Word.

Use this ribbon to format text, insert images and change the page layout where required.

Word Online  Bansri Mehta document - Saved &, Share Bansri Mehta

FILE HOME  INSERT  PAGELAYOUT — REVIEW  VIEW @ Tell me what you want to do EDIT IN WORD

a
° h| Calibri (Body)  + 11 AaBbCe | AsBbce AaBbCc £ Fing

Normal NoSpacng  Meading |

A
Paste B I Uk ox xw- A-

ading3 2 Replace
¥ Format Painter et

lipboard

Lesson Objectives:|

Figure 22. Start editing in browser.

When you are editing a file, you will not need to save your work to keep your
changes because it all saves automatically whilst you’re working.

LP+365 User Manual 14
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Sharing a Document

The Home Dashboard

In Office365 it is possible to share a folder or a file with someone else. To create a

shared document:

1. Select the item you want to share, select the ellipsis, and select the share option.

e . _ .
iz Office 365  OneDrive
Search Open v |& Share @ Copylink
P Py
Meena pate Files
Files
¥ b T Name
Recent
. & Attachments
Shared with me
. ® Class Notebooks
Discaver
Recydle bin @ . ARCTIC Plants and Animalspdf
Flstree School + g Arctic Survival Pack.docx
LP teachers g~ Arctic-Wilderenss-Kit-List-2.doc
. Teachers g~ Formal Letter Template.docx
.2/ Landscape and Process in Antarctica.pdf

L Download

] Delete B3 Moveto
Modified Modifie
March 13 Meena

q
Open >
L]
Copy link

Download

Delete

Move to

Figure 23. sharing a folder or file

2. Type in the username of the person you wish to share your document with.

w

Add an optional message and select send.

4. The new user will receive an email telling them that a document has been shared

with them.

5. This document can also be found in the ‘shared with me’ section.
6. The new user will now be able to add and make changes to this shared document
and work in ‘real time’ if required.

LP+365 User Manual
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The Home Dashboard

Multilingual

1. Switch between multiple languages or dialects from anywhere within the App by
selecting the Multilingual icon.

Office v
Teams
Multilingual v

Support Centre

E-Books

Figure 24 Select Multilingual

2. Select a language or dialect to switch.

2l Multilingual v
English
Gaeilge
Zu =l
EIRall

HG

Filipino

Figure 25 Select a language or dialect.

LP+365 User Manual 16
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The Home Dashboard

Support Centre

The Support Centre will open in a new tab. It’s packed with support and feature guides,
how-to videos, case-studies and tips and tricks to get the most out of your App!

Figure 26 Support centre link.

Support
&~ Centre

TEACHER TRAINING = Distance Learning
i Teaching from home with

Our training videos provide Teachers with all of the information they need to W LP+365

teach with confidence using LP+365. =

Insights from one of the most
influential academics in
technology and education.

TEACHING AND LEARNING WITH LP+365
Webinar

Find out how the LP+365 app is the best fit for you and your educational wo—— Sign up to join our interactive

institution. Discover how our platform can work for you with examples from s.2i2 webinars
teachers, students and parents.

Lesson Resources
K-12 resource packs highlighting
all LP+365 features.

p— Find everything you need to know about the App in our Teacher Handbook ADOPT Framework
5000 From the initial login process to creating blogs, wikis & surveys, this manual Chick here to downigad our
hug s explains everything about the App. ADOPT Framework
LP¥365
USING LP+365 OFFLINE

The LP+365 app is designer (o offer offline access for key components that
teaching preparation and learning can continue without Intemet or WiFI
connectivity. Our simple guides show you to make the most of the LP+365

: app when you don't have connectivity.
[orrine Gurens §

Support Material
HOME DASHBOARD CLASS/SUBJECT DASHBOARD
My People Announcements a (o] Class Notebook 00

My Assignments

Calendar 00 Surveys 00
P 00 00
peres 00 reomens 00
- 00 o 00

Discussions 00

My Recent Emails

My Calendar

My Documents

00000

ADMINISTRATION

Getting Started Provisioning Templates Administering LP+365

Registering the App LP+365 Pre-Requisites App Consent &

o0

Requited Permissions

Preparing the Provisioning Files An Overview of LP+365

0000
0009

Uploading the Provisioning Files Offline Accessibility Muttiingual User Guide o

Figure 27 Support Centre
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The Class Dashboard

The Class Dashboard

The class dashboard appears on all class, subject or project sites across the whole
LP+365 LMS.

You can use this dashboard to:

- Share Resources.

- Communicate with your Students.
- Encourage Collaboration.

- Set Assignments.

- Create a Class Notebook.

Anything you create, upload to, or publish

on the class dashboard will be shared
straight away with any other teachers or
students who have access to this site.

f@i Croxley Academy

2021-2022 (Class: 7A English) 7% e

Announcements Calendar
World Book Day 10/1/2021 9:00 AM - Book Club
Congratulations Mary 10/6/2021 9:00 AM - Spelling Bee

Book Club this Thursday lunchtime

e ——e ] R
Documents Assignments
[ The Tempest Creative Writing (30/9/21)
1 A Midsummer Nights Dream Antonyms and Synonyms (31/10/21)
Animal Farm Characters Boy in the Striped Pyjamas (31/10/21)
Characters of 12 Nights

A View From A Bridge

I« & I¢ |« |«

o+ 05+

as
e ~ v

Quizzes  Class Notebook Pictures 2/

Figure 28 An English class on LP+365 (The Class Dashboard).

The Class Dashboard is made includes features that facilitate communication, sharing of
resources, collaboration, as well as homework and assignments.

Default Permissions

Permissions allow a user to view or action something on the site. On LP+365, permissions
are set according to role, for example a teacher will have greater permissions than a
student.

Teachers will have Full Control on the class dashboard: they will be able to see everything
created by students and will have the access to manage work and resources including
creation and deletion of work, as well as the ability to edit work.

LP+365 User Manual 19
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Students will have contribute access on the class dashboard: they will be able to respond
to work set by the class teacher; and engage with other students through discussions,
blogs, and collaboration work within class notebook. Students will not be able to delete
work created by the teacher or other students. Students will not be able to create a new
announcement; create a new event; upload or edit resources; create new quizzes; set
homework or assignments or create a new class notebook.

Video Support guides

Each tile has its own video support guide that can be viewed by selecting its video icon.

The video support guides are the

. quickest way for you and your students
Quizzes to find out how to use each tile.

Figure 29 Video Support guide icon.

The video will play in a popup window and can also be viewed full screen. Select the
background to return to the App.

A_Annuun ements,

LP£365

Announcements

ning’Possibilities

Figure 30 Video Support guide.
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Tile Functionality on the Class Dashboard

The table below details what you can expect to see in each of the tiles displayed on the

class dashboard.

Table 1 Tile Functionality on the Class Dashboard.

Category Tile
Communication Announcements
Communication Calendar
Resources Documents
LP+365 User Manual 21
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Functionality

This tile shows a preview of the
most recent announcements.

- Selecting the preview will
open the announcement in
full.

- Selecting the title of this tile
will take you into the full
announcements list, where
you can view and manage
any announcement created
to date.

This tile shows the next three
upcoming events in consecutive
order.

- Selecting the title of an
event will take you into the
events properties in
Office365.

- Selecting the title of this tile
will take you into the class
calendar in Office365, where
you can view and manage
shared events.

This tile shows a breakdown of
recent files uploaded to or modified
in the class documents library.

- Selecting the title of a file, if
in a compatible format, will
open the file in an Office
Web App. For this to work,
the file format should be



Resources Pictures
Resources Videos
Collaboration Blog

Collaboration Class Notebook

LP+365 User Manual 22
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compatible with Microsoft
Word, Excel, PowerPoint, or
One Note.

- Selecting the icon at the end
of the file name with
download the file directly to
your device.

- Selecting the title of this tile
will take you into the class
document library in
Office365, where you can
view and manage resources.

This tile displays a number count of
any new items that have been
added.

- Selecting the title of this tile
will take you into the picture
library in Office365, where
you can view and manage
pictures.

This tile displays a number count of
any new items that have been
added.

- Selecting the title of this tile
will take you into the class
video library in Office365,
where you can view and
manage videos.

This tile displays a number count of
any new items that have been
added.

- Selecting the title of this tile
will take you into the class
blog, where you can view
and manage any posts or
comments created to date.

- This tile provides access to
Class Notebook.



The Class Dashboard

- Selecting the + icon on the
top right-hand corner of this
tile will enable you to easily
create a new class notebook.
This will auto-provision any
notebooks created through
this tile.

- Selecting the title of this tile
will take you into the list of
class notebooks that you
have access to.

Collaboration Discussions This tile displays a number count of
any new items that have been
added.

- Selecting the title of this tile
will take you into the class
discussion board, where you
can view and manage any
discussions or replies added
to date.

Collaboration Wikis This tile displays a number count of
any new items that have been
added.

- Selecting the title of this tile
will take you into the class
wiki library, where you can
view and manage wiki pages
created to date.

Collaboration Quizzes This tile displays a number count of
any new items that have been
added.

- Selecting the Quizzes tile
title will open a pop up
displaying a list of Quizzes
created to date. From here
you can take quizzes and
teachers can create new
ones.

LP+365 User Manual 23
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Homework & Assignments The Assignments tile shows a

Assignments breakdown of any ongoing
homework or assignment pieces
that you have set within your class
or subject site.

- Selecting the title of an
assignment will take you into
the assignment properties,
where you can view and
manage submissions;
provide feedback and grade
work.

- Selecting the title of this tile
will take you into the
assignment dashboard,
where you can view and
manage all assignments that
you have set within your
class or subject to date.

LP+365 User Manual 24
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Adding Documents

You can manage resources on LP+365 through document, picture and video libraries.

A document library allows you to store documents that will be beneficial to your learners.
You can upload and create new Word documents, Excel spreadsheets, PowerPoint slides
and PDFs into a document library on LP+365.

Suggestions for use in the classroom:

A few examples of the types of files you could store in your class document library
include:

- Writing templates.
- Class Handouts.

- Revision notes.

- Factfiles.

Tasks:

See the instructions available on the next
few pages for help with completing the
following tasks.

Upload a file into your class
document library.

Delete a file from your class

document library.

Create a new folder within your
class document library called ‘Class
Handouts’.

Upload a class handout into your
newly created folder within your
class document library.

LP+365 User Manual 26
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Uploading a file into your class document library

Follow the steps below to upload a file into your class document library. To complete the
following steps, you must start the process from within your class.

1. Select the +icon displayed on the top right-hand corner of the tile.

]

Documents

[ The Tempest s
[ A Midsummer Nights Dream 3
@E) Animal Farm Characters 3
@5 Characters of 12 Nights 3
@5 A View From A Bridge *

0O &+

Figure 31 Class document library tile on class dashboard.
This will prompt a small pop-up window to open.
2. Select Browse to browse for a file from your network or device.

Select on Open from OneDrive to browse for a file from your personal OneDrive
area.

Add a Document X

Choose a file *

Choose File Mo file chosen

& Open from OneDrive

) Overwrite existing files

‘ ] 4 ‘ ‘ Cancel ‘

Figure 32 Add a document pop up window.

Selecting Open from OneDrive will launch a pop-up window, which will display all your
files from within your personal OneDrive area.
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Figure 33 View of documents from OneDrive.

Uploading multiple files into your class document library.

When uploading multiple files into your class document library, you needn’t upload them
individually.

Follow the steps below to upload multiple files into your class document library. To
complete the following steps, you must start the process from within your class.

1. Select the title of the Documents tile. You will be taken through to your class
document library in Office365.

Documents

[ The Tempest 3
A A Midsummer Nights Dream 3
@5 Animal Farm Characters *
Characters of 12 Nights 3
A View From A Bridge 3

Figure 34 Select the title of the Documents tile.

2. Select + New

£ 7A English
L2

7A) English (LP=365) T Upload ~ 7 Quickedit 3 Sync iE Exportto Excel o PowerApps ~ £ Automate v ---

TAJ English (LP+365)
Class Documents

Home

Motebook M Mame Modified - Medified By + Add column

Documents AView From A Bridge.doox Juby 1 Daniel Campbell

Figure 35 Select + New.

