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Welcome

Thank you for choosing Accelerated Reader®, the most popular reading software in schools. Since

1986, AR™ has helped hundreds of thousands of teachers inspire teacher-led “reading revolutions”
in their classrooms. Accelerated Reader is a task-level learning information system (LIS). LIS
products give educators timely, accurate information on student academic performance. You can
use this information to quickly adjust instruction to help all of your students reach their greatest
potential. Now Accelerated Reader helps teachers reach all types of readers with Reading Practice
Quizzes, Literacy Skills Tests, and Other Reading Quizzes for prominent reading textbooks and

magazines. Recorded Voice Reading Practice Quizzes are also available for young emergent readers.
AR quizzes cover all levels of reading ability in both English and Spanish. If you have any questions
about Accelerated Reader software, please email us at answers@renlearn.com; for technical support,
email us at support@renlearn.com.

Compatibility with Our Programs

Like most Renaissance Learning products, Accelerated Reader is foundational. This means that
Accelerated Reader can use the same database that you are using for other Renaissance Learning
programs, such as Accelerated Math®, STAR Math®, STAR Reading 2.x®, Perfect Copy™, STAR
Early Literacy ", or Surpass" . Using the same database for all of these products saves you time in
two ways:

*  You only need to enter students in one program; those students will appear in the student list
for every product that shares the database.

*  You can copy classes from other Renaissance Learning products that use the same database,
including class enrollment. For more information, see “Duplicating (Copying) Classes” on
page 11.

To find out how to select the database that you are using with your other Renaissance Learning
software, see “Changing Your Data Location” on page 107.

How to Use this Manual and the Online Help

This manual will help you use your Accelerated Reader software. You can also find more detailed
information in the program help included with the Management program, the Student program,
and the Data Doctor. To open the program help, click on the Help menu in the Accelerated Reader
programs. If you have additional questions, you can email your question to us at
answers@renlearn.com, or email technical support questions to us at support@renlearn.com.
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Welcome

All you need are basic computer skills

To follow the steps in this manual, you need to know how to do the following:
e Use a mouse.

*  Find, create, select, and open files and folders.

Identifying buttons, keys, menus, and dialog boxes

In this manual, we use different symbols and type styles to help you identify buttons, keys, menus,

and dialog boxes.

:::g:::t] How we identify it in the manual Example
Button Square brackets appear around button names. “Click the [Edit] button.”
Keys Angle brackets appear around key names. “Press the <Enter> key.”
Menus Menu names and menu items appear in bold type. | “From the Go menu, select Students.”

Dialog boxes | Dialog box names appear in bold type. Sections of | “In the Clear Lockout Privileges section of
the dialog box appear in capital letters, and the Login Preferences dialog box, click
options within the dialog boxes are enclosed in the "Administrators Only’ option.”

quotation marks.

Identifying the text you need to enter

When you need to type text in a field (a blank within a  The “Enter your

panel or dialog box), we will print the text that you password” field. lE"‘B'”D“’ pesshort

ok I Cancel I Help

need to type in bold type and in a different type style.

Here’s an example: “Type admin in the ‘Enter your
password’ field.”

Platforms and graphics

Accelerated Reader software is designed to work well on Macintosh and Windows computers. The
Macintosh and Windows versions of the program are as similar as possible; however, we follow
operating system standards. For example, the Macintosh version of Accelerated Reader software
includes “Assistants”; in the Windows version, these are called “Wizards.” Most of the graphics in
this manual come from the Windows version of the software. Although the Macintosh version
looks slightly different, its functions, features, and options are the same. Whenever the Macintosh
and Windows dialog boxes are quite different, we will show you both versions.

% Accelerated
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Getting Started

Getting Started

Accelerated Reader software is made up of three programs: the Management program, the Student

program, and the Data Doctor. The Management program is where you can manage student and
class information, manage your quizzes and tests, monitor student performance, goals, and
certifications, generate reports, and control how the program works for your class or school. The
Student program is where students take quizzes and tests; see page 71 for more information. Data
Doctor helps you maintain the “health” of your database; see page 111.

Starting the Management Program and Logging in

Before you can log in to the Accelerated Reader Management program, you need to install the
software as described in the Installation Guide. Then, follow these steps to start the Management
program and enter your password to log in:

1. Windows: On the Taskbar, click the P |
[Start] button, select Programs, ated eade &
select Accelerated Reader 6,
and click Accelerated Reader -
Management.

E Accelerated Reader - Student
@ Accelerated Reader - Student Help

r

& CCES0MNes »
Adobe 3
@ Adobe Acrobat 4
Adobe Acrobat 4.0 3
Dacuments (3 ALS »
, AR BookGuids 3
@ QuickTime 3
J

»

»

J

»

r

»

lerated Reader - Man

@ Accelerated Reader - Management Help
@ Accelerated Reader - Data Doctor

@ Accelerated Reader - Data Doctor Help
Read Me

Find 4 Shag

STAR Math

e Internet Explarer
(2in MS-D0S Frompt
7 Replace in Files
@ ‘Windows Explarer
@ WinZip

O =———= Accelerated Reader =——HH
Macintosh: If your Accelerated Reader folder is not open, 19 tems, 458 avei aple

find the folder and double-click on it to open it. Then,

double-click the Accelerated Reader® Management Aecelerated Recder® Student
icon.

i 2
Accelerated Reader @ Data Doctor

coelerated Reader® Ma riage me nt

Accelerated Reader @ Readme
il I [«]»

ST

2. After you start the Management program, the Welcome screen will appear. Click anywhere in the window or
press any key on your keyboard.
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Getting Started

3. The Password dialog box will appear in front of the Welcome screen. Type
your password; then, click the [OK] button. (If you have not changed the I\E”—DM
Administrator password, you can type admin.) The password you use to log in
will determine which functions you can use. See page 6. = ez | [ b |

If you have selected the sample database, an alert will appear to notify you of this; click [OK]. See page b5 for
more information on the sample database.

How do | Start Using Accelerating Reader?

Here’s what you need to do in the Management program to set up the Accelerated Reader database

(o7 ]e]
£ 3
£ s
O
Ow

so students can start taking quizzes and tests:

* Add your classes (see page 10) or duplicate classes from other programs (see page 11).
*  Add your students (see page 17) or import them from a file (see page 18).

*  Enroll your students in the Accelerated Reader classes. (See page 14.)

*  Enter your school year, including marking periods and days off. (See page 110.)

* Install your quizzes and tests. (See page 25.)

How does Accelerated Reader Work?

Once you have added your students, classes, quizzes, and tests, you can start using Accelerated
Reader. Here’s how Accelerated Reader works:

1. The student selects and reads a book, or the student reads from your class reading textbook.

2. In the Accelerated Reader Student program, the student takes a Reading Practice Quiz,
Literacy Skills Test, or Other Reading Quiz. Reading Practice Quizzes ensure a successful,
positive experience if the student has read a book at the proper book level. Literacy Skills Tests
help you assess the student’s proficiency on 24 specific skills found in state and district
language arts standards and on many standardized tests. Other Reading Quizzes help you
monitor student progress and performance on assigned reading from classroom reading
material, such as a textbook or magazine.

3. Accelerated Reader computes the student’s score, stores the results in its database, and
generates a TOPS™ report, which provides both the teacher and the student with immediate
information about his or her performance.

4. Over time, you can use the Accelerated Reader reports to monitor student progress and to
find out which students need more help.

4 Accelerated
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Getting Started

Using the Sample Database

When you installed your Accelerated Reader software, the installation program automatically
created a sample database that includes student names and classes. You can use this database to
learn about Accelerated Reader features without using your real student database. Please note that
the student capacity limit is much lower in the sample database.

DO NOT USE THE SAMPLE DATABASE PERMANENTLY

Do not use the sample database for your real student data. If you ever need to reinstall or upgrade your
Accelerated Reader software, the installer will create a new sample database, and any information you've added
to the sample database will be lost. There is no way to restore the old sample database once the installer has
created a new one. The sample database also has a limited student capacity. To avoid losing your student data,
please use a different location for your student data. To select a different database, see “Changing Your Data
Location” on page 107. If you are using the sample database, the Management program will notify you whenever
you start the program.

Selecting the sample data

There are two ways to select the sample database:

*  Asyou register the Accelerated Reader software after installing it, you can choose to preview

the product. When you preview the product, you are using the sample database. (See the
Installation Guide.)

* Ifyou have already registered your Accelerated Reader software, you can use the Data
Location preference to select the sample database. See “Changing Your Data Location” on

page 107.

Getting out of sample data

If you have already registered the Accelerated Reader software, and you are using the sample
database, you can switch to your “real” data using the Data Location preference. See page 107.

If you are previewing Accelerated Reader software, you can start using real data by exiting the
Management program, restarting it, and registering the product. (See the Installation Guide.)

Accelerated 5
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Getting Started

Access Levels and Passwords

There are two levels of access to Accelerated Reader functions: Administrator and Classroom. The

password you use to log in determines which functions you can use in the Management program.

Administrator access

To have Administrator access, you must use the Administrator password to log in. The default

Administrator password is admin. After you log in to the Management program the first time,

you should use the Security preference to change the password; see page 102. The Administrator

password gives you access to all functions in the Management program.

Classroom access

The second level of access is Classroom access. You have Classroom access if you log in to the

Management program using the password that was assigned to one or more classes. (Classes are

assigned a password when you add or edit them.) You can give each class a unique password, or you

can give more than one class the same password so that teachers can access more than one class.

The table below and on the next page shows which tasks you can perform using a class password.

Administrator Access vs. Classroom Access

Task

What you can do with the
Administrator password
(Administrator access)

What you can do with a class
password (Classroom access)

Work with student information
(add, edit, import, delete, or
promote students).

