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Student Manager 

Home 

 

This is your home 
page. Once you’ve 
logged into Student 
Manager, you’ll be 
redirected to this 
page. 
 
From the Home 
Page, you can 
navigate Student 
Manager’s 
functions. 
 
Right now, you’ll 
focus on three 
areas: 
 

• Units 

• Books 

• Students 
 

 



 

Student Manager 

Units 

 

Click on the ‘Unit 
Planner’ option to 
access unit functions. 
 
Broadly, units are 
organized in the 
following hierarchy: 
 

• Units 
o Tasks 
� Assignments 
� Rubrics 

 
By which we mean 
that rubrics and 
assignments are 
associated with 
tasks and tasks in 
turn are associated 
with units.  
 
To view a rubric, 
you’ll want to drill 
down to it by first 
finding the 
appropriate unit, 
then the appropriate 
task, and finally 
viewing the rubric. 
 

 



 

Student Manager 

Units >> Creating NEW Units 

 

Click on the ‘Add 
New Unit’ button to 
create a new unit. 
 
Enter a unit title, level 
and essential 
question. Notice that 
your name and grade 
are automatically 
selected for you. 
 
Click ‘SAVE’ to 
continue. 
 

 



 

Student Manager 

Units >> Adding Tasks 

 

You have 
successfully created 
a unit. Until you add 
them, no tasks are 
associated with a 
unit. To do that, click 
the ‘Add New Task’ 
button. 
 

 



 

Student Manager 

Units >> Adding Tasks 

 

When adding a new 
task, you may either 
create a new task 
altogether OR 
crosscut an existing 
task. 
 
To Create a New 
Task simply enter the 
title you wish to give 
the task. 
 
To Crosscut An 
Existing Task select 
the radio button next 
to the task you’d like 
to crosscut. By 
default all of your 
existing tasks are 
displayed for you. 
You may see other 
teachers’  tasks or 
view tasks 
associated with other 
subjects by selecting 
options in the 
‘Search’ field and 
clicking submit.  
 
Click ‘SAVE’ to 
proceed. 
 
(note: cancel will 
return to the unit 
view. This will cancel 
the creation of the 
task.) 
 

 



 

Student Manager 

Units >> Adding Tasks 

 

Next, set the 
properties of this 
specific task by 
selecting the 
appropriate subject, 
standard and thinking 
standard. Note that 
Organizers for each 
of the thinking 
standards. 
 
Your subject is 
selected by default. 
 
Click ‘SAVE’ to 
proceed. 
 
(note: there is no 
cancel option on this 
screen.) 
 

 



 

Student Manager 

Units >> Selecting a Rubric 

 

Once you’ve set the 
properties of the task, 
you’ll be asked to 
associate a rubric 
with the task. You 
may select from 
District Rubrics or 
from any 
personalized rubrics 
you may have 
created in the past.  
 
In this example, there 
is no personalized 
rubric and only the 
District Rubric option 
is displayed. 
 
To view a rubric for 
reference, click on 
the (view) link next to 
the rubric. 
 
Click ‘SAVE’ to 
proceed. 
 
(note: there is no 
cancel option on this 
screen.) 
 

 



 

Student Manager 

Units >> Selecting a Rubric 

 

Task creation is 
complete at this 
point, unless you’d 
like to edit the rubric.  
 
TO EDIT: 
To add a new 
indicator to the rubric, 
click on the ‘Add 
New Indicator’ 
button. 
 
To edit an existing 
indicator or qualifier, 
click on the edit 

button next to the 
indicator/qualifier pair 
you’d like to edit.  
 
TO ASSESS A 
RUBRIC: 
Click on the Assess 
Rubric button. 

 



 

Student Manager 

Units >> Editing a Rubric 

 

The Edit Rubric 
screen allows you to 
modify and indicator 
or qualifiers – or 
both.  
 
To make edits, 
change text in any of 
the text fields in the 
bottom half of the 
screen.  
 
Click SAVE to save 
your changes.  
 
You may select 
another indicator and 
its qualifiers from the 
list in the top half of 
the screen. 
 
To add a new 
indicator and 
qualifiers, click on the 
Add New Indicator 
button in the bottom 
of the screen. 
 
When you’ve made 
your changes, click 
CANCEL to return to 
the rubric view. Your 
modified rubric will 
appear. 
 

 



 

Student Manager 

Units >> Assessing a Rubric 

 

Students are assessed one at a time 
for their performance. 
 
The top portion of the screen allows 
you to select the student to assess. 
Select All Students in the 
homeroom teacher drop down or 
group students by selecting the 
homeroom teacher whose students 
you’d like to assess.  
 
Move from student to student by 
clicking the Next and Previous 
buttons – OR – select a student from 
the drop down list of students.  
 
The lower half of the screen shows 
each of the indicators which can be 
assessed. Select from the options 
available. To assign an assessment 
to all indicators for the student, click 
the appropriate assessment option in 
the ‘Set All Indicators’ row of the 
screen. This will automatically select 
that option for each of the indicators. 
 
Comments can be entered in the 
comment section and will appear in 
the report card. Returns will be 
saved as formatting. 
 
NOTE: Assessments are 
automatically saved when moving 
from student to student – or – you 
may click SAVE at any point. 
 
Click Back to Rubric to exit the 
assessment screen. 

 



 

Student Manager 

Units >> Creating an Assignment 

 

To create an assignment, click on 
the Add Assignment option in the 
Task View. 

 



 

Student Manager 

Units >> Creating an Assignment 2 

 

When adding an 
assignment, enter an 
assignment title, a 
description (optional) a 
scoring/grading option and 
the due date for the 
assignment. 
 
Click SAVE to save the 
assignment and return to 
the assignment view. 
 
Click Cancel to exit the 
assignment creation 
screen. The assignment will 
not be saved. 

 



 

Student Manager 

Units >> Viewing Assignments 

 

Once an assignment is 
created it can be graded. 
 
To grade an assignment, 
click on the assignment name 

or on the view icon  next to 
the assignment’s name.  
 

 



 

Student Manager 

Units >> Grading Assignments 

 

Assignments are graded by selecting 
a grade from the Grade drop down 
list next to each student’s name.  
 
To assign a grade option to all the 
students on the list, select an option 
from the Assign ALL students drop 
down. 
 
To select a group of students to 
grade, select the homeroom teacher 
from the Student Group drop down 
list. 
 
Click SAVE to save grades. 
 
Click Back to Assignments to 
return to the assignment view 
screen. UNSAVED changes will be 
lost. 
 
 
 
 
 

 



 

Student Manager 

Assessing Responsible Learner Indicators 

 

To prepare responsible learner 
assessments for report cards, 
choose the Students option on your 
home page. 
 
This brings up the students page. To 
conduct assessments for your 
students, select the Learner 
Assessment option in the 
dashboard menu on the right side of 
the screen. 
 
 

 



 

Student Manager 

Assessing Responsible Learner Indicators2 

 

Students are assessed one at a time. 
Move from student to student by 
clicking the Next and Previous 
buttons – OR – select a student from 
the drop down list of students.  
 
Each student is assessed by adding 
text in the assessment text box at the 
bottom of the screen. To assist with 
completing this text, Responsible 
Learner Indicators and their 
corresponding qualifiers are listed in 
the middle portion of the screen.  
 
Items in the list on the right side of 
the screen can be added to your 
assessment text box by double 
clicking them.  
 
To display the qualifiers for a given 
indicator, select the indicator you 
wish to view from the list on the left 
hand side of the screen. 
 
Text can be edited or added to as 
you choose. Note that line returns 
are preserved for formatting. 

 