3. Select the files you wish to upload from your desktop, or from file explorer.
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To select multiple files, select the first file, then press Ctrl on your keyboard
whilst you select the remaining files.

¥ 1 = | English handouts - - 0 %
Home | Shars  Wiew

v ¥ o " T New femm - S @Hlopen- Flselecan
20, R X=h Lio- A8 e
PraGuc Copr Pede [ (U0, Wore Copy  Deele Revame  New POPERS - ory | EF et slction
« v 4 1 > ThispC > v O Search English handouts r
# Quick access Date medified Type size
18 Documents # @ Formal Letter Template 2401720171305 Microsoft Word D-.. 13KB
& Downloads + B Spelling Words 24/01/2017 1158 Microsoft Word D 20KE
e Pictures # % Theleaming Log 24/01/2017 1252 PDF File 1.207KB
& Destiop £ witing Formal Letters 240120171302 PDF File 56 KB
Jan 16

Figure 36 select multiple files.
4. Drag and drop the selected files into your class document library in Office365.

To drag and drop the files, hold down the mouse or trackpad button on the selected files
whilst you drag them into your class document library in Office365.

ss Docume:
kv o
|
& ca X -I T New e ~ ) @open- Hiseean
& Copy pach - ¥ easy access = Select none
Mowe Copy Delete Rename  Hew Propemes
- q jarary 28 B == e folder s 3 wert sedecton
@' Definition of the American Dream.docx
S Ty — .o »
@ Gatsby's Great Event - Bugget plannerdsx jarusary 22 Fitzgeraid Grant .
& Grem Gansby Vocab - Glossary.po B formal Letter Template 240120171305  Microsoft Word D. 13 K8
SelectedSymbols-Gatsby png 1 jaruary 22 Fitagarald Grant ‘. G Spelling Words 24/01/2017 1158 Microsoft Word D.. 20k8
[= . “ The Leaming Log 24/01/2017 1252 PDF File 1207 kB
O the-great-gatsby-michael-berquist pptx farary 22 Ftzgeraid Grant * Writing Formai Letters 24/01/20171302  POF File 56 KB
=+ Copy
v < >
e e

Figure 37 Drag and drop the files into the class document library in Office365.

Deleting files from your class document library

Follow the steps below to delete files from your class document library. To complete the
following steps, you must start the process from within your class.

1. Select the title of the Documents tile. You will be taken through to your class
document library in Office365.

Documents

[ The Tempest *
[ A Midsummer Nights Dream 3
@E Animal Farm Characters *
g% Characters of 12 Nights 3
@2 A View From A Bridge 3

Figure 38 Select the title of the Documents tile.
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2. Select the file(s) you wish to delete by selecting on the ‘check icons’ that appear
in the left column of the library when hovering over a title of a file.

| Download [i] Delete BJ Moveto [} Copyto -+ X 3selected = All Documen

Class Documents

@10 Mame Meodified Medified By + Add column
& | @ A View From A Bridge.doex 8 Wednesday at 1:01AM  Daniel Campbell
© | @ Animal Farm Charecters.doox ICa Wednesday st 1:01 AM  Daniel Campbell

Figure 39 Select the file(s) you wish to delete.

3. Having selected the files you wish to delete, select the Delete button from the
menu bar that displays above the document library.

i Download ET Delete | B3I Move to |b Copyto - >< 3 selected = All Documen|

Class Documents

MName Modified Modified By + Add column

&

A View From A Bridge.docx Wednesday at 1:01 AM Daniel Campbell

®m & O

m

Animal Farm Charecters.docx Wednesday at 1:01 AM Daniel Campbell

e 0 oo

@ Charecters of 12 Nights.docx

m

Wednesday at 1:01 AM Daniel Campbell

Figure 40 Select the Delete button from the menu bar that displays above the document library.

4. You will be prompted to confirm that you are happy to delete the files. If you are
happy to continue, select Delete.

Your chosen file(s) will now be deleted and sent into the recycle bin.

Creating a new folder in your class document library

Using folders can help to organise files uploaded to and created in your class document
library. Keeping files organised can help to make document libraries easier for colleagues
and students to navigate around.

Follow the steps below to create a new folder within your class document library. To
complete the following steps, you must start the process from within your class.

1. Select the title of the Documents tile. You will be taken through to your class
document library in Office365.
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Documents

[# The Tempest

I«

[ A Midsummer Nights Dream

I«

Animal Farm Characters

I«

Characters of 12 Nights
A View From A Bridge

I«

I+

Figure 41 Select the title of the documents tile.

2. Select + New and select Folder from the dropdown menu that appears.

" Folder

@ Word document S
@ Excel workbook

@ PowerPoint presentation

Medified Modified By
@ OneNote notebook )
A Bridge.docx Wednesday at 1:01 AM Daniel Campbell
@ Excel survey
] Charecters.docx Wednesday at 1:01 AM Daniel Camphell
@ Link

Figure 42 Select + New and select Folder from the dropdown menu.

3. Give the folder a name and select Create.

Create a folder X

hinter your folder name

Figure 43 Give the folder a name and select Create.

Your folder will now be created and will be visible in your class document library to all
members of your class or subject site.

Creating a new document in your class document library
Follow the steps below to create a new document within your class document library. To
complete the following steps, you must start the process from within your class.
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Quick Tip:

If you create a new document in your class library, it will be visible to the students in your
class whilst you are still working on it.

Whilst this is great for live activities in class like summarising verbal discussion notes, you
might want to create new resources in a private area to share with your class once finalised.

To do this, follow the steps as listed below but ignore step one, and start from within your
OneDrive area. You can then upload the file from OneDrive into your class document
library. When you are happy with the document that you have created, you are ready to
share it with your class.

1. Select the title of the Documents tile. You will be taken through to your class
document library in Office365.

Documents

[ The Tempest

I+

[ A Midsummer Nights Dream

I+

@5 Animal Farm Characters

I+

@5 Characters of 12 Nights

I+

@E A View From A Bridge

I+

Figure 44 Select the title of the Documents tile.

2. Select + New and select Word document from the dropdown menu that appears.

-+ New « | T Upload ~» 3 Sync

[1 Folder
as
m% Word document
Name M8 Fveelwarkhonk Modified M

Figure 45 Select + New and select Word document from the dropdown menu.
A new document will then open in your browser in Word Online.

- Though similar to Microsoft Word, Word Online will have a somewhat limited
functionality.

- Your new document will save any changes you make back to the document
library as you make them, so there is no need to save your work before exiting.
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Adding Pictures

A picture library allows you to store pictures applicable to your lesson or topic, or to
evidence activities played out in class.

Suggestions for use in the classroom:

A few examples of the types of pictures you could store in your class picture library include
pictures of:

- Class assemblies.

- Students taking part in classroom Activities.
- Exemplary pieces of work.

- Science experiments.

- Design and technology work.

Supported picture formats:

Picture file format Picture file extension
JPEG .Jjpeg; .jpg

PNG -png

GIF gif

Bitmap .bmp

Tag Image File Format Liff

Tasks:

See the instructions available on the next few
pages for help with completing the following
tasks.

Upload a picture of your class. (If you
have no pictures available, download
some suitable images from the
internet).

Upload several pictures at once.

Delete a picture from your class picture
library.
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Uploading a picture into your class picture library

Follow the steps below to upload a picture into your class picture library. To complete
the following steps, you must start the process from within your class.

1. Select the +icon displayed on the top right-hand corner of the Pictures tile.

Figure 46 Select the + icon.
This will prompt a small pop-up window to open.

2. Select Browse to browse for a picture from your network or device.
Select OneDrive to browse for a picture from your personal OneDrive area.

Add a Picture X

Choose a file ® No file selected.

& Open from OneDrive

[ Overwrite existing files

Save Cancel

Figure 47 Add a picture pop up window.

Selecting Open from OneDrive will launch a pop-up window, which will display all your
files from within your personal OneDrive area.

OneDrive

i My flles = Class Notebacks = Erglish Literance = Enghish vear B

Figure 48 View files to open from OneDrive.
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3. When you are ready to upload your file, Select OK. Please note that when uploading
an individual picture, it should not exceed 240MB.

Uploading multiple pictures into your class picture library

You can upload multiple images into your class library. Follow the steps below to upload
multiple pictures into your class picture library. To complete the following steps, you must
start the process from within your class.

1. Select the Picture tile title. You will be taken through to your class picture library
in Office365.
2. Select + New.

Figure 49 Select the Pictures tile title.

3. Select the pictures you wish to upload from your desktop, or from file explorer.
To select multiple pictures, select the first picture, then press Ctrl on your
keyboard whilst you select the remaining files.

| & = | Picture Tools  Careers Day ° = O
Home Share View Manage

J A l & Cut :71 x -I T3, New item = \/‘ M open » [ select all
L ] M) Copy path « . -i Easy access ~ 1 Edit Select none
Pinto Quick Copy Paste . . Move Copy Delete Rename  New Properties o -
access [#] Paste shorteut (0" C v folder x @ History [ Invert selection
Clipboard Organise New Open Select
@ v > ThisPC > Desktop > Careers Day AR/ garch Careers Day

& Downloads

> v -
(& Pictures » g
Il 1%
m Desktop > Y e <<
1 2

Jan 16

ME Ref 18070

Figure 50 Select multiple pictures from file explorer.
4. Drag and drop the selected pictures into your class picture library in Office365.

To drag and drop the files, hold down the mouse or trackpad button on the selected files
whilst you drag them into your class document library in Office365.
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Figure 51 Drag and drop the files into the class picture library in Office365.

Deleting a picture from your class picture library

Follow the steps below to delete pictures from your class picture library. To complete the
steps, you must start the process from within your class or subject site on the LP+365 LMS.

1. Select the title of the Pictures tile. You will be taken through to your class
picture library in Office365.

Figure 52 Select the Pictures tile title.

2. Select the picture(s) you wish to delete by selecting the ‘check icons’ that appear
at the top right-hand corner of a picture when hovering over each picture.

L Class Pictures

= Arrange

ited by Bansri Mehta edited by Bansri Mehta edited by Bansri Mehta edited by Bansri Mehta

Figure 53 Select the picture(s) you wish to delete.

3. Having selected the pictures you wish to delete, select the Delete button from
the menu bar that displays above the picture library.
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0 L Download l Delete 2 selected X

10L Class Pictures = Arang

Figure 54 Select the Delete button from the menu bar that displays above the picture library.

4. You will be prompted to confirm that you are happy to delete the files. If you are
happy to continue, select Delete.

Your chosen picture(s) will now be deleted and sent into the recycle bin.
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Class Videos

A video library allows you to store videos applicable to your lesson or topic, or to

evidence activities played out in class.

Suggestions for use in the classroom:

A few examples of the types of videos you could store in your class video library include

videos of:

- Students reciting poetry or reading aloud in class.

- Students participating in lessons.

- Tutorials and presentations created by teachers or learners.

- Science experiments.
- Mathematical problem solving.

Supported video formats:
Video file format
3GPP; 3GPP2
Advanced Systems Format (ASF)

Advanced Video Coding High Definition
(AVCHD) [MPEG- 2 Transport Stream]

Audio-Video Interleaved (AVI)
Digital Camcorder MPEG- (MOD)
DVD transport stream (TS) file

DVD video object (VOB) file

Expression Encoder Screen Capture Codec

file

MP4

MPEG-1 System Stream

MPEG-2 video file

Smooth Streaming File Format (PIFF 1.3)

Windows Media Video

LP+365 User Manual
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Video file extension
.2gp; .3g2; .3gp2
.asf

.mts; .mts

.avi
.mod
s
.vob

.Xesc

.MP4
-mpeg; .mpg
.m2v
.ismv

wmyv
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Tasks:

See the instructions available on the
next few pages for help with completing
the following tasks.

Upload an individual video. k

Embed a video from YouTube. ‘ ’/Q. =

Delete a video from your class
video library.

Uploading an individual video into your class video library

Follow the steps below to upload a video into your class video library. To complete the
following steps, you must start the process from within your class.

1. Select the + icon displayed on the top right-hand corner of the tile.

Figure 55 Select the + icon.
This will prompt a small pop-up window to open.