Administrators can work with all
student information.

Teachers with Classroom access cannot
add, change, or remove student
information.

Clear student locks.

Administrators can clear student
locks. They can also use the Login
preference to control who can clear
student locks and how many incorrect
logins cause a student lock. (See
page 100.)

Teachers with Classroom access can
clear student locks if the Administrator
gives them access to this function.

Add, edit, duplicate, or delete
classes.

Administrators can work with all class
information.

Teachers with Classroom access cannot
add, change, or delete class information.

Enroll students in classes.

Administrators can enroll students in
any class and remove them from any
class.

Teachers who use a class password can
only enroll or remove students in classes
that use that password.

% Accelerated
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Getting Started

Administrator Access vs. Classroom Access

Task

What you can do with the
Administrator password
(Administrator access)

What you can do with a class
password (Classroom access)

Install and delete all types of
quizzes and tests and add
teacher-made Reading
Practice Quizzes.

Administrators can install and delete
quizzes and tests and add teacher-
made quizzes.

Teachers with Classroom access can
install quizzes and tests and add
teacher-made quizzes, but they cannot
delete quizzes and tests.

Add Reading Practice Quizzes
to a student's record or edit or
delete student records for any
type of quiz or test.

Administrators can work with student
records for any class.

Teachers who use a class password can
only access student records for their
classes, and they can only add, change,
or delete student quiz and test records if
the Administrator gives them permission
using the Classroom Restrictions School
preference. See page 98.

Add, change or delete points
used or awarded points,
assign students to teams, set
goals, and work with
certifications.

Administrators can work with points,
teams, goals, and certifications for
students in any class.

Teachers who use a class password can
only work with points, teams, goals, or
certifications for their students.

Enable TWI monitoring.

Administrators can enable TWI
monitoring for all classes, and they
can control whether students in
individual classes are asked how the
book was read.

Teachers who use a class password can
only control whether each of their
students is asked how each book was
read (see page 44), and they can only do
this if the Administrator has made this
possible by enabling TWI monitoring
(see page 105).

Change preferences.

Administrators can change both the
School and Classroom preferences.

Teachers who use a class password can
only change Classroom preferences for
classes that use that password. They
cannot change School preferences.
Note: Administrators may use the Class
Privileges preference to restrict teacher
access to some Classroom preferences;
see page 97.

Create reports or print TOPS
reports.

Administrators can create reports for
any of the students and classes in the
database.

When teachers with Classroom access
create reports, the reports only show
information for their classes and
students. These teachers can only print
TOPS reports for their students.

Accelerated
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Getting Started

How the Management Program is Organized

After you log in to the Management program, you will see two large buttons: the [Classroom]
button and the [School] button. These buttons represent the two sections of the Management
program; to go on, you can click on one of the buttons or select a screen from the Go menu.

In the School section of the program, you can manage your student and class
records, install or delete Reading Practice Quizzes, Literacy Skills Tests, and Other

Reading Quizzes, create and print reports for all students and classes, or change
g p g
preference settings that affect everyone using the program. Most of these
functions require an Administrator password; however, teachers using a class password can enroll

(o7 ]e]
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students in their classes or remove students from their classes, and they can print School reports.
The School section of the program includes these management screens: Students, Classes,

Quizzes/ Tests, School Preferences, and School Reports.

In the Classroom section of the program, you can see how well your students
have performed on quizzes and tests, edit their quiz and test records, control
whether they are asked how each book was read (TW1I monitoring), set up teams,

Classroom

set student goals, view and manage certifications, customize preferences for your
class, and run class reports. If your password gives you access to more than one class, you will be
asked to select the class(es) you want to work with whenever you go to this section of the program.
To do this, click on the class name and click the [OK] button; you can also select more than one
class by holding down the <Ctrl> key (Windows) or the <38> key (Macintosh) as you click on class
names, or you can click the [Select All Classes] button. The changes you make only affect the
class(es) you have selected. The Classroom section of the program includes these management
screens: Classroom Reports, Reading Practice, Other Reading, and Classroom Preferences.

Moving from Screen to Screen in the Management Program
(the Go Menu)

Each screen in the Management program has a Go menu. You can use this menu to  |E3

Classraom

move quickly from screen to screen. For example, if you are working with student Beports

Reading Practice

records in the Students screen, and you want to see class information, you can go Wi G

Preferences

to the Classes screen by selecting the Go menu, then selecting Classes. The check

School

mark in the Go menu shows you the screen you are viewing now. The highlighted — «_suderi:
item is where you will go when you click or release the mouse button. Erzmsliiz

Preferences
Reports

Note: The Go menu is divided into two sections: Classroom and School. Since

both sections have Preferences and Reports screens, it is important to know which section you are
selecting from as well as the screen you are selecting. The preferences and reports in the Classroom
section of the program are for the class you are working with. The preferences in the School section
of the program affect all classes.

8 %vv’Accele;ated



Getting Started

Finding Items in a List

Most screens in the Management program include lists. If you have several items in the list, you can
find what you need faster using the program’s Quick Find feature. At the list, just start typing what
you are looking for. The Find dialog box will automatically open. After you finish typing, click the
[OK] button. The item in the list that most closely matches what you typed will be selected. Keep
in mind that the program searches for the item by the selected column. For example, if you are at
the Students screen and you want to search for a student by ID number, you need to click the “ID”
column heading first to sort the list by ID numbers. Then, type the ID number and click the [OK]
button.

X0
-
n g
O =
Q.Q

" .Accelerated Reader Management-Administrator
File Edit Go Students Help

: : Austen, Megan
Students Bauer, Jason
Bradley, Jessica
Add. Brante, Charlatte
Eronte, Emil [0

i Browning, F
. < " E—

Carrall, Hall

i Carsan, Ad: Id

Coleridge. 5

Name: Lukas Andrews Grade: 5

1D; GenderkMaIe
Date O Birth: 05011990 Locked: Ko

Class: 5th Grade Reading Il (Jonathan Pauly

Characteristics: There are no characteristics assigned to this student.

Logging Out of the Management Program

You can log out of the program without closing it to make logging in easier for the
next teacher. To log out, click on the File menu and select Logout. When the IEETIY

Exit Al+F4
program asks if you are sure you want to log out, click the [Yes] button.

Exiting the Management Program

Macintosh: Click on the File menu and select Quit. [Fie |
. . . . L t Ly b
Windows: Click on the File menu and select Exit. cr::: e M
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At the Classes screen, you can add, edit, copy (duplicate), or delete classes, and Beparts
. Reading Practice
enroll, transfer, or unenroll students. To go to this screen, select the Go menu, Other Reading
Preferences
then Classes. B
School
v Students
Duizzes/Tests
Preferences
- R t:
Adding a Class e

Only teachers who use the Administrator password can add classes. In some cases, it may be faster
to duplicate an existing class; see page 11. It is helpful to add your classes before you add your
students if you will be importing students from a file.

1. Togoto the Classes screen, click on the Go menu and select Classes as shown above.

2. Atthe Classes screen, click the [Add] button.

3. Inthe New Class dialog box that opens, click in e
the blanks for the class name, password, and Genersl |
comment to enter the information. The e |
password must be 2-6 characters long; the T
comment is optional. The password you choose Teoher. | ssign Teacher_ |
is the one the class’s teacher can use to log in S |

with Classroom access; see page 6.

K I Cancel Help

4. Click the [Assign Teacher] button. This will open Toachers
the Teachers dialog box. If the teacher that you want to | Seleetateacher o cick New o creai= one
select is listed in this box, click on the teacher name and
click the [OK] button. If the teacher is not listed, click the
[New] button, enter the new teacher’s information, and
click the [OK] button. You will return to the New Class
dialog box.

Gaulke, Mary

Mew Teacher [y E
Pagel, Geoige K. l—
Paul. Jonathan e e |
Fossetti, Chiisting Middle Iritiat [
“wiehster, Mathariiel

Last Mame:

Salutation: |Mat Specified &
5. Inthe New Class dialog box, click the [OK] button. The T =

program will ask if you want to add more classes; if so,

click the [Yes] button and repeat this procedure. The [OK] fe
button will change to [Add] if you add more classes. 0K | Cacel | Heb |
Make sure you click [Add] after you enter each class,
including the last one. Once you have entered and added all of your classes, click the [Done] button.
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Duplicating (Copying) Classes

Copying existing classes can be faster than entering new classes if your classes are similar. Only

teachers who use the Administrator password can duplicate classes. If Accelerated Reader is sharing a

database with other Renaissance Learning software, you can copy classes from that software,

including the enrollment. However, if you are copying Accelerated Reader classes, you cannot copy

the enrollment because students cannot be enrolled in more than one Accelerated Reader class.

1.
2.

To go to the Classes screen, click on the Go menu and select Classes.

If you are duplicating an Accelerated Reader class, click on the class name. (If you are duplicating a class from
other Renaissance Learning software, this is not necessary.)

Click on the Classes menu and select Duplicate. The Duplicate Class Assistant or [ Classes |
Wizard will start. o
) . . . Edillea:her
Read the information in the Welcome panel; then, click the [Next] button. Delole
In the Duplicate Class Options panel, you have two options: S o
 If you are duplicating an Accelerated Reader class, click on “Duplicate the selected -~ SremeiStens ]
class” and go to step 7. %_:Z:::ﬁcl:_kucks

e [fyou are duplicating a class from other Renaissance Learning software, click on
“Show me a list of available classes.”

After you click on an option, click the [Next] button.

If you are duplicating a class from other Renaissance Learning software, the next panel shows a list of the
classes you can duplicate. Click on the class you want to duplicate; then, click the [Next] button.

