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  Select Departmentalized or Non-Departmentalized 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
    
 

 
 
 

   
 

 

Click: “Create New Lesson Plan” 

Select your type of plan 
and click “Continue” 

Once you select your type of plan, the computer will take you to the next screen.   

 

Every field must be 
entered. The date can be 

entered by clicking on 
calendar icon. 

After you enter the information 
click on “Save” to continue. 
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After Selecting “Sequence of Lesson Activities” you may: 

 
 
 
 
 
 
 
 
 
 
 
 

 
 

After you click the “Save” button, the computer will create the lesson plan and take you 
to the lesson plan template.  Once there, you may begin building the plan by entering 

the five (5) sections of the plan separately.  You may navigate to each section 
separately by clicking on the “Select lesson Elements” drop down.  (See Below) 

Drop-Down Menu to 
select the five (5) 

sections of the lesson 

 Create your own lesson activities for the plan. 
 

 Import lesson activities from the district/Collaborative 
units. 

 
 Integrate your lesson activities with activities from a 
district unit. 

 
 Place the lesson activities in whatever sequence that 
works best for you. 

 
 Embed activities from different units in different 
subjects and integrate into your plan. 
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Select Subject and grade to 
view the YAG, then select 
Unit to view the Embedded 
Activities as shown on the 

next page 

 

Clicking the “Create” link will generate the text editor below. Enter the information into 
the editor as you see fit.  When you are done entering the information for this activity, 

hit the “save or “save and new” buttons to continue. 

Click on “Save and New” to remain on the 
same screen and add additional activities or 
click on “Save” to go to the preview screen

Import – Bring in a Lesson from CSCOPE/District units. 
 
Begin by clicking the “import” tab in the upper-right hand corner of the lesson planner. 
Find the Unit Map/YAG that you will be importing the activities from.  (See below) 
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Sequence 
of Activities 

can be 
altered after 
importing to 
the lesson. 

To embed a lesson 
activity from the unit, 

check the select box on 
the right-hand side and 
scroll to the bottom of 

the screen and click the 
“Add Selected Activities” 

button. 
You may select more 

than one at a time. 
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After you select your lessons and click the “Add Selected Lesson” button, you will be 
taken to the preview screen for the lessons. Here you will see the lesson(s) you have 
added thus far in the right-hand pane.  At this time you may add more Activities or click 
on the “<<Back” button (Upper, left-hand of the screen) to return to the lesson plan.  
See the screen below to see the completed view. 
 
 
 

 
 
                        SELECT the <<Back link in the upper left-hand corner of the import unit-
based activities screen as shown below to return to your lesson plan. 

 

Newly 
added 

activities will 
be listed 

above and 
existing  

activities (if 
any) will be 
listed below 

Activities not 
added from 
the unit will 

be listed 
here.  If all 

activities for 
this unit 

have been 
selected it 
will show: 

“No 
Unassigned 
Activities” 
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After you select “<<back” button, you’re brought back to the Lesson Plan overview and 
the Lesson Plan Activities. (See below) 
 
 

 
 
 
 

 

 
 
 

To delete this 
lesson click  

here 

Link to view unit 
information 

Click the 
Lesson Title to 

view 
Associated 
Instructional 
Procedures 

Click the 
Instructional 
Procedure to 
view the 5E 

descriptions of 
the lesson 
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Once you feel comfortable with the lesson activities, select the “Select Lesson 

Plan Elements” link to move to the Performance Indicator section. 
Please note that if a lesson activity in a unit has a performance attached, it will 

automatically populate the performance field in the performance section for you.  If there 
are no performances in the performance section, you may add them by selecting the 
“Edit” button. 

 
 

 
 
 

 
 
 

Edit Screen: Student Performance Indicators 
 

 
 
 
 
 

 
 

Select the 
Performance 

Indicator section 

Click on “edit” to go to the 
screen below 

To remove a 
performance, check 
the “Remove” box 

and click the “Save” 
button 
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Add New Performances 

 
 

 
 
 
 
 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Note: To add additional performances, type them into the empty box and hit the “Save 
and New” button.  There is no limit, you may add as many as you like.   
 
 
 
 
 

To Add new 
performances 
type here, and 
click the “Save” 

button. 
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Both the resource section and homework section are completed using the same 
process as the performances. 

Copy Lesson Plan 
 
 
 
 
 
The “Copy Lesson Plan to My Lessons” feature is designed to allow 
teachers to make a copy of the current plan they are browsing, whether it is 
their own plan or another teacher’s plan.  
 
When you copy a lesson, it makes an exact copy of the plan and places it 
on your home page under my lessons.  At that point, it is your plan and you 
edit it as you see fit.  It will not affect the original plan. 
 
“Print to PDF” will create a PDF of the current Lesson Plan and all the 
elements associated with the current Lesson Plan. 
 
 

Using the My Calendar Feature 
 

Expand the Embedded Instructional Procedure so that you see the 
description of the procedure. 
 
Look to the upper right-hand side of the description for the calendar Icon 
and click on it. 
 
 

 
 
 
 
 
 

 

Click the 
Calendar Icon 
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After you click the Calendar Icon, you will see the following information box 
appear.  Fill in the Date of the activity and the approximate time it will 
begin.  Then, click the “Add to Calendar” button. 

 

 
 

After you enter the Start Date and Time and click the “Add to Calendar” 
button, and the activity will be added to your calendar and your screen will 
look like the following: 
Complete this procedure for each activity in your lesson plan. 
 

 
 

 
 
 

Fill in the Start 
Date and Time 

and then Click the 
“Add to Calendar” 

Button 

To View your 
Calendar click the 

“My Calendar” 
Link.  

To delete this 
activity from the 

Calendar click the 
“delete” icon next to 

the date.
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Some keys to remember about the calendar: 
 

1. You may add as many procedures to the calendar as you like. 
2. Procedures from different lessons may reside on the calendar 

simultaneously.  (This comes in handy for teachers teaching more 
than one subject) 

3. You may access your calendar directly from your home page under 
the My Calendar link. 

4. You may move activities from one date to another directly on the 
calendar using the drag and drop feature of the calendar 

5. Your calendar will be viewable by your principal. 
6. The calendar will provide you a one day, one week, or whole month 

view. 
7. All instructional procedures added to the calendar are accessible by 

clicking on the title of the procedure on the calendar. 
8. Any attachments embedded in the procedure are active links that will 

open if clicked on from within the calendar. 
9. You may add an event directly to the calendar that is not associated 

with a particular lesson plan. 
 
 
 
 
 
 