2. Select Browse to browse for a video from your network or device or,

Select Open from OneDrive to browse for a video from your personal OneDrive
area.

Add a Video X

Choose a file ™ Browse... | Mo file selected.

&& Open from OneDrive

[J Overwrite existing files

Save Cancel

Figure 56 Add a video pop up window.
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Selecting Open from OneDrive will launch a pop-up window, which will display all your

files from within your personal OneDrive area.

Figure 57 View files to upload from OneDrive.

When you are ready to upload your file, Select OK. Please note that when
uploading an individual video, it should not exceed 240MB.

Embedding a video from YouTube

Follow the steps below to embed a video into your class video library. To complete the
following steps, you must start the process from within your class.

1. Select the Videos tile title. You will be taken through to your class video library

in Office365.

Figure 58 Select the videos tile title.

2. Select + New and select video from the dropdown menu that appears.

€] Audio
 EEEEE
B Link
& Edit New menu
 EEEEN

Figure 59 Select + New and select video from the dropdown menu.

3. Select Provide code to embed a video from the web.
4. Give your video a title.
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5. Paste the embed code that has been generated from the internet into the field
titled Paste code to embed a video from the web.

Upload a video from my computer

Provide a link to a wdeo

I ® Provide code to embed a video from the web I

Story Wiiting Using R"I Dutline

5T O embed a vioe

iframe width="420" height="315" src="https;//www.youtube.com/embed/R1ahl0K22Hs" frameborder="0
allowfullscreen= < fiframe =

Figure 60 Provide embed code; Give your video a title; and paste embed code from web.

6. Select OK.

Once you have Selected OK; you will be taken into the video properties page. From here
you can define the video meta data and change the thumbnail.

Video Properties

Adjectivei& Adverbe definition-and examples of Adjective &/Adverb- - @ '2

-q_l'l.'k( Identify L)’J U~ Sentense dj ;ﬂ’lulu_anl:Q Upload or fink to 2 video

Content Type Video v

Name * [Irdverbs

ufoug:/.‘f;J Pronoun ¢ Noun Jgkwld_l ‘Adjective
-t Adjective

Intelligent (= Aslalu intelligent boy. /4L Je-
=5 Noun U1 Intelligent sie— Noun i Boy -5/ Adjective Asummery ofthe Vileo

Description

Owner Bansri Mehta x
.Q Beautiful % She is a beautiful girl. C,)u’l-‘cpful_/. The owner of the Video
=44 Noun 7 Beautiful sie- Noun i Girl &< Adjective show Downlozd Link o .

o O

Show Embed Link %
This vided's thumbnail 5

Saiin Change thumbnail
People In Video

Bansri Mehta )
Save Cance
M by | Bansri Mehta

Figure 61 Video properties page, this figure shows Change thumbnail in red box.

7. Select Change thumbnail, to choose from two options. Either from my computer
or from a web address.

This vided's thumbnail
poo) Use a picture from my computer

Use a picture from a web addrass

Figure 62 Change thumbnail.

8. Select Save to save all your changes, and to add your video to your class video
library.
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Having selected save, the video will be uploaded into the class video library on Office365
and the LP+365 Class dashboard.

Deleting a video from your class video library

Follow the steps below to delete videos from your class picture library. To complete the
following steps, you must start the process from within your class or subject site on the
LP+365 LMS.

1. Select the title of the Videos tile. You will be taken through to your class video
library in Office365.

Figure 63 Select the Videos tile title.

2. Select the video(s) you wish to delete by Selecting the selection checkbox that
appears at the bottom left-hand corner of a video by hovering over the video
itself.

Adverbs

Video

An Introduction to the Prohibition 1920s Symbolism in The
Great Gatsby America Great Gatsby

£ 0%

Figure 64 Select the video(s) you wish to delete by selecting the 'check box'.

3. Having selected the files you wish to delete, select More from the menu bar that
displays above the video library and select Delete from the dropdown menu that
appears.

@ New A Upload More v

Thumbnails ~ All Assets  +es Find a file Delete

D Name Modified N ERSKER

ontent Type

Figure 65 Select More from the menu bar and select Delete from the dropdown menu.
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4. You will be prompted to confirm that you are happy to delete the files. If you are
happy to continue, select Delete.

Your chosen video(s) will now be deleted and sent into the recycle bin.
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Adding an Announcement

The announcements feature is a quick and easy way of sharing news, praise or
information with your class or subject group.

Suggestions for use in the classroom: \6,
- A weekly message to students. =

- Thought of the day.
- Math problem of the day.
- Upcoming events.

Files can be attached to announcements
shared on your class dashboard.

- Class reminders, such as Attachments on announcements could
‘Remember your PE Kit on include anything from important class
Monday’. handouts to permission slips, depending on

- Praise for celebration of what type of announcement you wish to
achievements. create.

Tasks:

F
See the instructions available on the next
few pages for help with completing the
following tasks.

- Add a new announcement.

- Edit an announcement.
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Adding a new announcement to the Class Dashboard

Follow the steps below to add a new announcement to your Class Dashboard. To complete
the following steps, you must start the process from within your class or subject site on
the LP+365 LMS.

1. Select the + icon displayed on the bottom right-hand corner of the
Announcements tile.

Announcements
World Book Day
Congratulations Mary

Book Club this Thursday lunchtime

al+]

Figure 66 Select the Announcements+ icon.

This will prompt a pop-up window to open where you can create your announcement.

2. Complete the following fields:

- Title: this should be the title you want displayed on the Announcements
tile. This is a required field.

- Body: if you wish to expand on your announcement then this field should
contain the body text of your announcement.

- Expires: If you wish to set an expiry date for your announcement, then you
should specify the expiry date here. Once the announcement has expired
it will no longer be displayed.

Add an Announcement X

Title *

Body

Expires

Save Cancel

Figure 67 Enter the relevant fields to create your announcement.
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Select Save to save your changes.

Your new announcement will now be added onto the Announcements tile, and into the
announcements list in Office365.

Editing an announcement

Follow the steps below to edit an existing announcement. To complete the following
steps, you must start the process from within your class or subject site on the LP+365 LMS.

1. Select the title of the Announcements tile.

Announcements

World Book Day
Congratulations Mary

Book Club this Thursday lunchtime

o +
Figure 68 Select the announcements tile title.
This will take you through to the announcements list in Office365.
+ New & Quickedit BB Export to Excel 9% Power Apps #8 Automate ~  +o+ = Allitems ¥ Y @ Ve

Class Announcements

Title Modified + Add column

World Book Day July 1
Congratulations Mary July 1
Book Club this Thursday lunchtime July 1

Figure 71 The announcements list.

2. Select the title of the announcement you wish to edit.

Class Announcements

Title Modified + Add column

World Book Day July 1

Figure 69 Select the title of the announcement you wish to edit.
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3. Select Edit all from the editing ribbon.

& Editall | Copylink ¢ Edit columns x

World Book Day

(= Title ™

World Book Day

Figure 70 Select Edit all from the editing ribbon.

4. The popup will reload, and you will now be able to edit the announcement.

Save X Cancel @ Copylink ¢ Edit columns %

World Book Day

(= Title *

World Book Day

= Body 7

Please remember to bring in your favourite book to your next English lesson as it's World
Book Day. You will be asked to discuss it.

See more

fF Expires

Enter a date i

Il Attachments

Add attachments

Figure 71 Edit the announcement.
5. When you are happy with your changes, Select Save.

The announcement you have just made changes to will now display at the top of the list
as the most recently modified item.

Title =~ Modified + Add column
World Book Day July 1
Congratulations Mary July 1
Book Club this Thursday lunchtime July 1

Figure 72 Announcements list.
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Deleting an announcement

Follow the steps below to delete an announcement from your Class Dashboard. To
complete the following steps, you must start the process from within your class or subject
site on the LP+365 LMS.

1. Select the Announcements tile title.

Announcements
World Book Day
Congratulations Mary

Book Club this Thursday lunchtime

Figure 73 Select the title of the announcement.
This will open the announcement in a popup window.

2. Select the tick next to the Announcement you want to delete.

Title Maodified + Add column

& | World Book Day = July 1

Figure 74 Select the tick next to the announcement you want to delete.
This will open the announcement in Office365.

3. From this screen, Select Delete from the editing ribbon at the top of the page.

/ Edit & Share @ Copy link ]il Deletelﬁ Automate

Class Announcements

Title Maodified + Add column

@  World Book Day = Juby 1

Figure 75 Select Delete.

You will be asked to confirm if you want to delete the announcement. If you are happy to
continue, select OK. Your announcement will now be deleted and added into the recycle
bin.
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Adding Calendar Events

The Calendar on your class or subject site is a quick and easy way to share information
with students, allowing you to create and share events relevant to your class or subject
group.

When adding calendar events into the class calendar, the event will automatically be
shared with students through the class dashboard.

Suggestions for use in the
classroom:

- One to one tutoring
timeslots.

- Presentation timeslots.

- Field trips and school events.

- Important term dates.

- Important dates from
history.

- Exam timetables.

Files can be attached to calendar events.
Meaning you can add an agenda for a
meeting or a revision sheet for a mock
exam.

Tasks:

See the instructions available on the next
few pages for help with completing the
following tasks.

Add a new event to your class
calendar.

Delete an event from your class
calendar.

LP+365 User Manual 53
Learning Possibilities Limited © 2020



Class Calendar

Adding a new event into your class calendar

Follow the steps below to add a new calendar event to your Class Dashboard. To complete
the following steps, you must start the process from within your class or subject site on
the LP+365 LMS.

1. Select the + icon displayed on the bottom right-hand corner of the Calendar tile.

Calendar
10/1/2021 9:00 AM - Book Club

10/6/2021 9:00 AM - Spelling Bee

of+]

Figure 76 Select the + icon.

This will prompt a pop-up window to open, where you can create your own calendar
event.

Add a Calendar Event x

Title *

Location

Description

Start Time *

02/06/2017

m
©
b
<

End Time *

02/06/2017 10 AM »

Category
.

Figure 77 Pop up window for calendar event.

2. Complete the following fields:

- Title: this should be the title you want displayed on the Calendar tile. This
is a required field.

- Location: if you wish to confirm a meeting or event location.

- Description: if you wish to expand on your announcement then this field
should contain the body text of your announcement.

- Start Time: this is the start time and date of your event. This is a required
field.

- End Time: this is the end time and date of your event. This is a required
field.

- Category: select a category or specify your own value.
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- All Day Event: tick this checkbox if you would like to make this an ‘all-day
activity’.
- Recurrence: tick this checkbox if you would like to make this a repeating
event.
3. When you have finished creating your event, select Save. Your event will now be
added into your class calendar and will appear on the class calendar tile.

Deleting an event from your class calendar

Follow the steps below to delete an event from your Class Dashboard. To complete the
following steps, you must start the process from within your class or subject site on the
LP+365 LMS.

1. Select the event displayed within the Calendar tile.

e —
Calendar

10/1/2021 9:00 AM - Book Club |

10/6/2021 9:00 AM - Spelling Bee

Figure 78 Select the event.
This will open the event in a popup window.

2. Select Open in Calendar.

Calendar Details X
Location: Great Hall
Start Time: 10/1/20219:00 AM
End Time: 10/1/202110:00 AM
Description: Final meeting before book presentation
Category:
All Day Event: false
Recurrence:
Created By:
Created at: 9/7/2021 415 AM
Modified by:
Last modified at: 9/7/2021 415 AM

Figure 79 Select Open in Calendar.

This will open the event in Office365.
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3. From this screen, select Delete Item from the editing ribbon at the top of the
page.

BROWSE VIEW \Y

F ersion History Alert Me

=# &% Shared With @& Workflows
Edit
ltem | X Delete ltem

Manage Actions

Figure 80 Select Delete Item.

You will be asked to confirm if you want to delete the event. If you are happy to
continue, Select OK. Your event will now be deleted and added into the recycle bin.
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Discussions

The discussions feature on LP+365 is similar to any other discussion forum in
functionality. The discussions tool enables teachers and students to create new
discussions that other members of the class or subject group can respond to.

Staff and learners can reply to other people’s posts in a discussion and images and links
can also be added as necessary to complement the written work.