At the Edit Duplicate Class Information [Ty
panel, you can click in the Name, Password, | EdtPuplists Class fermation

or Comment to change them for your new
class. You don't need to leave the word
“copy” in the class name if you change the

You can edit the duplicated class information below.

Name: IGrade & Copy

. . Password: |G5
rest of the name or if you are copying a class s e i
eacher. r. Jonathan Paul ssign Teacher.
from other software. If you want to change
Lamment: =l

the assigned teacher, click the [Assign

Teacher] button and select a teacher or click =
the [New] button to enter a new one; then,

click the [OK] button. When you've finished

editing the class, click the [Next] button.

Cancel I

If you are duplicating a class from other oot |[ Mo |
Renaissance Learning software, the next

panel asks if you want to copy the enrollment as well. If you want your new class to have the same students
as the original class, click on the “Yes" option; if not, click on “No.” Then, click the [Next] button.

In the Duplicate Class Summary panel, review the duplicate class information. If it is correct, click the
[Done] button (Macintosh) or the [Finish] button (Windows). If it is not correct, click the [Back] button and make
corrections.
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Editing Class Information

You can change class information (the name, password, comment, or assigned teacher) after you
add or copy a class. Only teachers who use the Administrator password can edit class information.
You can edit one class or multiple classes at the same time; however, if you edit multiple classes, you
can only change the password and assigned teacher.

How to edit one class

1. Togoto the Classes screen, click on the Go menu and select Classes.
2. Click on the name of the class you want to edit.

3. Click the [Edit] button. The Edit Class dialog box will open.
4. If you need to change the name, password, or comment, click in the blanks and type the new information. The
password you choose is the one the class’s teacher can use to log in with Classroom access; see page 6.

5. If you need to change the assigned teacher, click the Teachers

[Assign Teacher] button. If the teacher that you want to Sllert ezl en el (Mam D ersim e,
select is listed in this box, click on the teacher name and
click the [OK] button. If the teacher is not listed, click the
[New] button, enter the new teacher’s information, and
click the [OK] button. You will return to the Edit Class
dialog box.

Gaulke, Mary New Teacher \ ]

Pagel, Geoige K. sl l|—
Paul. Jonathan (LA I
Rozsetti, Christing Middle Initial:

WEhStEL Mathaniel Last M l—
Salutation: |Mat Specified ~

oK I Cancel I Help I

6. In the Edit Class dialog box, click the [OK] button.

K Cancel I Help I

How to edit multiple classes

1. Togoto the Classes screen, click on the
Go menu and select Classes.

Multi-Class Students

2. To select the classes you want to edit, hold A | e e——
down the <8> key (Macintosh) or the Ses= 1 e Json
<Ctrl> key (Windows), and click on the . AT iy
classes Est Fletcher, Kaiin
: & Eng ael, Geoigs Flint, Jardan
] ) ) . Delete Frederick:s, Emily
3. Click the [Edit] button. This will start the Enol. Hanilon Katreine § .-
Edit Classes Assistant or Wizard. Urervl. / 11

Class: Student: Lukas Andrews
Teacher:
1D:
Comment: Date of Birth: 05/01/1990
Grade: 5
Gender: Male
Locketd: No

12 Accelerated
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4. The Password panel appears first. If you need to change the password, click on “Yes,” click in the blank, and
type the new password. If you do not need to change the password, leave “No” selected. When you have
finished, click the [Next] button.

5. The Teacher Assignment panel appears next.

Select a teacher or click New to create one.

If you do not need to change the assigned teacher, leave
“No" selected and click the [Next] button.

Gaulke, Mary Mew Teacher \ [<]
Pagel, George K. .

Paul, Jonathan [t [

Ruossetti, Chiistina Middle [nitial: l_

“webster, Mathaniel Lt ez l—

If you need to change the assigned teacher, click on
“Yes"; then, click the [Assign Teacher] button. If the
teacher that you want to select is listed in this box, click
on the teacher name and click the [OK] button. If the e el =
teacher is not listed, click the [New] button, enter the K | Cace | Heb |
new teacher’s information, and click the [OK] 178 New..
button. Then, click the [Next] button.

(1] I Cancel I Help I

6. Inthe Summary panel, check the changes listed. If they
are correct, click the [Done] button (Macintosh) or the [Finish] button (Windows). If the changes listed are not
correct, click the [Back] button and make corrections.

Editing Teacher Information

You can edit a teacher’s name or salutation after you have assigned the teacher to a class.

1. Togoto the Classes screen, click on the Go menu and select Classes.
Add...
2. Atthe Classes screen, click on the name of the class that the teacher is assigned to. ing
Delete
3. Click onthe Classes menu and select Edit Teacher. Duglcate
Enroll Students.
4. Inthe Edit Teacher dialog box, you can change the name by clicking in each blank and Bl Bt izt
typing the new information. To change the salutation, click on the drop-down menu and _ OB |
click on a different salutation. o ke

5. When you have finished, click the [OK] button.

Edit Teacher

Eirst Mame: |TERETIET

Middle Initial:

Last Mame: |Paul

Salutation: |Mr.

ok I Cancel Help
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Enrolling Students in Classes

Each student who will be working with Accelerated Reader must be enrolled in an Accelerated
Reader class. Teachers who use the Administrator password can enroll any student in any class.
Teachers who use a class password can only enroll students in classes that use that password. Before
you can enroll students in classes, you must add them at the Students screen (see page 17) or
import their information from a file (see page 18).

1. Togoto the Classes screen, click on the Go menu and select Classes.
2. Atthe Classes screen, click on the class that you want to enroll students in.

3.  Click the [Enroll] button. This opens the Enroll Students dialog box.

4. The list on the left shows all of the students
in your database. The list on the right shows ::ad“ab:afn':"m‘;1595tude"ts e i
the ones that you want to enroll in the class | [z ok [T 2 [ T ‘
you selected. To choose the students you Jacabs, Erc ! Nore Jacobs, Eic !
. . Johngon, Andy 1 Mone Johnzon, dndy 1
want to enroll, select them in the liston the | | jadan, Eten 5 G Grads Re
left; then, click the [Add] button. (Youcanuse | |§ : are
the [Add All] button if you want to enroll all _
of the students in the class you chose.) oA A
Note: Students can only be enrolled inone &g s 7ot _.H
class at a time. Even though all students are adiz | <Remove |
listed, you can only enroll students who have Addal>s | < Remove |
“None” listed as the class. o | cereel Help

To select one student, click on the student’s name.

To select more than one student, hold down the <> key (Macintosh) or the <Ctrl> key (Windows) and click on
the students you want to enroll.

To select a group of students, click on the first student’s name, hold down the <Shift> key, and click on the last
student’s name. If you want to select all of the students in a particular grade, click on the Grade column
heading first to sort the list by grade; this makes selecting the students easier.

STUDENT CAPACITY LIMIT

Accelerated Reader has a student capacity limit; however, students are not counted against the limit until you
enroll them in classes. The top of the Enroll Students dialog box shows how many students you can enroll
before you will reach the limit. If you need to expand the student capacity limit, see the Student Capacity
preference on page 103.

5. After you've selected the students, click the [OK] button to enroll them and to go back to the Classes screen.
When you click on a class, the students enrolled in that class will be listed on the right side of the screen.
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Changing the Class a Student Is Enrolled in

You can change the class that a student is enrolled in by following the steps below. Before changing

a student’s enrollment, you may want to create an export file to back up data (see page 23).

1. Togoto the Classes screen, click on the Go menu and select Classes.
2. Click on the class that the student or students are enrolled in now.
3. Onthe rlght side of " Accelerated Reader Management-Administrator
Fle Edt Go Classes Hel
the Classes screen, T Cnesos 5th Grado Reating I Step 2
select the students - Click on the
15t Grade Readin Gauke, Mar class that the
Who need to be Classes 3rd Grade Languagge Rossett, Eh:‘slma Students are
enrO”ed ina d|fferem : 4th Grads Reading Carlson, Jans O !
Sth Grade Reading | Pagel, Geoige K. enrolled in
class. To select more ] | | SihGrade Recting | Pau Jonsihan io now
3 7th Grade English|  Webster, Nathaniel Fredericks, Emily .
than one, hold down - Fth Grads Engish 1| Pagel, Georgs K Harper, Daielle
the <Ctrl> key (Win- j . g Step 3:
dows) or the <38>key === o o Select the
(Mac'ntosh) as vou ] Class: 5th Grade Reatling I Student: StUdentS yOU
. y ; Teacher: Mr. Jonathan Paul want to
click on the students. | 1 transfer to
] Comment: Date of Birth;
To select a group of _ - ik another class.
students, click on the - T

first one, hold down
the <Shift> key, and
click on the last one.

Add..

Edi...

Edit Teacher...
Delete

5. The Change Student Enrollment dialog box will appear. Click on the class that you PUEIE
want to transfer the student(s) to. Then, click the [0K] button. You will return to the S el
Classes screen. When you click on the student’s or students’ new class, the student(s) Unenvol Studerts
will be listed on the right side of the screen. CearlLock

Clear All Locks

4. Click on the Classes menu and select Change Enrollment.

Change Enroliment...

Unenrolling (Removing) Students from Classes

You need to unenroll students before deleting them from the database. (If you want to switch
students to a different class, you can change their enrollment instead; see the instructions in the
previous section.) Teachers who use the Administrator password can unenroll any student from any
class. Teachers who use a class password can only unenroll students from classes that use that
password. When you unenroll a student, the student’s quiz and test information will not be lost. If
you enroll the student in another class, the students previous quiz and test data will be available in
the Reading Practice and Other Reading screens.

