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District Assessments
School Lab#________

In order to administer the district assessments that have been set up for students teachers will need to do the following.

1. Create and ensure all students are listed in their Compass class roster(s). 
2. Make a copy of district assessment and house in “MY ASSIGNMENTS”.

3. Assign assessments immediately prior to testing window for each Nine Weeks.

4. Assign Post –Test at the assigned time.

Each Nine Weeks students will complete a Math & Reading District assessment. They will also be expected to complete the post- test.
Logging into CLO (Teachers)
1. Go to:  cl.cherokeek12.org
2. Type your username: _________________
3. Type your password:__________________

4. School: Odyssey
5. Click “Log-in”

Logging into CLO (Students)
Go to:  cl.cherokeek12.org
Student login will follow the following protocol:

Username: student id number
Password: 2digit birth month and day

(ex. Jan 12 →0112)
School: Odyssey
Setup

Creating Classes 

1. At the Teacher Launch Pad window, choose the “Setup” link.

2. Choose “My Classes”.

3. Choose “New Class” and type in the name for your class, using appropriate protocol:

4. Save.

Adding students to a class
1. Open your class by clicking on class title.

2. Choose “Add Student”.

3. From the Search Information on the left, choose the Grade Level (ONLY) and Search.
4. Check the box to the left of students you would like to add to your class. (You may choose multiple students on multiple pages by clicking the red numbers or the word next to view multiple pages.)
5. Choose “Add Selected Students”.

Copying District Assessments
1. At the Teacher Launch Pad window, click on the “Assignments” link.

2. Choose “Assignment Archive”
3. From the Availability pull down menu select “My District” 
4. Leave Subject “All Subjects”.

5. From the Grade pull down menu select the appropriate grade level.
6. Status should always remain “Active”.

7. Click Search
8. Click in the circle to the left of the appropriate assessment title (You may only elect one at a time). After choosing the desired assessment, click “Open a Copy” at the top of the window.

9. This will open the assessment in assignment builder.  No changes should be made, simply click “Complete Assignment”
10. No changes should be made to the assignment properties, simply ensure that the Availability box says “My Assignments”
11.  Bottom of the screen select NO, I’ll assign later and Next
12. CLOSE.  You have now successful moved a copy of the test to your personal Compass filing cabinet.
Note:  If moving the assessment from the district folder to “My Assignments” immediately prior to the testing period (within 2days) you may select YES at step 11 above and then proceed to step 11 of Assigning the District assessment.

Assigning the District Assessments
1. At the Teacher Launch Pad window, click on the “Assignments” link.

2. Choose “Assignment Archive”
3. From the Availability pull down menu select “My Assignments” 
4. Leave Subject “All Subjects”.

5. From the Grade pull down menu select the appropriate grade level.
6. Status should always remain “Active”.
7. You may elect to use the keyword “assessment”
8. Click Search
9. Click in the circle to the left of the appropriate assessment title (You may only elect one at a time). 
10. After choosing the desired assessment, click “Assign to Students” at the top of the window.
11. Place a check in the box to the left of your class(es) and click FINISH and CLOSE. Students now have the assessment on their Compass desktop

To ensure all students have been assigned the appropriate assessment, teachers may utilize Assignment Status - Assignment Status allows you to see how many and which assignments students have been assigned as well as unassign assignments.
Utilizing Assignment Status
1. At the Teacher Launch Pad window, click on the “Assignments” link.

2. Choose “Assignment Status”
3. From the Availability pull down menu select “My Assignments” 
4. Leave Subject “All Subjects”.

5. From the Grade pull down menu select the appropriate grade level.
6. In the keyword box type “assessment” to shorten the search.
7. Click Search

8. Find the appropriate assessment and to the far right under the column labeled “Students” you should find a number.  This number indicates the number of students that have been assigned this assignment. This should match the total number of students on your school and Compass class rosters.  If not, check your class and take the appropriate actions to add missing students..

In the event that a district assessment has been mistakenly assigned to a student, it will need to be immediately unassigned.  Please find below the steps t do so.
Unassigning the District Assessments
1. At the Teacher Launch Pad window, click on the “Assignments” link.

2. Choose “Class Status”
3. From the Availability pull down menu select “My Assignments” 
4. Leave Subject “All Subjects”.

5. From the Grade pull down menu select the appropriate grade level. Search.

6. Find the appropriate assessment and click the circle to the left of the assignment title.

7. Click “View Status”

8. You should see a roster containing the names all students that have been assigned the assignment.  Select those students you wish to remove the assignment from by placing a clicking the box to the left of their name. You may select multiple students at one time.

9. Click Unassign near the top of the page.

10. Return to Search.  The assignment has now been removed from the selected students.
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