Suggestions for use in the classroom:

- Discuss feelings, thoughts, and concerns about up-and-coming events at school,
such as moving into a new year group; field trips; or exam season.
- Set up a discussion to provide help with homework.

Tasks:

See the instructions available on the
next few pages for help with
completing the following tasks.

Create a new discussion
asking children how they
would like to use LP+365

during lessons.

Respond to a discussion.
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Creating a new Discussion

Follow the steps below to create a new discussion forum within your class site. To
complete the following steps, you must start the process from within your class.

1. Select the + icon displayed on the bottom right-hand corner of the Discussions
tile.

Figure 81 Select the + icon.

This will prompt a pop-up window to open in which you can create your opening
statement, question, or paragraph to begin a new discussion thread.

Add a Discussion X

Subject *

Body

Question
'] am asking a question and want to get answers from other members.

Figure 82 complete the fields.

2. Complete the following fields:
- Subject: this will display as the title of the discussion forum. This is a
required field.
- Body: this is where you enter the opening statement, question or
paragraph.
- Tick the checkbox titled Question if you are asking your class or
subject group a question that you would like answers for.
3. When you have finished adding the details of your discussion select Save.

Quick Tip:

If you would like to add in images, hyperlinks, videos or a table into your discussion,
you can do this by creating a new discussion from within Office365.

Selecting the title of the Discussions tile instead of the + icon in step one will
navigate you into the Discussions tool on Office365. From here, Select + new
discussion to begin.
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Responding to a Discussion

Follow the steps below to respond to a discussion. To complete the following steps, you
must start the process from within your class.

1. Select the title of the Discussions tile.

Figure 83 Select the Discussions tile title.

This will take you into the discussions list in Office365.

GCSE Class Discussion @

@ new discussion
Recent My discussions Unanswered questions
Biomes

The world is divided up into ten major ecosystems. These large-scale ecosystems are call...
By Bansri Mehta | Latestreply by S Smith | November 22, 2016

Climate Change and Global Warming
B Has anvone else answered the survev by Miss about Climate change? It got me thinki...

Figure 84 The Discussions list.

2. Select the title of the discussion you would like to reply to.

Biomes
The world s divided up into ten major ecosystems. These large-scale ecosystems are call...
By Bansri Mehta | Latest reply by S Smith | November 22, 2016

Cliraates Chanman and Clalbal WAarenimes

Figure 85 Select the title of the discussion you would like to reply to.

3. Torespond to the opening statement, question, or paragraph and select Reply.

Biomes

3 replies

Bansri Mehta

The world is divided up into ten major ecosystems. These large-scale ecosystems are

called biomes. YWhat are the world's major biomes?
November ||.20'| Edit  eee

Figure 86 Select Reply.

4. Type your comment and select Reply.
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Bansri Mehta

The world is divided up into ten major ecosystems. These large-scale ecosystems are
called biomes. What are the world's major biomes?
MNovember 11,2016 Reply Edit

The World's major biomes include Grasslands, Shrublands, Rainforests, Temperate Forests and
Deserts,

Reply

All replies
Oldest Mewest

loan Jones
Tundra Coniferniie Enreste (Gracelande Shriihlande Rainfarecte Tamnerate

Figure 87 Type your comment and select Reply.
Your reply will now be saved to the thread.

5. Toreply to another user’s comment, select the Reply button displayed under the
text in their comment.

Daniella Thomas
| would agree with loan, but are coniferous forests and deciduous forests the same thing? Or at least under the same
category?

Movember 14, 2016 Reply | Edit

Figure 88 Reply to another user’s comment.

Your reply will then appear below the user’'s comment.

Daniella Thomas
1 would agree with loan, but are coniferous forests and deciduous forests the same thing? Or at least under the same
category?

MNovember 14, 2016  Reply  Edit

™ ¢ SSmith

g“ﬂ*ﬁ In response to Daniella Thomas's post

Coniferous forests and deciduous forests are actually counted as two seperate biomes Daniella. It's tricky as they are
both forests but there are a few differences. Do you know what they are?

MNovember 22, 2016  Reply  Edit

Figure 89 Replies displayed in discussion thread.
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Creating a new Quiz

Follow the steps below to create a new Quiz. To complete the following steps, you must
start the process from within your class.

1. Select + icon on the Quizzes tile.

Quizzes

Figure 90 Select the + icon.

2. This will display the quizzes popup, select Create.

Quizzes x
Quiz Title Start Date End Date
The English Quiz 07/01/2020 - 12:00 07/01/2021 - 12:00 ]

Figure 91 Popup window for Quizzes.

3. Select New Quiz.

My forms,  Shared withme  Group forms

O Search form title or owner name

El - -
New Form

Untitled quiz The English Quiz
=
New Quiz
D Respanses 0 Responses

Figure 92 Microsoft forms page.
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Quizzes

name the name of your quiz.

2. Selecting Add New will show the question types. There are eight question types:
Choose, Text, Rating and Date.

Choose will allow you to create a question with multiple choice
answers that are pre-written

Text will allow you to create a question which has to be answered in a
written format

Rating will allow you to create a question were the answer is a number
or star on a scale of one to ten

Date will allow you to create a question where the answer is a date on
the calendar

Ranking will allow you to create a question where the answer is the
options in a set order

Likert will allow you to gauge attitudes and opinions

File Upload will allow the responder to upload a file which will be
saved directly to OneDrive

Net Promoter Score will allow you to create a question where the
answer is a whole number ranging from 1-10

Untitled

Questions Responses

quiz

Untitled quiz

@® Choice I Text I %  Rating I Date | v |

Figure 93 Quiz.

3. Select choice question type and input the question and the choice of possible
answers. Mark the correct answer by selecting the tick next to it.

4. To create
5. Onceallqg

any additional questions, repeat the process for the previous step.
uestions are created select the ellipses at the top of the page and

select settings.

Questions Responses

1. Question

“aY Preview &) Theme E
Settings

Feedback

Terms

Figure 94 Settings Icon.
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The settings popup allows you to set ‘Who can fill this form’, ‘Options for
responses’ and ‘Notifications’.

6. Inthe settings popup tick the ‘start date’ and ‘end date’ and choose the two
dates and times.

Options for responses

Accept responses

Start date

‘ 10/07/2020 i ‘ | 16:00 v ‘

End date

‘ 10/07/2020

| 17:00 v ‘

[ shuffle questions

[ Customise thank you message

Figure 95 Start and End date.

7. Select Share and Copy to copy the link for the quiz.

7@
eview Theme

Send and collect responses

Only people in my organisation can respond v

https://forms.office.com/Pages/Respon

Figure 96 Copy and Share.

8. On the Class Dashboard select the Quizzes tile title followed by Assign.

Quizzes X
Close
Quiz Title Start Date End Date
The English Quiz 07/01/2020 - 12:00 07/01/2021 - 12:00 w
| El Create ‘ E‘L Manage I‘ El Ass\gnl
Figure 97 Select Assign.
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9. Add the name of the Quiz. Paste in the URL, copied in a previous step. Enter the
Start and End dates and times. Select Assign.

Assign Quiz %
Title * The English Quiz
URL™ https://forms.office.com/Pages/ResponsePag

Start Date” 07/24/2020

End Date” 07/24/2020

‘ Cenee

Figure 98 Fill in the boxes and select Assign.

Your Quiz will now be added to your class dashboard.

Viewing and Responding to a Quiz

To complete the quiz, you must start the process from within your class.

1. Select the Quizzes tile title.

Quizzes

Figure 99 Quizzes tile title.
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2. Select the title of the Quiz you wish to view or respond to.

Quizzes bt

Quiz Title Start Date End Date

The English Quiz 07,/01/2020 - 12:00 07/01/2021 - 12:00

Figure 100 Quizzes available on the class site.

3. You will now be taken to the Quiz.

The English Quiz

A Quiz on Poetry, Play writes and Authors

Hi Evie. when you submit this form, the owner will be able to see your name and email address.

1.Who wrote Romeo and Juliet [T}
Q' Antony Horrowitz

QO Shakespeare

Figure 101 The Quiz.

4. Answer the questions based on the question types defined in the Quiz.

4.A sonnet has how many lines

O 14

o O O O
~

22

5.The current poet laureate is who

Figure 102 Answer the questions based on the question types.

5. Once you have finished answering your questions select Submit.

7. Which writer wrote A View from a Bridge
O Arthur Miller
:@: Shakespeare

O Tennessee Williams

Submit

Figure 103 Select Submit.
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Analysing Quiz Responses

Viewing a Graphical Summary of Responses.

1. Select Manage.

Quizzes *
Cuiz Title Start Date End Date
E‘ The English Chuiz O7/01/2020 - 12:00 O7T/00/2021 - 12:00 =]

El Create EI_ Aszign Cancel
Figure 104 Select Manage.
2. Select the quiz.
My forms Shared with me Group forms

o—

=4

New Form

The English Quiz

=i

New Quiz

2 Responses

Figure 105 Select the quiz.
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3. Select Responses.

B Preview B Theme Share

Questions Responses

The English Quiz

A Quiz on Poetry, Play writes and Authors

1.Who wrote Romeo and Juliet
Antony Horrowitz
Shakespeare

Arthur Miller

John Bishop

Figure 106 Select responses.

This view displays the Quiz questions; and number of responses; and percentages appear
in the graphical view of summary responses. Responses which are complete appear in the
graphical summary: A Quiz response is only considered complete after the respondent
views every page and then select Finish on the last page. You can also select “open in
excel” to analyse and export the results.

Questions Responses @

The English Quiz

2 00:18 Active

Responses Average time to complete Status

@ Open in Excel
Review answers Post scores

1. Who wrote Romeo and Juliet
0% of respondents (0 of 2) answered this question correctly.
More Details
@ Antony Homrowitz
@ shakespeare

@ Arthur Miller

e & a m
<

@ lohn Bishop

o

. Which of these plays were written by Shakespeare

50% of respondents (1 of 2) answered this question correctly.
More Details

Figure 107 Responses page.
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1. Select Manage.

Quizzes X
Quiz Title Start Date End Date
The English Quiz 07/01/2020 - 12:00 07/01/2021 - 12:00 =

Figure 108 Select Manage.

2. Select the ellipses of the quiz you want to delete.

My forms Shared with me Group forms

New Form

The English Quiz
£

New Quiz

2 Responses

Figure 109 Select the ellipsis.

3. Select delete.

Mew Form

At

——

New Quiz

Move

Figure 110 Select Delete.

LP+365 User Manual 70
Learning Possibilities Limited © 2020

Quizzes




Quizzes

4. A prompt stating ‘This form will be moved to recycle bin’ will appear. Select to
confirm.

5. The Quiz is now deleted from Microsoft forms.

6. Go to the class dashboard and select the Quizzes tile title.

7. Select the bin next to the quiz link that you want to delete.

Quizzes b
Quiz Title Start Date End Date
The English Quiz 07/01/2020 - 12:00 07/01/2021 - 12:00 Tar
‘ E"_ Create ‘ E‘L Manage ‘ El Assign

Figure 111 The bin icon.

The quiz link is now deleted.
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Using Wikis
Wiki libraries are great tools to use to encourage collaboration; develop literacy skills; and to
showcase student knowledge.

A Wiki can contain text, images and video, and students can create new links and new pages from
within their wiki page, using a simple double square bracket function.

Suggestions for use in the classroom:

Quick Tip:

- Student profiles.
- Class newspaper.
- Branching stories.
- Subject or topic glossary.
- Reading lists. To avoid conflict and loss of work, make sure
- Schemes of work. that students work within their own spaces in
- Summary of a chapter from a book BRIV e EII AR 1o =T a A N 2k CF

being studied in class.

Students should not work on the same wiki
page at the same time as this could cause
conflict and loss of work.

Tasks:

See the instructions available on the next
few pages for help with completing the
following tasks.

- Create a new wiki page for a topic

you are covering with your class or
subject group.

Edit the wiki page you have just
created and insert a picture or
embed a video into it.

Create links to new wiki pages from
within your existing page.
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Creating a New Wiki Page

Follow the steps below to create a new wiki page. To complete the following steps, you must start

the process from within your class.

1. Select the +icon on the Wikis tile.

Figure 112 Select the + icon.
You will be navigated into Office 365, where you can create your wiki page.

