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Odyssey 12.5 Basics
School Lab#________

Logging into CLO (Teachers)
1. Go to:  

2. Type your username: _________________
3. Type your password:__________________

4. School: Odyssey
5. Click “Log-in”
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 an existing student

This is a student in the database, but perhaps not in your 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 students you would like to add to your class. (You may choose multiple students on multiple pages.)

5. Choose “Add Selected Students”.

Resources

From “Content”, choose Resources you may print or save any of these documents:

1. The Odyssey User’s Guide
2. A State Correlation Report: view, save, and print state correlations. 
3. Customer Support Information

Building Assignments

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

2. Choose “Assignment Builder”.

3. Choose the curriculum from the pull down menu and designate the level. If you selected math or language arts, you may select by themes, skills, or standards. (Select the appropriate radio button.)

4. Open chapter titles to view their contents by clicking on their titles. 

5. Open lesson titles to reveal their activities and lesson quizs by clicking on their titles.
6. Choose individual activity titles to preview learning activities, lesson quizzes, and chapter tests by clicking on the activity title.

7. After previewing if you wish to assign any activities, click in the box to the left of the activity title (An Activity title includes an assignment number). After choosing all desired activities, click “Add Selected Tasks” at the bottom of the window.

8. Name your assignment.Use specific concept/skill or standard names in the title: 2 AddingFractions.
9. To change the order of the activities, reorder the numbers in the boxes as desired, when the order is completed, click on Update. (You may choose Sequential, Self Select or Auto-Launch.)

10. You may also choose to add Decision Points. Please remember decision points may only be added to assignments in sequential order and on “scored” activities.
11. Click on the “Complete Assignment” button at the bottom of the screen.

12. On the next screen, select where to you will file the assignment, the appropriate subject area and grade level.

13. Select whether or not to show resource links on the student launch pad (Generally NO)
14. Decide whether you want to assign it now, or later.

15. If you select later, click on the Next button.

16. If you assign now, select the Class (all students or individual (+) students) and click the “Finish” button at the bottom of the window.

17. A “Confirmation” window opens to confirm the assignment.

18. Click “Close.”

Utilizing Assignment Status

Assignment Status allows you to see how many and which assignments students have been assigned as well as unassign assignments.
Unassigning Student Assignments

1.  When in Assignment Status, in the left pane, select the desired search filters, and click “Search”.

2. In the grid, locate the desired assignment and click the radio button to select the assignment.

3.  Click “View Status”.
4. Select those students you wish to unassign and click “Unassign”- “Return to Search”
Utilizing the Assignment Archive

Assignment Archive allows you to view all assignments in the My Assignments and All Schools folders, and if you have permission, in My School and My District. Administrators can edit assignment properties and delete assignments.

Assigning a saved assignment from the Assignment Archive

5. When in the Assignment Archive, in the left pane, select the desired search filters, and click “Search”.

6. In the grid, locate the desired assignment and click the radio button to select the assignment.

7.  Click “Assign to students”.

Editing an assignment

1. When in the Assignment Archive, select the desired search filters, and click “Search”.

2. In the grid, locate the desired assignment and click the radio button to select the assignment.

3. If the assignment is one you created, click “EDIT”.

4. If the assignment was created by another teacher, select the assignment and click “Open a Copy”-allows you to make a copy.

5. In the Assignment Properties dialog box, make changes.

6. To leave the assignment content alone, click “Save Changes”.

7. To change the assignment content, click “Edit Tasks”, make necessary changes to the assignment activities.
Deleting an assignment
Important Note: Deleting an assignment deletes all the data associated with it!
1. When in the Assignment Archive, in the left pane, select the desired search filters, and click Search.

2. In the grid, locate the desired assignment and click the radio button to select the assignment.

3. Click Delete.
Generating a Student Progress Report

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

2. Select the “Student Progress Report” button.

3. At the Student Progress Report home page you will be given a report “Wizard” to complete.

4. Click “Next” to begin the Wizard.

5. Select a subject and grade level. (This will be the curriculum subject and activity grade level, not necessarily the grade in which the student is enrolled

6. Select “Type” or “Assignment”.

7. Select one from the list of types: All, Chapter, Tests, Lesson Quizzes, Learning Activities, Objective-based Tests.

8. Click “Next”.

9. Enter start and end dates, select to show summaries or not, select to sort details by date or activity, and then click “Next”.

10. You may choose to include data from other schools.

11. If you wish to filter by attributes, check the desired attributes and click “Apply Filter”.

12. Select one or more students and/or classes, and click “Next”.

13. Give the report a name, click Save Report if you wish to save the report, and click “Generate Report”.
“HELP” is located in the top right corner of each page, excluding your teacher homepage. This is a very concise reference tool for the features of Odyssey.
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