1. Togoto the Classes screen, click on the Go menu and select Classes.

Accelerated 15
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2. Click on the class(es) *-, Accelerated Reader Management-Administrator
that ou want to File Edt Go Classes Help Step 2:
¥ Classes 5th Grade Reading Il ‘ep -
unenroll students ; i . = T = Click on the
15t Grade Readin Gaulke, May class.
from. To select more Classes 31d Grade: Languagge Rossett, Tt ]
#hGrade Reading  Carlson, Jane D.
than one, hold down EthGradeHEadmzl Pagel, Geoige K.
the <38> key -
. \webster, Nathariel Fredericks, Emily
(I\/Iacmtosh) or the Pagel, Gearge K. Harper, Darielle
. Delete Hatch, Nicole .
<Ctrl> key (Windows) et Eln Step 3:
; Select the
as you click on the — J
ClaSS nameS Class: 5th Grade Reading 11 Student: Stu ents you
) Teacher: Mr. Jonathan Paul Want tO
. . i unenroll.
3. Atthe rlght side of the Comment: Date of Birth;
Classes screen, e
select the students Lo

you want to unenroll.
To select one, click on the student name. To select more than one, hold down the <3> key (Macintosh) or the
<Ctrl> key (Windows) as you click on the student names.

4.  Click the [Unenroll] button on the left side of the Classes screen. When the program asks if you are sure you
want to unenroll the students, click the [Yes] button.

Deleting Classes

You should delete obsolete classes to keep the database accurate. Only teachers using the
Administrator password can delete classes. If you delete a class, the students who are enrolled in it
will need to be enrolled in another class before they can use the Student program again.

1. Togotothe Classes screen, click on the ", Acceleraled Reader Management-Admiistiator
Eile Edit Go Classes Hell
Go menu and select Classes. T " ; ; ; — ;
e Classes Multi-Class Students
2. Click on the class you want to delete. If 1| O r— e
you need to select more than one, hold cee | Pl e
down the <Ctrl> key (Windows) or the . ool oy e
<&8> key (Macintosh) as you click on the . 1 iebiir st Flte K
class names. N ] Frecicks, Eniy N
. Hanmilton, K.atherire S -
3. Click the [Delete] button. ; Ve
- - Class: Student: Lukas Andrews
4. When the program asks if you are sure i 5
you want to delete the class(es), click the Ceiumiens Date of Birt 0511/1090
Grade: 5
[YBS] bUTtOﬂ Gender: Male

Locketd: No

Note: If you delete a class that still has
students enrolled, do not interrupt the process once the program has started deleting the class.
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i 1 o
To add, import, edit, export, promote, or delete students, you need to go S
1 H Fisading P
to the Students screen. To go to this screen, click on the Go menu and select s g
Students. FBreferences
Schoal
v Classes
Quizzes/Tests
Preferences
Adding Students eports

Students must be added to the database and enrolled in classes (see page 14) before they can take
quizzes and tests. You can add students manually by following the steps below, or you can import a
file with student information (see page 18). Only teachers using the Administrator password can
add students. If Accelerated Reader is sharing a database with other Renaissance Learning products,
the students you add in one of these programs will be in the database for the other programs.

1. To go to the Students screen, click on the Ge menu and select Students as shown above.

2. Click the [Add] button. The New Student dialog box will open. e
3. The New Student dialog box has two tabs. New Student
When it first appears, the General tab is Geneiol | Charactoistis |
selected. Enter the student's name, ID num- EistMame: [ School Year 08/19/1399 - 06/02/2000
ber, date of birth, and password by clicking in o  —
each blank (field) and typing the information. T I |
If you prefer, you can use the <Tab> key to O Bace: [N speciies =]
move from field to field. The first and last Datelfmi [
name and password are required; other asswart [

information is optional. The password must
be 2-6 characters long. Each student name as
a whole (first name, middle initial, and last
name) must be unique.

oK I Cancel | Help |

4. If youwant to select the student’s grade, gender, or race, click on each drop-down menu and select the correct
information.
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.Reader



Students

5. Click on the Characteristics tab at the top of Hew Student
the dialog box. Then, click the check box next Gerersl | Charactoiscs |
to the characteristics you would like to assign Standad ———————————  Uset Dfined
to the student. Characteristics are optional, Ll L
[ Gifted/T alznted I~ 2 Mot Defined
but they can help you track the progress of [ Leaming Disabled [ 3 Nol Defined
specific student groups in the Accelerated i S ,': o
2pecial uCation gl ol efine
Reader reports. If you want to use a I Titel I B Not Defined

characteristic that is not listed, you can add
user-defined characteristics using the Student
Characteristics preference. See page 103.

6. When you have finished entering the student ok cerc Help
information, click the [OK] button or the [Add]
button. (The button changes to [Add] if you add more than one student; see step 7.)

1. The program will ask if you want to add more students. If you do, click the [Yes] button and click [Add] after
you enter the information for each additional student, including the last one. After you have entered and
added all of the students, click the [Done] button.

Importing Students from a File

You can import students from two types of files:
*  Export files from any Renaissance Learning product. (File names end with . exp.)
* ASCII text file. (The names of these files usually end with . txt.)

Only teachers who use the Administrator password can import student information.

It is helpful to create classes before you import students so that you can enroll the students in
classes as you import them. See page 10 to add classes.

IMPORTING ASCII TEXT FILES

If you are importing an ASCII text file, the file must include a header, and it must follow specific formatting
guidelines. For more information, see the program help for the Accelerated Reader Management program. (To
open the help, click on the Help menu.) The import file must have first and last names of all students. If it does
not include passwords, the Management program will create passwords using the student’s first and last initials.

18 Accelerated
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1. To go to the Students screen, click on the Go menu and select Students.

2. (lick on the Students menu and select Import.

3. Adialog box will open. In this dialog box, choose the drive and folder that your import file is Delete
in. (For Windows, you need to change the file type shown at the bottom of the dialog box to ClearLock
“Any Files” if you are importing an ASCII text file.) Click on the file you want to import; then, el
click the [Open] button.

Promate.

Ezport !
First: Choose the
Select the file to import. HE drive and f0|der
[ e = @] e where the file is
located.
impint3 bt Perfect C)
AHSauizhst exp [l A=, a s d C| k Selectijge file to import.
atimport. it !mport4.tkl — oecond: LlICK on G Exports | & = YourHard Dri...
S Pl Gueme | thefileyouwantto | smee
impor2t erfcopy.ex a1 M import. [B1 STARMATH.EXP
pork2. et p feopy.exp St Math p @STARREAD.EXP |
I LI Th_ d Cl kth students.exp o B
ird: Clickthe —_| surpass.exp a
. [ G | [Open] button. [ Teacherur -
Files of type:  [(any Files =7 =l Eemes] [&] Testinfo.Exp ?W
4. Next, the Import Students Wizard or Assistant will | =T
start. The first panel is Select Students to Import; == Stuenetom!
it lets you choose the students that you would like to
import from the file.
If you want to import all of the students, they are o
already selected (highlighted); click the [Next] button.
Type: ALS Universal
If you only want to import some of the students, first
click the [None] button. Then, hold down the <Ctrl> prone hich FE‘M—‘
key (Windows) or the <38> key (Macintosh) and click ~~ |rersin.cae =l -
on the students you want to import. You can also i
select a group of students by clicking on the first el |

student name, holding down the <Shift> key, and
clicking on the last student name.

Note: If you want to enroll your students in classes as you import them, you must import students from one
class at a time. Select students who will be enrolled in the same class.

5.  If you have no Accelerated Reader classes, go to step 6.

If you have created Accelerated Reader classes, the next panel lets you decide whether students will be
enrolled in classes as you import them. Click on one of the options, and click the [Next] button.

Note: If you have more than one Accelerated Reader class, and you decide to enroll students as you import
them, the next panel will let you choose the class you want to enroll students in. All students will be enrolled
in the same class. Click on a class; then, click the [Next] button.

6. Review the information in the Summary panel. If it is correct, click the [Done] button (Macintosh) or the
[Finish] button (Windows). If not, click the [Back] button and make corrections.
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1. After the students have been imported, you will see a dialog box showing you the number of students
imported. Click the [OK] button.

DUPLICATE STUDENTS

If the program finds a student in the import file who has the same name as a student in your database, the
Student Comparison panel will appear. Review the information in this panel; then, click the [Next] button. In the
Import Action panel that appears next, you can choose to handle the duplicate records in one of these ways:

® You can choose to use a different name for this student or all duplicate students.

® You can choose not to import this duplicate student or any duplicate students.

® You can choose to combine Accelerated Reader work records for the two students — the one in the import file
and the one in your database.

® You can choose to stop importing.

To view the student comparison again, click the [Back] button. To accept the choice you've selected, click the
[Done] button (Macintosh) or the [Finish] button (Windows). If you chose to import the student(s) with a different
name, you will be given the chance to enter a new name for the duplicate studentfs).

Editing Student Information

You can edit (change) information for students who are already in the Accelerated Reader database.
Only teachers using the Administrator password can edit student information. If Accelerated
Reader is sharing a database with other Renaissance Learning products, any changes you make to
student records in the Accelerated Reader Management program will also affect the other
Renaissance Learning programs. You can edit one student record at a time or multiple records at
the same time. If you edit multiple records, you cannot change the student names or ID numbers.

How to edit one student record

1. To go to the Students screen, click on the Ge menu and select Students.

2. At the Students screen, click on the student’s name.

3.  Click the [Edit] button. The Edit Student dialog box will open with the General tab selected.

20 Accelerated
%,,,Reader"



Students

4. To change the student’s first name, middle initial, last name, ID number, date of birth, or password, click in the
blank (field) and change the information. If you prefer, you can use the <Tab> key to move from field to field.
The password must be 2-6 characters long. To edit the student’s grade, gender, or race, click on the drop-down

menus and click on the correct information.