2. Specify a page name for your new wiki page.

Home # EDITLINKS
= New ltem

7AJ English (LP+385) New page name:

Search this site - 0

A

7AJ English (LP+365) \
Home Find it at https://Ipasiastaging.sharepoint.com/LP365/English2019-2020-7A JEnglish/Class Wik
Create Cancel

Notebook

Documents

Figure 113 Specify a page name for your new wiki page.
3. Select Create.
You will now be navigated into your newly created wiki page, which is ready for you to start work

on.
Before you start working on your wiki page you should take a quick look at the instructions on
editing wikis that are available on the next page of this guide.

4. For the time being, Select Save from the editing ribbon to save your new page.

PAGE | FORMATTEXT | IMSERT

Segos || 13px -

I=

- e

Paste B T U skx X

Figure 114 Select Save from the editing ribbon.
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Editing a Wiki Page

Follow the steps below to edit a wiki page. To complete the following steps, you must start the
process from the wiki you wish to edit.

1. Select Edit, displayed on the top right-hand corner of the screen.

) SHARE Yy FoLLow || # EDIT

Search this site * D

Figure 115 Select Edit.
The page will reload and will now be editable.
2. Select Check Out from the editing ribbon.

This will check out the wiki page to your account, so no one can override your changes.

= M 4

o
g
I
I
*
&

Aa|

Figure 116 Select Check Out from the editing ribbon.

A Status message will now display on the top of the page, and you will now be ready to start
making your changes.

& Status: Checked out and editable.

Figure 117 Status message.

Formatting Text: The editing ribbon will enable you to format and amend the layout of text.

BROWSE = PAGE | FORMATTEXT | INSERT

-\ cut
L?J-) L Body R
: R Copy

Save Checkln  Paste B I U axx X AL ke
- - Undo

T | asebcena AaBb Aa

Paragraph Heading 1 Heading 2 eading | Spelling Lfﬁv ﬁ}:ﬁ,

vert to XHTML

Edit Clipboard Font

Figure 118 The editing ribbon: formatting text.

Inserting Media and Content: You will also be able to insert tables; pictures; videos; audio;
Office365; hyperlinks and content from the web.

BROWSE PAGE FORMAT TEXT INSERT
RN W=
o] = — <[>
O 2 @ & I
Table Picture Video and Office 365 Link  Upload App Web Embed
- - Audio - Video - File Part Part Code
Tables Media Links Parts Embed

Figure 119 The editing ribbon: inserting media and content.
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3. When you have completed your changes, you should select Check In from the editing

ribbon.
BROWSE PAGE FORMAT TEXT INSERT
' L o Bod 13 [ M 4
! ady = 18 - = iz|eE=E =
o LS Cony AaBl
Save | CheckIn | Paste B I U ak x. x° LA b =E=E== Para
- - Unde
Edit Clipboard Font Paragraph

Figure 120 Select Check In.

When you select Check In, you will be prompted to type in comments and confirm that you wish to
continue. Here's why:

When you select Check Out, you are checking the wiki page out To edit. Whilst you are doing this,
no other users will be able to edit the page or override your changes.

When you select Check In, your changes will save, and a new version of the wiki page will be
created. This version will always sit in the background, and you will be able to retrieve it, should
you wish to revert to this version after editing later.

At this stage, the comments you add into this box should provide you with a brief description of
this version later, should you ever want to review the version history of the wiki page. This is not a
required field.

4. Select Continue.

Check In

Comments:

Created first draft. Embedded Video on entrepreneurship, and
added hyperlink into discussion on the app.

Spelling:
Mo spelling errors found

Continue Cancel

Figure 121 Add in your comment and select Continue.
5. Your changes will now be saved.

There will be no need to publish your work. All members of your class or subject group will be able
to see the contents of the wiki page as soon as you have saved your work.
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Creating Links to a New Wiki Page

It is possible to create new pages and create links to new wiki pages from within an existing wiki
page.

Follow the steps below to create links to a new wiki page. To complete the following steps, you must
start the process from the wiki you wish to edit.

1. Select Edit, displayed on the top right-hand corner of the screen.

Figure 122 Select edit displayed on the top right-hand corner of the screen.
The page will reload and will now be editable.

2. To create a new wiki page, type two square brackets and the title of the wiki page you wish
to create, followed by two square brackets.

[[about Enterprise]]

Figure 123 Create a new wiki page with double square brackets.

3. Select Save or Check In if you have finished editing this wiki page.
You will see that the title you have given is now displayed as a link, with a dotted line
underneath it.

about Enterprise

Figure 124 Page title displayed as a new link.

4. Select the link you have just created.
You will be prompted by a popup window called Add a page, asking if you would like to
create a new wiki page.

5. Select Create.

Figure 125 Create wiki page popup window.
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You will now be taken into your newly created wiki page, where you will be able to add content and
save your work.

Deleting a Wiki page
Follow the steps below to delete a wiki page. To complete the following steps, you must start the
process from within your class.

1. Select the Wikis tile title.

Figure 126 The Wikis tile on the class dashboard.

You will be navigated into the class wiki library in SharePoint Online.

GCSE Class Wiki
v o~ [ Name Modified By Modified Created —+
~. Created By: Daniella Thomas (1)

8| Biome from the movie Twilight.aspx S Smith December 15, 2016 11/14/2016 4:03 AM

Figure 127 Class wiki library in SharePoint Online.

2. Select the checkbox that appears on the left-hand side of the wiki page title when you
hover over it.

@ Biomes.aspx == 5 5mith Movember 2

op Enterprise and Entreprensurship.aspx 5 Smith 11 mirastes &

o about Enterpriseaspx 5 Smith 2 minutes ag

Figure 128 Select the checkbox that appears on the left-hand side of the wiki page title.

3. Select Delete from the menu bar that appears above the class wiki library.

& Share %@ Copy link <3 Pin to top =B Rename #% Automate v~ [ Copy to

Figure 129 Select Delete.

You will be asked to confirm deletion, and the wikis you previously selected in step two, will now be
deleted, and sent into the recycle bin.
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Using Class Notebook

Class Notebook is becoming an increasingly popular tool, being used by schools globally.
Class Notebook is a useful tool to use to display and keep a log of weekly lessons;
individual lesson notes and collaborative learning notes.

If you are lucky enough to have an interactive whiteboard set up in your classroom, you
could deliver the lesson through this tool, whilst making use of the LP+365 toolset, and
traditional teaching tools alike.

Tasks:

See the instructions available on the
next few pages for help with completing
the following tasks.

- Create a new Class Notebook for a
topic you are currently teaching
your class or subject group.
Prepare next week’s lesson
delivery in the content library
section.

Creating a new Class Notebook

Follow the steps below to create a new Class Notebook. To complete the following steps,
you must start the process from within your class.

1. Select the + icon displayed on the top right-hand corner of the Class Notebook
tile.

Figure 130 The Class Notebook.

2. Select Create a Class Notebook.
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3. Enter atitle for your new Class Notebook and select Next.

(© What's the name of your class?

This will be the name of your class notebook

ITA English I

Figure 131 Enter a title

4. Select Next.

5. Enter the name of, and then select, all the teachers that have access to your
class.

6. Select Next.

7. Enter the class name and select the learner group for your class.

(© Now, what are your students' names?

Type or paste your students’ names (separated by semicolon) to add them to the class notebook

| English2019-2020-TAAEnglish Learners X ‘

Figure 131 Enter the class name and select the learner group

8. Select Next.

9. Update the sections in each student’s private workspace. You can remove any of
the default sections, add your own or leave the default sections unchanged.

10. Select Next.

11. Check the vision preview and Select Create. LP+365 will now create your Class
Notebook. It may take a short while to load, as the system will be busy creating
all the relevant sections and adding in students.

12. Close the browser tab.

Accessing your Notebook from the Class Dashboard

Follow the steps below to access a Class Notebook from your Class Dashboard. To
complete the following steps, you must start the process from within your class.

1. Select the Class Notebook tile title.

0D+

|

: Class Notebook

Figure 133 The Class Notebook tile.
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You will now be taken into a list of all Class Notebooks that you have either created or
are a member of.

2. Select the class notebooks tab and select the class notebook.

-+ New notebook

New notebcoks saved to: @ OneDrive

Recent Pinned My notebooks  Shared with me | Class notebooks | Discover

¢ [ 7A) English QI

Ipasiastaging-my.sharepoint.com = ... » Class Notebooks

il
<

Figure 134 Open in OneNote Online.

Your chosen Class Notebook will now open in OneNote online.

Managing Class Notebook

Once a Class Notebook has been created by a teacher, they may be required to add or
remove students or teachers after the initial Notebook is created. NB. If you create the
Notebook by selecting the ‘+’ sign, this will automatically add the students and
teachers that are provisioned in that class. Any manual additions or removals can be
done from the Class Notebook management screen available to teachers and
administrators.

1. Select the Class Notebook icon.

> RESE

- ns

ss Notebook

Figure 135 The Class Notebook tile.

2. From here you can manage your Class Notebooks. Select Add or remove
students or Add or remove teachers, depending on whether you are looking to
add or remove students or teachers.
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Welcome to the OneNote Class Notebook

We will help you create a notebook you can use in the classroom

Add or remove students Add or remove teachers

Create a dass notebook

Manage notebooks

View user guide

Download the Class Notebook Add-in

Figure 136 Add or remove students and teachers.

1. Selecting Add or remove students or Add or remove teachers will take you into
a new page, where you can select which notebook you want to amend access
to.

Office 365 B 7 ' Q

+ 1 Select Notebook ® Which class notebook would you like to add students to?

2 Add New Student Select the notebook to add students to

3 Preview

Your notebaoks
4 Done

& At and Design [ Geoaraphy Gese @i Homework Decemeber
W Marketing and Social Media [l mytest B school tip to the pond
=} B sidenisunion-scu

Figure 137 Select which notebook you want to amend access to.

2. Add the names, or email addresses belonging to the pupils or students you
want to grant access to.
3. Select Next.

Greg Atkinson x |

Next

Figure 138 Add names or email addresses belonging to pupils or students you want to grant access to.
4. In the next window, confirm your changes by selecting Update.

The student or teachers will now have been added into the Class Notebook you selected
in step four.
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Using Blogs

Blogs are perfect tools to use to encourage your students to master different writing
styles. From opinion writing; to reporting writing; in creating new blog posts students are
challenged to explore new ways of writing in front of a live audience.

Individual blog posts can be filtered by category, making it easy for you and your students
to create new blog posts surrounding specific topics and projects.

Suggestions for use in the classroom:

- Learning goals: short blog on learning goals that a student has set him/herself for
the term or year ahead. These blogs can be revisited at the end of the allocated
time and reviewed by the learner.

- Review writing: Book reviews; and reviews on lessons; field trips etc.

- Record lesson activity to document learning experiences.

- Debate and editorial writing: debating an issue, backing up their opinion with
facts and evidence.

- Role play: Writing a journal or diary entry as a character from a novel that you
are reading in class.

Tasks:

See the instructions available on the next few
pages for help with completing the following
tasks.

Create a new Category in your class blog.

Create a new Blog Post welcoming your
students to LP+365.

Write a comment on your blog post.

Edit your blog post.
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Managing categories in your class Blog

Follow the steps below to manage the categories in your class blog. To complete the
following steps, you must start the process from within your class or subject site on the

LP+365 LMS.

1. Select the Blog tile Title.

Figure 139 Select the Blog tile title.

This will take you into your class blog in SharePoint online. On the right hand side, you
will see a section titled Blog tools.

2. Select Manage categories from within the Blog tools section.

Blog tools
Create a post
Manage posts
Manage comments
Change post layout:

Basic v

Figure 140 Select Manage categories.

This will take you into the Manage categories list.

Categories o

) new item
All Categories My Categones s« Fired an iten 02

W

Ideas

Opinions

Figure 141 Manage categories list.
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From here follow the instructions on the next few pages to add a new category; edit an
existing category; and delete a category from the Manage Categories list.

Creating new categories
Follow the steps below to create a new category.

1. To create a new category, Select + new item.

AT Y 5 W) i = i

Figure 142 Select + new item.
You will be prompted to give your category a title.

2. Give your category a title and select Save.

Title * | Opinion '-.“-."rltinl:_:i |

save Cance

Figure 143 Give your category a title and select Save.

Your category will now appear on the Manage categories list and will be ready for
students to use when blogging.

Editing an existing Category

Follow the steps below to edit an existing category.

1. Select the ellipsis icon that appears towards the right-hand side of the title of the
category you wish to edit.

2. Select Edit Item from the dropdown menu that appears.

@ new item
All Categories My Categories == Find an item 0o
v Title Edit

Ideas - B

Opinions 1 ;hare
Events
Edit [tem

Delete ltem

Figure 144 Select Edit Item from the dropdown menu that appears.

3. Make your changes and Select Save.
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Your edited category will now appear on the Manage categories list and will be ready for
students to use when blogging.

Deleting a category

Follow the steps below to delete an existing category.

1. Select the ellipsis icon that appears towards the right-hand side of the title of
the category you wish to edit.

EVETILS eer  F

Opinion Writting % [ == 2

Figure 145 Select the ellipsis icon that appears towards the right-hand side of the title.

2. Select Delete Item from the dropdown menu that appears.

CWETILS Ta |/
Opinion Writting % P
Share
Edit Item
Delete ltem

Figure 146 Select Delete Item from the dropdown menu that appears.

You will now be asked to confirm deletion. To confirm, Select OK.

Are you sure you want to send the item(s) to the site Recycle Bin?

Cancel

Figure 147 Select OK to confirm deletion.

The category will now be deletion and will be sent into the recycle bin.
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Creating a new Blog Post

Follow the steps below to add a new Blog post into your class blog. The latest post will
display within the Blog tile on the class dashboard. To complete the following steps, you
must start the process from within your class or subject site on the LP+365 LMS.

3. Select the + icon displayed on the top right-hand corner of the Blog tile.

Figure 148 Select the Blog tile + icon

4. A new popup window will open prompting you to add information to create your
blog post.

Add a Blog Post X

Title * |

Body

Category Select

Publish
Date *

Publish v
Time *

Figure 149 Fill in the relevant fields.

5. Fillin the relevant details as explained below:

- Title: this will be the title of your blog post.

- Body: this will be the main text displayed in the body of your blog post. You should
be aware that you will not be able to add in images or other media here, please
see the instructions on adding a blog post via Office365 for instructions on how to
do this.

- Category: this will allow you to select a Category. These are maintained in the
Manage Categories list. Only teachers can add in new Categories.

- Publish Date: you can select today’s date, to publish the post straight away, or
select a date in the near future, will schedule to post to publish on that date.

- Publish time: you can select the nearest available time to publish your post
straight away, or you can select a specific time if you are scheduling your post.

6. Select Save to publish or schedule your blog post.
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Creating a Blog Post in SharePoint online

Follow the steps below to add a new Blog post into your class blog via SharePoint online.
The latest post will display within the Blog tile on the class dashboard. To complete the

following steps, you must start the process from within your class or subject site on the
LP+365 LMS.

Please note that this option will enable you to add images, and other media into your
blog post.

1. Select the Blog tile title.

Figure 150 Select the blog tile title.

This will take you into your class blog in SharePoint online. On the right-hand side, you
will see a section titled Blog tools.

2. Select Create a post.

Blog tools

Manage posts

Manage comments
hanage categories
Launch blogging app
Change post layout:

Basic w

Figure 151 Select Create a post.

Having selected Create a post, you will be navigated into a new page, in which you can
create your post.
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Published * 7/16/2020 B |3am [v||16]v

Figure 152 Create a new post.

3. Fillin the relevant details as explained below:

- Title: this will be the title of your blog post.

- Body: this will be the main text displayed in the body of your blog post. When you
start typing within this field you will notice the banner along the top of the site
changes to a formatting ribbon.

This ribbon will enable you to format text; add in images and other media.

EDIT | FORMATTEXT | INSERT ) sHARE Yy Fouow [T

Body RN T S = M a4 V3 <7
=R naebcendil | A B v L1 seka.

Spelling Edit
- Source 5, Convert to XHTML

B I U abe x, x°

Paste = ==

At

Clipboard Fant Paragraph Styles Spelling

Paragraph Heading 1

Markup

Figure 153 Ribbon to format text, add in images and other media.

- Category: this will allow you to select a Category. These are maintained in the
Manage Categories list. Only teachers can add in new Categories.

- Publish Date: you can select today’s date, to publish the post straight away, or
selecting a date in the near future, will schedule to post to publish on that date.

- Publish time: you can select the nearest available time to publish your post
straight away, or you can select a specific time if you are scheduling your post.

4. Select Publish to publish or schedule your blog post.

PULISTIED 2/22/2017 B2 [BAM v [|25 v

Publizh Cancel

Figure 154 Select Publish to publish or schedule your blog post.
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Editing a Published Blog Post

Once a blog post has been published you can edit the post at a later date. To follow the
steps below you will need to have navigated into the blog on your class site.

1. Locate the blog post you wish to make changes to.
2. Scroll towards the bottom of the post and Select edit.

Acrostic - An acrostic poem is a poemn where the one letter in each line spells cut a word or phrase vertically
that acts as the theme or message of the poem. The word used for the acrostic can be the name of the
person you are writing the acrostic about, a message such as Happy Birthday or a theme such as
Acceptance, Love or Hope,

by Daniel Campbell 2t 1:05 AM

0 comments | Email a fink E

Figure 155 Select edit

Your blog post will now load up in an editable form.

Tide * Doems

Sonnet - & short rhyming poem with 14 lines. The original sonnet

form was invented in the 13/ 14th century by Dante =n ftzlizn

philesopher Petrarch. The fiorm re

ko wantil it developed by wri

s use iambic meter in each line and use i

Limerick - a five-fine witty poem with a distinctive rhythm. The first,
second and fifth ines, the longer ines, rhyme. The third and fourth
sharter ines rhyme. (A-A-B-B-A).

andient form of poem writing i renowned for its sma

nal reference incheded.

Marrative - A narrative poem tells the story of an eventin the form of

Figure 156 Blog post ready to edit.

3. When you have finished making changes, Select Publish.
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Commenting on a Blog Post

Once you have published blog posts available to view in your class blog, you will be able
to add comments. To follow the steps below you will need to have navigated into the
blog on your class site.

1. Locate the blog post you wish to add a comment to.
2. Scroll towards the bottom of the post and Select Comments.

Free Verse - A Free Verse Poem does not follow any rules. Their creation = completely in the hands of the author
Rhyring. syllable count. punctuation, number of lines, number of stanzas, and line formation can be done
however the author wants in order to convey the idea. There is no right or wrong way to create a Free Verse poem.

Acrostic - An acrostic poem is a poem where the one letter in each line spells cut a word or phrase vertically that
acts as the theme or message of the poem. The word used for the acrostic can be the name of the person you are

writing the acrostic sbout, 8 message such as Happy Birthday or a theme such as Acceptance, Love or Hope

by Daniel Campbell at 1:05 AM

Ocomments | Email a ink  Bdit

Figure 157 Select Comments.

This will navigate you into a new page, where you can view the blog post and the
comments that have been added.

3. To add a comment, Select Add a comment and type in what you wish to
comment on the blog post.

STEPS YOURSEN 10 NEID TAISE aWareness 101 LIMaie LHange;
Thursday, Movember 17, 2016 Edit

I Add a comment

=1

Figure 158 Add a comment.
4. When you have finished typing your comment, select Post.

Your comment will now be added to the comments list and will be available for other
users to view and respond to.
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Managing your class Blog
Follow the steps below to manage your class blog. To complete the following steps, you
must start the process from within your class or subject site on the LP+365 LMS.

1. Select the Blog tile title.

Figure 159 Select the blog tile title.

This will take you into your class blog in SharePoint online. On the right-hand side, you
will see a section titled Blog tools.

2. Select Manage Posts from within the Blog tools section.

This will take you into the Manage Posts list.

Poems Blog tools
Wednesday, buly 1, 2020 Creste & post

I Manage posts I
Sonnet - a short rhyming poem with 14 lines. The onginal sonnet form was invented in the 13/14th century by

Manage comments
Dznte and an Itzlian philosopher named Francisco Petrarch. The form remained largely unknown until it was found ! -
and developed by writers such as Shakespeare. Sonnets use iambic meter in each ine 2nd use line-ending rhymes. HETEEE EREETS
Launch blogging app
Limerick - & five-line witty poem with = distinctive rhythm. The first, second and fifth lines. the longer lines, rhyme.

The third znd fourth shorter lines rhyme. {A-A-B-B-4).

Change post layout

Basic ot
Hziku - This ancient form of poem writing is renowned for its small size 2z well 2= the precise punctustion snd
zyllables nesded on its three lines. It is of ancient Asizn ongin. Halku's are composed of 3 lines, each 2 phrase The

first line typically has 5 syllables, second line has 7 and the 3rd and last line repeats another 5 In addition there is 2

seazons reference included.

Figure 160 Manage Posts.

Here you can share, edit, delete, and view your blog post
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Blog
Posts o
@ new item
All Posts  Archive By Author ==« Find an item Jol
v Title ealcd B published Category #Comments  Edit Number of Likes
Neil Armstrong «ssJeeva Shah 1 F4/2017 7:00 AM  Events 1 D @1 Unlike
|
star of the week. J| share 1472017 431 AM  Events; Star of the Week 0 i} ke
Spring Term 2017 = Edit Item 142372017 12:41 PM  Events 0 3 Lke
Welcome to my blog! * Delete [tem 141972017 4:12 AM 0 ) Lke
View Iltem
Advanced 4

Figure 161 Share, edit, delete, or view your blog post.

Managing the blog comments
It is possible to manage the comments left on your blog post.

1. Select the Blog tile title.

Figure 162 Select the Blog tile title.

This will take you into your class blog in SharePoint online. On the right-hand side, you
will see a section titled Blog tools.

2. Select manage comments from within the blog tool section

Blog tools

Create a post

Change post layout:

Basic N

Figure 163 Managing comments.

LP+365 User Manual 95
Learning Possibilities Limited © 2020



Class Blogs

Here you can share, edit, delete, and view your comments

Blog
Comments o
(® new item
All Comments By Author My Comments <« Find an item 0
v Title Created By Post Title Edit
This is amazing! Very inter... g= S Meena Pate| Neil Armstrong Lj
Share
Edit Item
Delete Item
View Item
Advanced 4

Figure 164 Managing your comments.
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Homework and Assignments

The homework and assignments tool on LP+365 is a fully functioning assignments tool
that has been added onto the Office365 toolset by Learning Possibilities.

This tool will enable you to set pieces of work to individuals or groups of learners, along
with resources and templates.

The following pages will show you how to set and mark assignments. For further detail
please speak with your school’s tenant admin.

Tasks:

See the instructions available on
the next few pages for help with
completing the following tasks.

Set your class an
assignment.
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Setting a New Assignment

To set an assignment on LP+365 you will need to start within the class dashboard. You
will only be able to set assignments on the class or subject sites that you have been
allocated to as a teacher.

1. Select the + icon on the Assignments tile.

B
Assignments
Creative Writing (30/9/21)

Antonyms and Synonyms  (31/10/21)

Boy in the Striped Pyjamas (31/10/21)

o[+]

Figure 165 Select the + icon on the Assignments tile.

2. A new popup will open prompting you to add information to create your
assignment brief.

Assignment Creation (Geography Class: GCSE)

Start date 22/02/2017 = Due date 22/03/2017 = Grading Criteria ist2:1,2:23rd v+ Marking Scheme Formative
Title

Assignment details

BIUSXx yx@EIZAA 44 L NBES== 40 ="B@@e BB an kil

Figure 166 Assignment popup window: create your assignment brief.
3. Fill in the relevant fields as detailed below:

Start date: the start date will automatically set to today’s date, meaning when you save
the assignment brief, it will be emailed to your students straight away. If you would like
to schedule this assignment for a future date, select the relevant date by selecting the
calendar icon and then selecting the date you wish to schedule the assignment in for.