5. Ifyou need to change the characteristics you've
assigned to the student, click the Generl | Characteristcs |
Characteristics tab. You can check (select) or Standard User Defined
uncheck characteristics by clicking on their Ll 71, NotDefned
. . . I Gifted/T alented I 2 Nat Defined
check boxes. Notice that the right side of the [ Learing Dissbled I 2 Not Defined
Characteristics tab lists user-defined L]ty sicalhDsabled L e
L. I Special Education I 5 Mot Defined
characteristics. You can add your own student I Tiel I B Not Defined

characteristics using the Student Characteristics
preference; see page 103.

6. When you have finished editing the student’s

information, click the [OK] button.

o |

Cancel Help

How to edit multiple student records at the same time

1. To go to the Students screen, click on the Ge menu and select Students.

2. To select the students you need to edit, hold down the <Ctrl> key (Windows) or the <&8> key (Macintosh) and

click on the student names.

3. Click the [Edit] button.

Password

—To make a

4. The Edit Students Wizard or
ASSlStant Wl“ Start, |t a”OWS yOU tO Do(s:ou wani to change the password fior the selected sh
' Mg
change the students’ password, B

grade, gender information, race Bsssward: | \
information, or assigned charac-

teristics. In each panel, if you do not
want to change the information,
leave “No” selected and click the
[Next] button. If you do want to

change to
the students’
information,
click “Yes.”

= Then, enter
the new
information.

change the information, click on
“Yes” and make your changes; then,

click the [Next] button.

b. The final panel summarizes your changes. If the information is correct, click the [Done] button (Macintosh) or
the [Finish] button (Windows). If the information is not correct, click the [Back] button and make corrections.
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Promoting Students

Using this feature, you can promote all of the students in your database to the next grade. Usually

you will promote students at the beginning or end of the school year. Only teachers using the

Administrator password can promote students. If Accelerated Reader is sharing a database with other

Renaissance Learning products, students promoted in Accelerated Reader will also be promoted in the

other programs. 1f you only want to promote a few students, you can edit multiple student records

instead as described on page 21. Students in 12th grade will not be promoted; to avoid confusing

them with your new 12-graders, delete them from the database before you promote students.

1.
2.

To go to the Students screen, click on the Go menu and select Students.

Click on the Students menu and select Promote. This will start the Student Promotion
Assistant or Wizard. In the Welcome panel, click the [Next] button. Gl

In the Exclude Students panel, you can choose to promote all students or to remove some
students from the group being promoted. Click on an option; then, click the [Next] button.

If you chose “Promote all students,” go to step 5.

If you chose “Remove some students from the
group, “the Select Students to Exclude panel is
next. To select the students you do not want to
promote, hold down the <Ctrl> key (Windows) or
the <&8> key (Macintosh) and click on the

student names. Then, click the [Next] button. You
can select a group of students by clicking on the
first student name, holding down the <Shift> key,
and clicking on the last student name.

If some of your students were already in grade 12,
the Graduating Students panel will appear next
to remind you that these students will not be

promoted. If this panel appears, click the [Next] button.

Students

Edit..
Delete

LClear Lack
Clear &ll Locks

Impot...

Export...

Student Promotion Wizard

Select Students to Exclude

Hams Grade ﬂ
Took, Chelsss 3

G chel A
Hall, Samantha
Johnson, Randy

Zimmerman, Dan
Dempsey, Les
Grover, Kim
Hellner, Patrick

3/33

3
3
)
)
5

Selsction
| ( Al Mare

<Back || mew> |

Concel |

The Summary panel shows your choices. If they are correct, click the [Done] button (Macintosh) or the [Finish]
button (Windows). If they are not correct, click the [Back] button and make corrections.

If other Renaissance Learning products share this database, you will be asked to enter the Administrator
password for each of these products. Enter the password and click the [OK] button.
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Exporting Student Information

Export files can serve as a backup of your student data if you choose to include Accelerated Reader
details (student work); you can also use your Accelerated Reader export file to import student
information into another Renaissance Learning program that isn't sharing the Accelerated Reader
database. Only teachers using the Administrator password can export student information.

1. To go to the Students screen, click on the Go menu and select Students.

2. (lick on the Students menu and select Export as shown. This will start the Export Stuents

Students Wizard or Assistant. éﬂf

Delete

3. Inthe Select Students to Export panel, all of the students are selected. If you only wantto = gopime
export some students, click the [None] button, then hold down the <Ctrl> key (Windows) or the | Searsilecks

Promote...

<$8> key (Macintosh) and click on the students you want to export. When the students you
want to export are selected, click the [Next] button.

Export Students Wizard [ ]
Select Students to Export

HName Grads =

Roberts, Tim ]

Fiodriguez, Maria
Ider. J ason

o on oo o en g o
oo R

Selection
[ Al None

4. The Detail Handling panel appears next. In this panel, you can choose to export student information only
(with no Accelerated Reader work), student information with all Accelerated Reader work, or student informa-
tion and Accelerated Reader work in a specific date range. If you choose the third option, you must enter start
and end dates. Click on an option; then, click the [Done] button (Macintosh) or the [Finish] button (Windows).

9/33

5. Inthe dialog box that appears, choose the drive and folder where you want to store the export file; then, type
in the file name. (Make sure the name ends with .exp.) When you have finished, click the [Save] button.

First: Choose the
drive and folder

Save as:

T = & & wherehyo]y_lwant to

] Accelsrated Math.sxp (s8] ai5c ep save the Tile.

Accelerated Mathb.exp ARSaquizlist exp = YourHard Dri...
:;I::::t EkLIseuExp / Second: C||Ck in :::;::T_,I:;e:xrath.ew =| Ea
:::?::; P the blank and type a al:llgt_axpol“t |:

2 name for the file. pomizes e Bl

4 » hd

Fiepame:  [SREwporlesp Save Third: Click the Save as:
R ol [ [Save] button =

6. The program will show you how many student records were exported. Click the [OK] button.
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Deleting Student Records

Only teachers who are using the Administrator password can delete student records. Once you
delete students, their records are permanently removed, so it is a good idea to create an export file
before you unenroll and delete students. (See page 23 to export data.) If Accelerated Reader is
sharing a database with other Renaissance Learning programs, deleting students removes them
from the student lists in the other programs as well. Students cannot be deleted if they are still
enrolled in classes in any program using the database; to unenroll students from their Accelerated
Reader classes, see page 15.

1. Togo to the Students screen, click on *- Avceleraled Reader Management Adwinistiator
File Edt Go Classes Help
the Go menu and select Students. ;
Classes Multi-Class Students
2. Hold down the <Ctrl> key (Windows) or : 11 e
the <3> key (Macintosh) and click on the ooyl (e
names of the students you need to & et o oo
delete. .. i i Fletcher. Karin
7i ish Flint, Jordan
. = Fiedericks, Emily
3. Click the [Delete] button. . -
H nenol 1 il
4.  When the program asks if you are sure Class: Studon; Lukas Anrows
that you want to delete the students, i -
click the [YBS] button. Lo Date of Birth; 05/01/1990
Grade: 5
. Gender: Male
Note: If any student that you are deleting Locke: hu

is still enrolled in a class in any
Renaissance Learning product using this database, the student will not be deleted, and you will be shown the
class that the student is enrolled in. Click the [OK] button. You cannot delete the student as long as he or she
is enrolled in a class.

Clearing Student Locks

If one of your students tries to log in to the Student program with the wrong password, the
student’s record may be locked, and the student will not be allowed to log in to the program. To
unlock the student’s record, follow the steps below. The Login preference determines how many
times students can try the wrong password before a student’s record gets locked; it also controls
who can clear student locks. (See page 100.)

1. To go to the Students screen, click on the Go menu and select Students. Shudents
Add...
2. Ifyou only need to clear locks for some students, hold down the <Ctrl> key (Windows) or the o
<36> key (Macintosh) and click on the names of the students. )
Clear All Locks
3. Click on the Students menu and select Clear Lock if you want to clear locks for the students Eomat.
you selected, or select Clear All Locks to clear locks for all of the students in your class. i
wport...
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Installing Your Quizzes and Tests

Follow the steps below to install the Reading Practice Quizzes, Literacy Skills Tests, or Other

Reading Quizzes you received with Accelerated Reader or additional quizzes and tests that you have
ordered.

Note: If you ordered your quizzes or tests at the Renaissance Learning web site, you may have
received them via email, or you may have downloaded them directly from our web site once the
order was ready. If you received your order via email, you will find instructions for extracting the
order in the email you received. To download an order from our web site, see the instructions
available on the web site.