Due date: this allows you to specify the due date for your assignment. Students will not
be able to work on the assignment after the due date.
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Grading Criteria: this field allows you to
type in your own grading criteria. To select a grading criteria, select the dropdown menu
and select the criteria you wish to apply to

this assignment. To add a new grading criteria, select the + icon, and type in the grading
criteria you wish to apply to this assignment.

Marking scheme: this field allows you to select a marking scheme for your assignment.
You will be able to choose from:

- Summative: The goal of a summative assessment is to evaluate learning at the
end of a lesson; project; or unit of work by comparing it against a benchmark.
Summative assignments will allow students to submit one piece of work that the
teacher will then grade and does not offer scope for feedback.

- Formative: The goal of a formative assessment is to monitor and develop learning
as part of an ongoing project; or unit of work by providing ongoing feedback that
can be used by students to improve their work and understanding of topics.

Title: this field will allow you to add a title for your assignment.

Assignment details: this field facilitates rich text (formatting of text; inclusion of images,
and other media; links; event details; tables; quotes and coding) and allows you to input
details on the assignment you are setting your learners.

Resources: this section allows you to upload resources relevant to the assignment you are
creating. Students who are set this assignment will have access to view and download
these resources to use as reference when completing their work.

Templates: this section allows you to upload templates that your students will be able to
use to complete their assignment in. Templates created in Microsoft Word are perfect to
attach, as students will be able to work within these templates in Word Online.

Quick Tip:

When uploading resources and templates, you can attach files straight from OneDrive.

This means that if you have been creating and storing resources and teaching materials
in OneDrive, you can keep it all online without having to download anything to your
network or device.

Once you have filled in the relevant fields and have attached resources and templates you
will be able to set the assignment.

The next section within the assignment popup window will display a list of students
within your class or subject group.
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Please select which learners are required to complete this assigment

[ Email Surname Forename
[ charlottecollins@Ilpplus365demo.onmicro...  Collins Charlotte
L1 jamesevans@|pplus365demo.onmicrosoft..  Evans James

Ll icanjones@Ipplus365demo.onmicrosoft.c.. Jones loan

[ combhigrmarehondAmlanliic3ECAoma Anmier horshoned CSombhig

Figure 167 Select which learners are required to complete this assignment.

4. To select all learners, select the check box that appears at the top of this section.

[  Email Surname Forename
I charlottecollins@lpplus365demo.onmicro... Collins Charlotte
¥/ jamesevans@Ipplus365demo.onmicrosoft.. Evans James

¥ ipaniones@lbnluslsdemo.onmicrosofte..  lones loan

Figure 168 Select learners in bulk.

5. To select individual learners, or smaller groups of students select the check box
that appears to the left-hand side of their email address.

[} Email Surname Forename
[ charlottecollins@Ilpplus365demo.onmicro...  Collins Charlotte
¥ [Bmesevans@|pplus365demo.onmicrosoft.. Evans James

¥ fpanjones@lpplus365demo.onmicrosoft.c.. Jones loan

O | canhismarchand@lnnlie2B65damn nnmice | harchandd Sanhia

Figure 169 Select individual learners.

6. Once you have selected the learners you wish to set this assignment for, review
the assignment details and select Save to send the brief to your students.

What happens next?
Now that you have set your assignment:

- Students will receive an email letting them know that they have been set a new
assighment.

- The assignment will be pushed into the student’s personal calendar, to help
them manage deadlines.

- The assignment will display on the My Assignments tile for every student who
has been set the work.

- The assignment will display on the Assignments tile on the class dashboard.
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Viewing Assignments
Once an assignment has been created, a student or teacher can view the Assignment

Overview by selecting an assignment from the tile on the Home Dashboard or class
dashboard.

W 7/9/21 Microsoft Audio Conferencing - You now have Audio ¢

Characters of 12 Nights

Office v Documents

Figure 171 Selecting an assignment from the My Assignments tile on the class dashboard.

Selecting the assignment will open the assignment in a new popup window. Students
will be able to submit work from here, and staff will be able to view and mark individual
assignments submitted by students.

Submitting Assignments
Once an assignment has been assigned to students, they will be able to submit their
work for the teachers review.

1. Onviewing an assignment, the student will see: The Learner Assignment
Overview; which displays the assignment details; and any resources and
templates attached by the teacher.
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Learner Assignment Overview (Jones, loan) Comments

Assignment: Fictional Biomes
Teacher: Susan Smith
Status: Pending

Assignment details

Five Factors Based on the description on your fictional biome, relate it to one of the six biome
(15 pts-3 pts each) mentioned in your notes. 2 of them need to be abiotic factors, 2 of them need to be biotic
factors, and the last one is your choice. You must be able to relate five factors!

Fun Facts Also include some fun facts about your fiction biome ©

2pt)

Picture Include 2 or more pictures of your fictional biome. They can be printed images or

(3 pts) drawings, but they must show the majority of the factors you mentioned above.
Total: 25 pts (Your entire work needs to be TYPED)

Figure 172 The Learner Assignment Overview window displaying the assignment brief. Scroll down to view resources
and templates attached by the teacher.

1. The student will also be able to see any previous work they have submitted
within this assignment along with any feedback from the teacher.

Submissions
Completed Learner Com... Marked Tutor Feedb... Grade Final v
2/22/2017 9... @ finished! 5,55 /5917 9. Thisis a good false

R N ey

Figure 173 Students will see previous work submitted and teacher feedback.
Below previous submissions, there will be a section titled Produced Work.

2. If this is the first time that the student is submitting a piece of work to this
assignment, then they will need to upload their work from the network or device
or attach their work from OneDrive.

- Select Choose Files to open from network or device.
- Select Open from OneDrive to attach a file from OneDrive.

Choose Files Mo file chosen

£& Open from OneDrive

Figure 174 Uploading work for first submission.

3. Before submitting, the student can add in comments to send over to the teacher
with their piece of work.
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Submission Comment (Add any notes here you would like to submit along with your work)

B I USXxx@=samAn: MR E s
E E 4O =@ oS @i [

Figure 175 The student can add in comments to send over to the teacher with their piece of work.

4. After uploading their work, and adding comments, the student should select
Submit to submit their work to the teacher.

The teacher will now receive an email to say that the student has submitted their work.

Marking Assignments

Once an assignment has been submitted by a student, the teacher will receive an email
notification.

1. Onviewingan assignment, the teacher will see the assignment brief; any resources
and templates previously attached to the assignment; and Learner work statuses.
2. The Learner work statuses section will display a status for each student who
has been set the assignment.
- Pending: Pending means that the student has not yet submitted a piece of
work.
- Marking: Marking means that the student has submitted a piece of work,
and that it is ready for marking.
- Rework: Rework means that the student has been given feedback and is
currently working on another draft.
- Completed: Completed means that the student has completed the
assignment and has been allocated a grade.

Learner work statuses

Email

joshhughes@lpplus365de...

Surname

Hughes

Forename

Josh

DOB

12/09/2005

Status

Rework

Grade

ioanjones@Ipplus365dem... Jones loan 25/08/2006 Marking
sophiamarchand@lpplus3.. Marchand Sophia 15/08/2006 Rework
daniellathomas@lpplus36.. Thomas Daniella 10/09/2005 Completed B

Figure 176 the Learner work statuses tells the teacher who has submitted their homework/assignment.

3. Double clicking on a student’s status from the Learner work statuses section will

open a Learner Assignment Overview for that student.
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Learner work statuses

Email Surname Forename DOB Status Grade .
ioanjones@Ipplus365dem... Jones loan 25/08/2006
sophiamarchand@Ipplus3 . Marchand Sophia 15/08/2006 Rework

Figure 177 Select a student's status from the Learner work statuses section.

Learner Assignment Overview (Jones, loan) Comments
Assignment. Fictional Biomes

Learner: Jones, loan

Status: Marking

Submissions

Completed Learner Comment Marked Tutor Feedback Grade Final &
2/22/2017 9:15 PM @ finished! 2/22/2017 9:19 PM This is a good first effort. Please i

2/22/2017 9:34 PM Ok | have added in animals. 2/22/2017 9:39 PM I-—I_l_\o_an-P_I;a-se-F;;ﬁe_n:[:; t‘c-J false

2/22/2017 9:41 PM Hilhave attached thework R false

Figure 178 Learner Assignment Overview for a student.

4. To view the latest submission, select the most recent learner comment.

Learner Assignment Overview (Jones, loan) Comments
Assignment Fictional Biomes

Learner: Jones, loan

Status Marking

Submissions

Completed Learner Comment Marked Tutor Feedback Grade

Final b4
2/22/2017 %15 PM @ finished! 2/22/2017 9:19 PM This is a good first effort. Please ks
e PETIREVEAIE e 3/22/2017 9:3 PM i loan, Pleases remember to false
r 2/22/2017 9:41 PM Hi I have attached the work . false

Figure 179 Select view the most recent submission.

This will take you into the submission details surrounding the piece of work submitted
by the student.

5. Scroll down to Produced Work.
6. Select the URL to open the file in the Office web app (if compatible).

Produced Work

Title Description  URI Version Type Feedback &

—

twilightbiom... https://Ipplu... .docx

Figure 180 Select the URL to open the file in an Office Web app.
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Antonyms and Snyon,

File Home  Insert  Llayout  References  Review  View  Help Open in Desktop App Q@ Tell me what you want to do | &7 Editing 49 Share | | [J Comments

v Ay ¥ A A B I U &v Avh o EviSvE E Ev Aosyev Ornav B oocse 2 edtor

Write two antonyms and two synonyms to replace the highlighted
word in the sentence

Q1. John was happy after he took his exa m‘
Antonym — Melancholy, Despondent
Synonym — Elated, Ecstatic

Q2. The Policeman was annoyed over the fact the prisoner had
escaped

Antonym — Delighted, Enraptured

Synonym — Exacerbated, Irritated

Figure 181 Students Work.

The page will reload, and you will now be able to make changes to the students work;
adding in feedback and comments using the toolbar that appears across the top of the

page.

Working on Word Online saves your work automatically, so you don’t need to worry about
saving your changes before exiting. Your changes will be saved back into the document.

Having exited Word Online, you will see that you are back in the Assignment Submission
window.

7. Scroll down to the section titled Upload Feedback. Here you can upload
feedback from your network, device or from OneDrive.

\ Choose Files |No file chosen

#& Open from OneDrive

Figure 182 Upload feedback from your network, device or from OneDrive.

8. If you are ready to grade this piece of work, type the grade into the field titled
Grade.

9. Otherwise, if you want to send the work back to the learner with your
comments, and would like them to continue working on the document, Select
the check box that appears next to Requires Rework.

Mark

Requires Rework:

Figure 183 Grade the work or select the check box that appears next to Requires Rework to allow the student to work
on another draft.

10. Before sending the work back to the learner, you have the option to add further
feedback, or comments to send to the student with their marked work.
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Add any feedback you would like to give here.

B 7 USXx@=3 =8 4AH:: 4 R o=

L % 1|

FF A QO=RHdae Jad @Mk )

Figure 184 Add further feedback.

11. When you are happy with the feedback that you have provided the learner, Select
Submit. This will send an email to the student, letting them know that their work
has been marked and that feedback is available.

The student will now be able to resubmit their work, and you will be able to remark, and
continue this process until you are ready to grade the student’s submission or final entry.
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Student Centre

The student centre includes Class Membership and Class Analytics.

@ Croxley Academy

2021-2022 (Class: 7A English)
Announcements Calendar
World Book Day 0/1/20219:00 /

Congratulations Mary 0/6/20219,

Figure 185 Class Membership icon.

@ Croxley Academy
2021-2022 (Class: 7A English) |:| A
Announcements Calendar
World Book Day 0/1/2021 %:00 AM - Book Club
Congratulations Mary 0/6/20219:00 AM - Spelling Bee

Figure 186 Class Analytics icon.

Class Membership

Class Membership includes details of all teachers and students that have access to the
class.

2021-2022 (7A English) Class Members x

Total N

Figure 187 Class Membership.
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Class Analytics

Teachers have always had to analyse data about how their students are learning, but
data analytics tailored to their needs offers the promise of supporting and automating
much of that work, allowing them to spend less effort administering and more effort
teaching; that is what LP+365 Analytics delivers.