1. To go to the Quizzes/Tests screen, click on the Go menu and select Quizzes/Tests

Quizzes / Tests

(Windows) or Quizzes & Tests (Macintosh). Heen,
o o)
Reading Practice
2. Atthe top of the screen, click on the tab for the type of quizzes or tests you need to install: Rl [ -
Reading Practice Quizzes, Literacy Skills Tests, or Other Reading Quizzes. schon N =
' _Stgdents N ﬁ
= — Classes m
=Accelerated Reader Management-Administrator m
File Edt Go Quizzes/Tests Help Prelerences m =
Reading Fractice Quizzes | Literacy Skills Tests | Other Reading Guizzes Reports : 5'
uiz 1D Lang| Tille | Bther [ntLal] BL Poinis = ®
31584 EN  Big Brown Bear MePhail, David 04 05 m Q
=k
/]

902792 EN _Alien Yacation [HSP Editi Robinson, F.R

g e g I}
902300 EN  Let's Visit the Moon (HSF Fanell. Ben
| 9020 EN  Great Day for Upl Seuss, Dr

Breview... .

f 902803 EN - Mywild\Woolly (HSP Edi Eaton, Deborah
I 47899 EN  Two Bear Cubs Jonas, Ann
3035 EN

Marvin K. Mooney Will Ye Seuss, Dr.

| 902809 EN  Todap Is Monday (HSF E Mae, Ruby

902797 EN - Heniy HSP Edition) Fiobinson, F.R;
902793 EN  If*Youwere a Bat [HSP E McCloskey, Susan
B622 EN  Leothe Late Bloomer  Kraus, Robert
902794 EN  Davy Crockett and the \ Fear, Sharon
902795 EN  Dream Around the World Eaton, Deborah
902304 EN  PetDay (HSF Edition]  Bick, Lois
17290 EN  Pigs in the Mud in the Mic Plowrde, Lynn

- | SiJZSU? EN_ Skimoer-Scamoer iHSP E Mewell Jeff
TN

L T

3. If you received your quizzes or tests on a disk or CD-ROM, insert it in your computer’s floppy drive or CD-ROM
drive now.

4. Click the [Install] button. The Install Titles Assistant or Wizard will start.
5. Read the information in the Welcome panel; then, click the [Next] button.
6. Next you will see the Enter Installation Information panel.

If your quizzes or tests are on a floppy disk or CD-ROM, the program will automatically locate your disk or CD-
ROM for you. If this happens, go to step 8.

If the program cannot locate the disk or CD-ROM, er if you received your quizzes or tests via email or down-
load, click the [Select Location] button.
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1. Windows:
To select quizzes or tests that are on a floppy disk or CD-ROM: Use the “Look in” drop-down menu to choose
the disk or CD-ROM drive. Then, click the [OK] button. To select quizzes or tests that were delivered via email
or download and placed in the Quizzes folder on your hard drive: Use the “Look in” drop-down menu to choose
your hard drive. On your hard drive, double-click the Quizzes folder to open it; then, double-click on one of the
folders in the Quizzes folder. When the folder is open, click the [0K] button.

. 3 Select Location [ 2] ]
First: Use this drop-down

menu to select the disk =i
: e -

drive or the hard drive (if S bree

necessary). 8] Tests.clg

If the quizzes are in the
Quizzes folder on your hard

drive, open the folder.
0K

Fooc |
Then: Click the [OK] button. Cancel

Drirectory: |A.\

Macintosh:

To select quizzes or tests that are on a floppy disk or CD-ROM: Click the [Desktop] button; then, double-click on
the disk or CD-ROM name. Click the large [Select] button at the bottom of the dialog box. To select quizzes or
tests that were delivered via email or download and placed on your desktop: Click the [Desktop] button; then,
double-click on one of the folders that was created when you downloaded or extracted your order. When the
folder is open, click the large [Select] button at the bottom of the dialog box.

7]
o
EQ
—
S 0
"‘;;N
e N
-
o

First: Click the

26

[Desktop] button.
Second' t Location
Double-click the — ErERtt IS = ARTest

i AR Eject
disk or folder ] BooKLIsTHM ‘ (_Eect )
name. [}, BOOKLIST.TXT =

[, CONTENTS
Last: Click the e -
[Select] button. [, IMAGES =1 open
Select “ARTest” ]

8. Click the [Next] button at the Enter Installation Information panel. The quizzes or tests will be installed.

9. After the quizzes or tests have been installed, you will be asked if you want to install more; if so, click “Yes”
and repeat steps 6-8. (The program will remind you to switch disks if you are installing from floppy disks.) If
you do not want to install more quizzes or tests, click “No” and click the [Next] button.

10. At the Installation Complete panel, click the [Done] button (Macintosh) or the [Finish] button (Windows).

11. If you are installing Other Reading Quizzes, be sure to use the Other Reading Series Classroom
preference to make the appropriate series available to each of your classes. See page 94.
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Reading Practice Quizzes

After reading a book, students take a Reading Practice Quiz to help you determine if the student

has read the book and to accurately measure the student’s reading comprehension. The quizzes give
y g p q g

teachers immediate, individualized constructive feedback to direct ongoing reading practice. To

install Reading Practice Quizzes, see page 25.

The Management program includes two screens that let you work with Reading Practice Quizzes

and your students’ quiz results.

On the Reading Practice Quizzes tab at the Quizzes/Tests screen, you can
install, preview, and delete Reading Practice Quizzes, and add or edit your
own teacher-made quizzes. You can also import and export teacher-made
quizzes, export information for AR BookGuide, export book labels, or export
the Reading Practice Quiz list to an HTML file. You may also choose to set
alternate book levels for a specific quiz. To go to this screen, click on the Go
menu and choose Quizzes/Tests as shown.

At the Reading Practice screen, you can see the results of your students’
Reading Practice Quizzes and add, edit, or delete quiz records. You can also
keep track of points and how the student read the book, change student
teams, set goals, and monitor your student’s certifications. To go to this
screen, click on the Go menu and choose Reading Practice as shown; you may
be asked to choose the class(es) that you want to work with.

Teacher-Made Reading Practice Quizzes

Classraom
Beports
Reading Practice
Other Reading
Preferences

School
v Students
Classes

Preferences
Reports

Clazzroom
Beports

DOther Reading
Preferences

Schaal
v Students
Classes
Buizzes/Tests
Preferences
Reports

How to Add Teacher-Made Reading Practice Quizzes

You can create and add your own quizzes for use in Accelerated Reader; these are called teacher-

made quizzes. Once you create a quiz, it will be available to your students. Accelerated Reader will

automatically shuffle the answers for each question, and it will automatically calculate the point

values if'you include the number of words in the book.

1. To go to the Quizzes/Tests screen, click on the Go menu and select Quizzes/Tests
(Windows) or Quizzes & Tests (Macintosh).

2. Click on the Reading Practice Quizzes tab toward the top of the screen.

3. Click the [Add] button. fdd.

LClagzioom
Beports
Reading Practice
Other Reading
Preferences

Schoal
v Students

Preferences
Repoits
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Reading Practice Quizzes

4. Inthe Select Quiz ID dialog box, click on the ID number that you would like to use for your new quiz; then,
click the [OK] button. (You will need to scroll down to see some ID numbers.) Quiz numbers 900-1399 are
reserved for teacher-made quizzes, so you can add up to 500 quizzes. Only Quiz ID numbers that have not been
used will be shown in the dialog box.

Note: If more than one teacher is creating quizzes, you may want to assign different Quiz ID numbers to each
teacher, especially if the teachers are using different Accelerated Reader databases. Since two quizzes can't
use the same ID number, you will not be able to import a teacher-made quiz from another teacher if your
database already has a quiz that is using that ID number. You can only import quizzes from other
teachers if you are using the same Accelerated Reader serial number as those teachers.

5. The Add Teacher-Made Quiz dialog box

will open with the General tab selected. In e | G|
this tab, click in the blanks and type the [

title, author, a book level between 0.2 and oo |

12.9, and a word count. (The word count is Quiz 1D 908
necessary if you want Accelerated Reader Language: [ErgshEn 7]

H H Book Level: [0.0 Interest Level, -
to calculate pomt values.) Then' C|ICk’0n the Book Level Alt 1 [seale 0.0-100.0) Eietion/MenFiction: [ -
drop-down menus to select the book’s ook Leveldtz [ k- 200 ot [T
language, interest level, fiction or prm— Evalusts Qi
nonﬂctlon’ and -the number Of qUeSt'OnS Humber of Questions: |5 hd Click the bultu;n bel\:w to pmhuflead this quiz.

. . Points Possible; 0 _ EinFrevewtisgiz. |
you wantin the quiz. Passing Percent; 60
The number of questions determines the

passing percentage for all Reading Practice |
Quizzes; the passing percentage is 60% for
5-question and 10-question quizzes and 70% for 20-question quizzes.

Cancel Help

Reading

o
2
-

(]

©

1
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Interest levels show the grade range for which the book’s content is appropriate. You can select “LG” (lower
grades, K-3), “MG" (middle grades, 4-8), or “UG" (upper grades, 9-12).

Note: To obtain an ATOS book readability level, go to our web site at www.renlearn.com.

6. NEXt, click the Questions tab. You will see Add Teacher-Made Quiz

a list of questions, each labeled “New Geeal | Questom |
Question.” The number of questions has Nunker Quzstn |
been determined by the number you 2 New Queston
3 Mew Question
selected on the General tab. 4 New Duesion
5 Mew Question
1. Click the first question; then, click the b B
. . Up
[Edit Question] button. . —

8. The Edit Question dialog box will open. 5 £ Quesion
Click in each blank and enter the question, . s
the correct answer, and the alternate for ecch student
answers. Please note that Accelerated o o G
Reader will automatically shuffle the
answers when it presents the quiz to your % ([ == [ ]

students. When you finish entering the
answers, click the [OK] button to close the Edit Question dialog box and return to the Add Teacher-Made
Quiz dialog box.
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9. Notice that the first question in the list now shows the text you entered for the question. Repeat steps 7 and 8
for each additional question in the quiz.

10. When you have finished entering the questions for the quiz, click the [OK] button in the Add Teacher-Made
Quiz dialog box. The quiz you added will appear in the list at the Quizzes/Tests screen.

How to Import Teacher-Made Reading Practice Quizzes

Even if you are not sharing a database over a network, you may decide that you want to use quizzes

that were created by another teacher in a different Accelerated Reader database. You can do this by

importing those teacher-made quizzes. First, export the quizzes from Accelerated Reader in the

original database; see page 31. Then, follow the steps below. You cannot import teacher-made

quizzes if the teacher that created them has a different Accelerated Reader serial number.