Class Analytics allows Admins and Teachers to access a class analytics grid displaying a
RAG (Red, Amber, Green) status for each Student’s recorded Sentiment and
Engagement.

Student Emoji

Students are presented with an option to select from six available Emoji’s via their
Navigation tool bar, to reflect their current overall sentiment. They are prompted to
select an emoji every 7 days from when they last selected a sentiment, via a pop-up
message at the bottom of the screen as they login to the LP+365 app, asking ‘How are
you feeling?’. The most recently selected emoji is stored and displayed in the navigation
bar.

Once a student emoji selection is captured, the following information is recorded and
reflected on the analytics grid and an appropriately identified RAG status is allocated:

User ID, Forename, Surname, Year, Class Name, date/time of selected emoji, emoji
state selected.

There are 6 available emoji sets:

1l Office v
@ Sentiment -
o Default — Question mark if never (O
selected/first time user @ i
Happy
o Delighted ®
No Complaints
o Ha
PPy . Worried
o No Complaints @
o Worried Srresea
o Stressed sad
o Sad 2l Multilingual v
Figure 188 student Emoji selection.
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Class Analytics Grid

1. Select the Class Analytics icon in the Student Centre.

&

> Croxley Academy

20212022 (Class: 74 English) I:l e

Announcements

Calendar

Figure 189 Class Analytics icon.

The Analytics Grid is launched in a new browser tab and displays the students from the
class the feature has been selected from. It displays students’ Forename, Surname, their
user profile from your school’s Office365 tenant and a RAG (Red, Amber, and Green)
status of Sentiment (S), Engagement (E). The Sentiment and Engagement can be arranged
by order of RAG by selecting the Red, Amber or Green ‘S’ or ‘E’.

Sort by H H Sort by H n
SENTIMENT ENGAGEMENT

Adele Vance Al Fredrickson Alex Wilber Ava Johnson

Douglas Cothran Eldon Roque

4 ¢ gy g
[s]] €] H: [s]] [se]

Ella Taylor Enrico Cattaneo Fatima Zapata Henry Marler James Hobbs

ﬂ £

Marsha Davenport
- ~ |~
7
-
L
¥
p “

Si| E S|E S|E S| E S| E S

Omar Knotts Rosie Patterson Samuel Perkins Susanna Snow Terrie Cline Wiley Mallard

-~ - re a

Figure 190 student Emoji selection.

™

m
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Sentiment

The ‘S’ icon present in the Student user profile body represents the overall student
Sentiment and is assigned a RAG status calculated by taking the average trend of
previously recorded Sentiments; this excludes the most recently selected sentiment.
Tooltip appears when you hover over ‘S’. The Current Status displays in real-time the
most recently selected sentiment and will display ‘none’ if an emaoji is not chosen. If
there is no recorded trend, then there is no RAG represented on the ‘S’ icon and is left
blank (white).

WAl Fredrickson Alex Wilber Ava Johnso

i Current Status: Worried

Displays the RAG status of the average sentiment for this student,

does not take into account the Current Status.
H-

Figure 191 Sentiment. The average trend is calculated by taking the average of previous recorded
sentiments and does not include the last chosen sentiment.

- “..

Sentiment RAG Calculation
The RAG status of the Sentiment is calculated State Current RAG
based on the weighted score shown in Table 1
and is given to each student when a sentiment
is selected. The score is used to calculate the
average trend RAG.

Default White

No

. Amber
Complaints
Worried Amber

Figure 192 RAG Table.
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Engagement

The ‘E’ icon present in the Student user profile body represents the student’s
Engagement in the specific class and is assigned a RAG status calculated using a
relative score and ranked based on number of peers in class. Tooltip appears when
you hover over ‘E’.

kson Alex Wilber Ava Joht

Rank: 2
. Group Membership: 1

Documents Viewed/Modified: 0

Assignments Set: 0

Assignments Returned: 0

taneo Fatima Zapata Henry M
[ <l ™. P |
Figure 193 Engagement.

Engagement RAG Calculation

The relative score rating is based on the RAG Weighting Rule
following metrics; overall Group
Membership, overall Documents
Viewed/Modified, Assignments Set and
Assignments returned which is particular
to each Class Dashboard. These metrics Mid 40% of users
then contribute to a final consolidated
score to calculate the displayed Rank,
which in turn is used to assign a RAG
status.

Figure 194 Weighting Rule table.
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Teaching Remotely

Teachers can create an online class that students can join from home. Online class

features include:

e Full access to LP+365
e Sharing of desktops

e Turn on/off your own microphone and webcam

e Record the online class to share with any absences

There are two option to create an online class; Invite now, if you and your students are
ready to join the class or Schedule an online class, if you want to schedule it for a future

date or time.

Invite now

1. Select the teams Icon from the menu.

[] Office
‘ Teams
2]

—r

Multilingual

Figure 195 Select the teams Icon.

2. Select calendar, located on the left-hand side of the screen.

Teams W () General posts s +

Your teams

'@ Staffroom oee ’

General

Leadership

Daniel Campbell

& Reply

@ Team

Karam Ababneh sent praice ta
Daniel Campbell

A big thank you to Daniel for his help it this
months parent evening.

Figure 196 Select the calendar Icon.
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3. Select meet now and Start Meeting

Mic'OSOft Teams : i
£ 0 e —

oday October 2021 Meeting name k week

Meeting with Karam AbabneH

9 18 19 20 21
((9))
Tt Monda; Tuesday Wednesday Thursda Get a link to share

|« Assignment: Antonyms and Synonyms Kara neh 30 Mar b
S} |« Assignment: Boy in the Striped Pyjamas K ne »
[« 110e Assignment: Creative Writing Karam Ababneh 28Fe b

Figure 197 Select Meet Now.

4. Inthe textbox change ‘meeting’ to ‘class’.

T a udio gs for
Meeting with English Class with Daniel Campbell

Figure 198 Change Meeting to Class.

5. Select ‘Join Now'.
6. Select Show participants.

Microsoft Teams

Figure 199 Show participants.

LP+365 User Manual 116
Learning Possibilities Limited © 2020



Teaching Remotely

7. Select share invite.

Microsoft Teams

Figure 200 share invite.

8. Select Copy Meeting link.

Invite people to join you

& Copy meeting fink

£ Share via default email

Figure 201 copy meeting link.

9. Return to your class.
10. Select the plus icon on the announcement tile.

Announcerments

ons Mary

his Thursday lunchtime

Figure 202 Select the + symbol on the Announcement tile.
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11. Enter the title. E.g. Join todays virtual class from home.
12. Select the link icon and paste the URL.

13. Enter ‘Join here’ in the description.

14. Select Insert.

15. Select Save.

Add an Announcement X
Title * VJoin todays virtual class from home. |
Body BUsxr@===4a%z

\ Eéécs: © w @ L0 ER

URL:

https://teams.microsoft.com/

Description (optional):

I.Join here. I

Expires

Save Cancel

Figure 203 Complete the announcement.

Students can now join the link by selecting the URL in the announcement tile. Teachers
can join the class by returning to the Team’s tab they opened.

Schedule an online class

1. Select My Calendar from the menu.

Figure 204 Select My Calendar.

2. Select New event.
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Outlook £ Search I
= m B Today P - June2020 -

~ June 2020 ™ Sun Mon Tue Wed

s M T W T F S 31 1 2
311 2 3 4 5 6
7 8 9 10 11 12 13

14 15 16 17 18 19 20

Figure 205 Select New event.

Enter a title. E.g., English class with Daniel Campbell.
Enter a Date and times.

Toggle Teams Meeting too on.

Select Save.

li] Discard [F Scheduling Assistant @@ Busy ~ < Categorize ™  [#] Response option

o unkw

& English Class with Daniel Campbell

L Invite attendees Optional
@I 6/2/2020 I | 100AM ™ ItDI 2:00 AM vI @ Aldy@® )
7> Repeat: Never

©  Search for a room or location | Teams meeting e |

Figure 206 Complete the calendar entry.

7. Double click the new calendar entry

= m & Today T 4 June 2020 ~

~ June 2020 ™ 4 Sun Mon Tue

S M T W T F S 31 1 2

31 1 2 3 4 5 6 £ English C

Figure 207 Double click the calendar entry.
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8. Right click Join Microsoft Teams Meeting and click copy link.

2 English Class with Daniel Campbell

&) Join Teams meeting

@ Mon §/1/2020 1:00 PM - 1:30 PM

Calendar

Remind me: 15 minutes before

Join Microsoft Teams Meetina

ut Teams | Meeting optic [1 openlink in new tab

B Open link in new window

Save link as
@ Copy link

Okl Inspect Ctrl+Shiftel

Figure 208 Copy link.

9. Return to your class.

10. Select the + icon on the announcement tile.

Announcements
World Book Day
Congratulations Mary

Book Club this Thursday lunchtime

Figure 209 Select the + icon on the Announcement tile.
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11. Enter the title. E.g. Join todays virtual class from home.
12. Select the link icon and paste the URL.

13. Enter ‘Join here’ in the description.

14. Select Insert.

15. Select Save.

Add an Announcement X
Title * VJoin todays virtual class from home. |
Body BIUsxs@=z=¢84:

PEE C & v @ L ENR

URL:

https://teams.microsoft.com/

Description (optional):

| soin here. |

Expires

Save Cancel

Figure 208 Complete the announcement.

Students can now join the link by selecting the URL in the announcement tile. Teachers
can join the class by returning to the Team'’s tab they opened.
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Attendance
Attendance allows a teacher to record which students have attended school that day.

Attendance can be configured by your school Admin for all teachers to be able to take
the attendance, once or twice a day.

1. Select the Attendance icon on the class dashboard.

Figure 209 Attendance icon

The days attendance record is displayed. The example below shows both AM and PM
attendance. Ask your Admin to change from the default setting of once a day to AM and
PM if needed. Note: When your Admin chooses between once a day or AM and PM, it
will be applied to all classes across the school.

Attendance
Daily Register - 2022-05-24
Mame Email [ Present Other AM [ Present Other PM Comments Attach
Ava Johnson Ava Johnson@leaming lpplus.com O v O v P i
Emily Jones  Emilyones@leaminglpplus.com O v O ~ P 1]
Figure 210 Daily register
2. Select the present box for each student if applicable.
Attendance
Daily Register - 2022-05-24
Name Email [ Present Other AW [ Present Other PM Comments Attach
Ava Johnson AvaJohnson@leamning.Ipplus.com v O v P 1]
Emily Jones Emilyones@leaminglppluscom O v O v P 1}
Figure 211 Present box
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OR

Select the present box at the top of the column to select all students.

Attendance

WE A By lugdent

Daily Register - 2022-05-24

Mame Email Present Other AM [[] Present Other PM Comments Attach
AM PM
Ava Johnson Ava Johnson@learning Ipplus com K8 ] @
hn learning.lpp ] v 0 v P
mily Jones  EmilyJones@leaming lpplus.com v O v P 1
Figure 212 Select all

3. Select a drop-down box to choose an alternative option (if applicable).

Attendance

New A B

Daily Register - 2022-05-24

Name Email Present Other AM [l Present Other PM Comments Attach
A oo

fwa Johnson Ava Johnson@lzarning.Ipplus.com ~ [m] -~ ]
~

mily Jones  Emily.Jones@leaming.lpplus.com v O v i
1 1 @ P 1 p

Miz Kelly iz Kelly@learning lpplus.com O Abser ™ [} v i
- S cF ' L #“

Absent Approved
Absent Unapproved

Besan Khader@learning lpplus.com i
Chader = Attending From Home v #
Excused
Late
Farah Khaled Farzh Khaled@lzarning.Ipglus.com — hd ]
#

Figure 213 Drop-down box

4. Select the paperclip to attach any related documentation for each student.

5. Select Save at the bottom of the page when you have finished.

If you take a PM attendance, return to attendance in the afternoon to repeat the same
process for the afternoon attendance.
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The All tab displays read only records of all previous day’s attendances which can be
viewed, searched, and exported.

6. Select a date to view that dates attendance.

Attendance

[# Export to CSV

Figure 213 All attendances

The By student tab allows you to view the attendance record of individual students.

7. Select the drop-down box to switch between students.

Attendance

o [ Export to C5V
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