1. To go to the Quizzes/Tests screen, click on the Go menu and select Quizzes/Tests
(Windows) or Quizzes & Tests (Macintosh).

2. Click on the Reading Practice Quizzes tab at the top of the screen.

3. Click on the Quizzes/Tests menu and select Import Teacher Quizzes.

4. Adialog box will open. In this dialog box, choose the drive and folder that your
file is in. Click on the file you want to import; then, click the [Open] button.

Select the file to import. EHE
Lok jr: I 4 Exports -t j gl
Shd.exp
sm2 exp m eache
a Srwin.exp Testinfo.exp
Star Math. exp
stamath. cal.exp
stamath, exp
1 I
File narne: |Taache|quwzzes.exp Open ﬁ
Files of type: |Expurt files(* exp) ﬂ Cancel

First: Choose the
drive and folder
where the file is
located.

Second: Click on
the file you want to
import.

L— Third: Click the

Install..
Breview...

Add
Edit...
Delete

Import T eacher Qu
Export Teacher Quizzes
Export for AR BookGuide...
Expart Book Labels...
Export HTML Quiz List...

Set Al Book Levels.

Manage Series...
Guiz Maintenance.

Selectty@afile to import.
G Exports | %

= YourHard Dri...

s

[Open] button.

5.  The program will notify you that the quiz or quizzes have been imported. Click the [OK] button.

[ STARMATH.EXP Eect

[4 STARMATH.EXP

[ STARREAD.EXP L

[ students.exp ]

[@ Surpass.exp =

[4/Teacherquizzes.exp =

=[ TESTINTO-EX[Y 3l Open
Accelerated
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DUPLICATE QUIZ ID NUMBERS

If the quiz that you are importing has the same ID number as a quiz that you have already created or imported, the

program will notify you of this and ask you if you want to replace the quiz you have with the one you are

importing. You have 4 choices:

e [Yes All], which means all quizzes you are importing will replace the quizzes you have

e [Yes] which means only this quiz will be replaced

e [No All], which means the quizzes you have won't be replaced, and the quizzes with duplicate IDs will not be
imported

e [No], which means this quiz will not be imported and will not replace your existing quiz

Click on the appropriate button. Be sure to choose [No] or [No All] if you do not want to replace any quizzes!

How to Edit Teacher-Made Reading Practice Quizzes

You can edit teacher-made quizzes, but you cannot edit quizzes that you ordered from Renaissance
Learning. Although you cannot edit the quiz ID number, you can edit all other information for the
quiz you've entered.

1. Togo to the Quizzes/Tests screen, click on the Go menu and select Quizzes/Tests
(Windows) or Quizzes & Tests (Macintosh). e
Reading Practice
2. Click on the Reading Practice Quizzes tab at the top of the screen. Qther Reading

Preferences

3. Inthe list, click on the quiz that you want to edit. You may need to scroll down or use Quick S

v Students

Find (see page 9) to find some quizzes.

4. Click the [Edit] button.

5. The Edit Teacher-Made Quiz dialog box will open with the General tab selected. In this tab, you can click in
the blanks and change the title, author, book level, and word count. To change the book’s language, interest
level, fiction or nonfiction, and the number of questions you want in the quiz, click on the drop-down menus
and select new values. Note that the number of questions determines the passing percentage.

Interest levels show the grade range for which the book’s content is appropriate. You can select “LG” (lower
grades, K-3), “MG" (middle grades, 4-8), or “UG" (upper grades, 9-12).
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Next, click the Questions tab. If you want to | Er T

edit a question, click on it and click the [Edit Goreal | uestins |
Question] button. Hunber Quesion i \
1 ‘w'hat did Jenniter do to ups: ey
. . . . 2 wihy didn't Jos ty ta fix the bike?
The Edit Question dialog box will open. You 3 Wh e e bike for Joe?
. 4 where did Joe get the bike?
can change the question or any answer by 5 it o i ik
clicking in the blanks, deleting the current e Maroees
. . . i
question or answer, and typing the new infor- :
X e left early Down
mation. Please note that Accelerated Reader
will automatically shuffle the answers when | B Sreteskhatie [EEr]
. . Answer order wil
it presents the quiz to your students. When € She diit ok o ki be zndomzed
you finished, click the [OK] button in the Edit = ...
. N E‘PWESME laughed at his bike. 'y Comect
Question dialog box. D

When you have finished editing the quiz, | [ e
click the [OK] button in the Edit Teacher-Made Quiz dialog box.

How to Export Teacher-Made Reading Practice Quizzes

You can export quizzes that you have created so that other teachers can import

the quizzes into their Accelerated Reader databases. Follow the steps below.
Please note that you can only import the quizzes into copies of Accelerated

Preview.

Reader that are using the same serial number. Teachers who have a different Add.
. . . Edit
serial number cannot import the quizzes that you export. Delee
. Import Teacher Quizzes...
1. To go to the Quizzes/Tests screen, click on the Go menu and select Quizzes/Tests B
. . . »port for AR BookGuide. ..
(Windows) or Quizzes & Tests (Macintosh). Export Book Labeks
Export HTML Quiz List
2. Click onthe Reading Practice Quizzes tab at the top of the screen. el i Book Levels.
Manage Series.
3. Click on the Quizzes/Tests menu and select Export Teacher Quizzes. hizlsiienances
4. In the dialog box that appears, choose the drive and folder where you want to save your teacher-made quiz

file. Then, type a name for the file and click [Save].

First: Choose the
drive and folder

s where you want to
-] & & save the file.
E import3 kst Perfect Copy High School.exp starmath.c
importd.exp quiz.exp starmath.c ) G Exports | % = YourHard Dri...
importd.tat SM.exp starmalh.t |~ seco“d: Type Ina & Accelerated Math.exp = T
B imw:g':!: sz.ew name for the file [ ar-macexporttmquizdb.pic [ —
Importo. x| EMWIN.exp eacherg .

. perfcopp.exp Star Math.exp Testinfa.e . ::EZ:E:;I:I:)‘D

| 5 Third: Click the BGQuIzZES.EXp = IS

Save] button.
File name: ITeslInlU.exp ‘ Save f [ ] I ve as:
Save as twpe: [ =] Cancel Testinfo.exp \»” save |
5.  The program will notify you that the export is complete and show you how many quizzes have been exported.

Click the [OK] button.
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Previewing Reading Practice Quizzes and Taking Sample Quizzes

You can preview any quiz in your quiz list or take a sample quiz.

1. To go to the Quizzes/Tests screen, click on the Go menu and select Quizzes/Tests
(Windows) or Quizzes & Tests (Macintosh). Heen,
Reading Fractice
2. Click on the Reading Practice Quizzes tab at the top of the screen. Qe Feadig
3. Click on the quiz that you want to preview. i)

v Students
Classes

4. Click the [Preview] button. The Quiz Preview dialog box will appear. This dialog box
shows you more information about the quiz.

Freferences

Fieports

5. If you would like to take a sample quiz, click the [Take a Sample Student Quiz] button. The quiz questions will
appear as your students will see them. (Remember that the program automatically shuffles answers.) In each
question, click on an answer; then, click the [Next] button. (If you wish, you can stop a quiz by pressing the
<Ctrl> and <A> keys at the same time.) When the sample quiz is finished, the program will show you a Score
Summary. Click the [OK] button.

6. When you have finished previewing the quiz, you will return to the Quiz Preview dialog box. Click the [OK]
button (Macintosh) or the [Close] button (Windows).

Deleting Quizzes

Reading

o
2
-

(]
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Teachers who use the Administrator password can delete quizzes from the quiz list. Keep in mind
that students cannot take quizzes you delete unless you reinstall the quizzes.

1. To go to the Quizzes/Tests screen, click on the Go menu and select Quizzes/Tests (Windows) or Quizzes &
Tests (Macintosh).

2. Click on the Reading Practice Quizzes tab at the top of the screen.

3. Click on the quiz that you want to delete. If you need to delete more than one, hold down the <Ctrl> key
(Windows) or the <38> key (Macintosh) as you click on the quizzes. You can select a group of quizzes by
clicking on the first quiz in the group, holding down the <Shift> key, and clicking on the last quiz in the group.
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*:Accelerated Reader Management-Administrator [_[=]x]
File Edt Go Quizzes/Tests Help

Reading Practice Quizzes | Literacy Skills Tests | Other Reading Quizzes
Guiz 1D Lang| Tile [ Author [intivi|  BL Foinis lil
—— 31584 EN  Big Brown Bear McPhail, David & 04 05
302792 EN__lien'Vacation [HSP Edii Fabinson, F.F.
N 5euss, Dr.
02800 EN  Let's Visit the Moon (HSF Farrell, Ben i 07 08§
020 EN  Great Day for Lipl Seuss, O, & 08 05
— PR | o02803EN  MywidWool (HSP Edi Eaton, Deborah & 08 05
47899 N Two Bear Cubs Jonas, Ann & 03 0§
035 EN Marvin K. Maaney will < Seuss, Dr. & 11 0§
502809 EN  Today Is Monday (HSF E Mae, Fuby LG 11 08
8| 5027957 EN Henw HSPEdion)  Robinson. F.R. & 12 05
902793 N If You'Were 3 Bat HSF | McCloske, Susan L6 12 05
522 EM  LeothelateBloomer  Kraus, Fiobett & 12 05
302794 EN Dawy Crockett and the w Fear, Sharon & 13 05
302795 EN  Dream Around the World Eaton, Deborah & 13 05
902804 EN  FetDay HSP Edition)  Bick, Lois & 13 05 =
17290 EN  Figsin the Mudin the M Flourde, Lynn G 13 0§ Lzt
afzaur EN__ Skimper-Soamoer HSP E Newel Jeft LG 13 0§ _';I Preview...
3 4 »
b 17454 Add
Edit
B - Import Teacher Quizzes..
4. Click on the Quizzes/Tests menu and select Delete as shown. Export Teather Guinszs..
Expart for &R BookGuide.
; ; Ewport Bk Label;
5. When the program asks if you are sure that you want to delete the quizzes, il LEie.
Export HTML Quiz List...
click the [Yes] button. The quizzes will be removed from the list. ST Bl
Manage Series...
Quiz Maintenance...

Exporting Reading Practice Quizzes for AR BookGuide, for Book
Labels, or to an HTML Quiz List

v
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You can export your Reading Practice Quiz information for three purposes:

*  You can create an export file for AR BookGuide. When you import this file into AR

BookGuide, the program can mark the quizzes you own and update book levels and points.
*  You can create an export file of quiz information for your book label software.
*  You can export a list of quizzes to an HTML file so that you can post it on a web page.

To export Reading Practice Quiz information, follow the steps on the next page.

1. To go to the Quizzes/Tests screen, click on the Go menu and select Quizzes/Tests
(Windows) or Quizzes & Tests (Macintosh). Heen,
Reading Practice
2. Click onthe Reading Practice Quizzes tab at the top of the screen. Dl
3. Click on the quiz that you want to export. If you need to export more than one, hold down [ Sl
the <Ctrl> key (Windows) or the <&8> key (Macintosh) as you click on the quizzes. You Clzsoss
can select a group of quizzes (or all quizzes) by clicking on the first quiz in the group, FEEerE=
Reports

holding down the <Shift> key, and clicking on the last quiz in the group.
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*:Accelerated Reader Management-Administrator [_[=]x]
File Edt Go Quizzes/Tests Help

Reading Practice Quizzes | Literacy Skills Tests | Other Fieading Quizzes
Guiz 1D Lang| Tile [ Author [intivi] 8L Foins| lil
P 31564 EN  Big Brown Bear McFhail, David LG 04 05
502732 EN__ lien Vacalion (HSF Edii Febinsan, F.F.
F The Seuss, D
902600 EN  Let's Visit the Maan (HSF Farell Ben
020 EN  Gireal Day for Upl Seuss, Dr. LG 08 05
= : 902603 EN My Wil Woolly (HSP Edi Eaton, Deborah LG 08 05
47839 EN  Two Bear Cubs Jonas, &nn LG 03 05
9035 EN  Marvin K. Mocney Will e Seuss, Dr. LG 1105
502809 EN  Today Is Monday (HSF E Mae, Fuby LG 11 08
: 902797 EN  Henry [HSP Ediion)  Fiabinsan, F.R. LG 1205 Instal
902799 EN  If You'Were a Bat (HSF E McCloskey, Susan LG 1205 R
5522 EN  LeotheLaleBloomer  Kraus, Fioben LG 1205 =
902734 EN  Dawy Crockett and the W Fear, Sharon LG 1305 Add..
902795 EN  Dream Around the World Eaton, Deborah LG 1305 Ed.
902604 EN Pt Day (HSP Ediion)  Bick, Lais LG 1305 Dielete
17290 EN  Figs in the Mud in the Mis Plourde, Lynn LG 1305
_I_afzaur EN _ Skimoer-Scamoer (HSF E Newell Jefi LG 1305 _';I Import Teacker Quizzes..
L s E zpout Teacher Qizoe:

1/464

( Export HTML Quiz List...

Export Book Label
4. Click on the Quizzes/Tests menu and select Export for AR BookGuide, SetAk. Bock Levek..
Export Book Labels, OR Export HTML Quiz List. Manage Seri..

Quiz Maintenance.

5. Inthe dialog box that appears, choose the drive and folder where you want to save your file. Then, type a
name for the file and click [Save].

First: Choose the
drive and folder

= . where you want to
5 : {3 Export i = :

i S Eooe ol dEs save the file.

1Z] import3 bt Perfect Copy High School.exp starmath.c |
impartd.xp duiz.ep stamath.q & Exports | 3 = YourHard Dri...

E importd.tat SM.exD starmalh.t | — second: Type in a 4 Accelerated Math.exp
mport5 bt L] sm2.exp name for the file [] ar-macexporttmquizdb.pic =

1Z] importe.tt [o#] smin.evp 4 arsexport.exp
Star Math.exp Testinfo.e arbgexport
& Third: Click the BGQuizzes.exp
[Save] button.
e | = w— TestInfo.exp \»” save |

Reading

o
2
-
(]
©
1
«

4

File name: ITeslInlU.exp

6. The program will notify you that the export is complete and show you how many quizzes have been exported.
Click the [OK] button.

Setting Alternate Book Levels

To set alternate book levels for your Reading Practice Quizzes, follow these steps:

1. To go to the Quizzes/Tests screen, click on the Go menu and select Quizzes/Tests (Windows) or Quizzes &
Tests (Macintosh).

2. Click onthe Reading Practice Quizzes tab at the top of the screen.
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3. Click on the quiz that you want to set alternate book levels for. If you want to select !
more than one, hold down the <Ctrl> key (Windows) or the <38> key (Macintosh) as you = =

Preview...
click on the quizzes. You can select a group of quizzes by clicking on the first one in the At
group, holding down the <Shift> key, and clicking on the last one in the group. B

4. Click on the Quizzes/Tests menu and select Set Alt. Book Levels. The Set Alt. Book el

Export Teacher Quizzes

i i Export for AR BookGuide..
Levels dialog box will appear. o e Eoaka

Export HTML Quiz List...

5. Click in the blanks and type the alternate book levels you want to use. Note that the
first alternate book level is on a scale of 0.0-100.0, and the second is on a scale of —
0_2000 Quiz Maintenance.

6. When you have finished changing the alternate book levels, click the [0K] button.

Set Alt. Book Levels

Set the altemate book levels for the selected quizzes.

Eook Level A 1: [44] (scale 0.0- 100.0)
Eook Level &1t 2: | 466 (scale 0 - 2000)

0k | Cancd | Help

VR
Reviewing Your Students’ Reading Practice Quiz Records § 8
- &
To monitor or change your students’ Reading Practice Quiz records, click on the 0O =
Go menu and select Reading Practice to go to the Reading Practice screen. The Heen, ®Q
students in your class will be listed at the top of the screen. When you click on a el
student name, you can click on one of the tabs at the bottom of the screen to see SChE::ermes
that student’s quizzes, points used, general information (TWI and team), goals, ¢ Sudei
and certifications. QT
Reports

s Accelerated Reader Management - First Grade (Cathy Nash)
File Edt Go ReadingPractice Help

First, click on a student
name. (If you want to select

Reading Practice Glaza, Rachel R 10/04/2000 % PASSED
Hall. Samantha 03/30/2000 E0% PASSED more than one StUdent' h0|d

s | Johnsan, Randy 10/06/2000 100% PASSED down the <38> key as you

Mok, Tony 10/08/2000 100% PASSED ;

Fiaberts, Jesse 10/05/2000 80%  PASSED click on the student names.)
5 It 11115 2000 1%

Add

Print TOPS

Then, click on one of these
tabs for more information
about a student’s quizzes,
points used, TWI monitoring,
Dozen Dogs, 4 US/25/200C team, goals, or certifications.

Fancy Fest 097272000
Giggle Book, The 037242000
Help

Best Friends 09/23/200C
Classioom LlJ
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Adding a Reading Practice Quiz Record

If a student has taken Reading Practice Quizzes that aren't part of the student’s records at your
school, you can add these quizzes to the student’s record by following the steps below. Note: You
may not be allowed to add a quiz record if you log in with a class password and the Classroom
Restrictions preference is set up to only allow administrators to add quiz records; see page 98.

1. Click on the Go menu and select Reading Practice to go to the Reading Practice
screen. If the program asks you to choose the class you want to work with, click on the R
class name and click the [OK] button. You can choose all classes by clicking the [Select All el e
. Other Reading
Classes] button, or you can choose mare than one class by holding down the <Ctrl> key Breferznces
(Windows) or the <38> key (Macintosh) as you click on the classes. Sehod
v tudents
. - - . Classes
2. Inthe list at the top of the Reading Practice screen, click on the name of the student. e .
(You may need to scroll down to see some names; you can also use Quick Find — see poenees
page 9.)
3. Click on the Quizzes tab at the bottom of the screen.
*zAccelerated Reader Management - First Grade [Cathy Nash)
dt Go ReadingPractice Help
£.0
“ Gebert, Jeff 1070542000 PASSED
c o Reading Practice Glaza, Rachel R 10/04/2000 % PASSED
m s Hall, Samantha 03/30/2000 % PASSED
Johnzon, Rand 10/06/2000 % PASSED
w h ohr, Tony ! 10/06/2000 % PASSED
m m Fioberts, Jesse 10/05/2000 805
¥ S arninss Mirnle I
Details far:
P Puft
Bookstors Cat
Dozen Dogs, A 09/29/2000
Fancy Feet 09/27 /2000
i mrvo
_Elassmnm i i i & 5 i 5 EE WzlJ
4. Click the [Add] button. The Add Quiz dialog box will open.
5. Inthe Add Quiz dialog box, find the quiz that you s
need to add to the student’s record. You can SCroll  sses asusto ssdio e seecidstacontsesere
through the list or use Quick Find. Once you find  mmms — T B
the quizl click on it once. Then’ click the 7350 N whaPul te Pepper nih Pok s 23 05 F N
9004  EN  Bear Detectives, The Berenstain, Stan/lan 2.2 05  \Woice F
[O K] button 3005 EN  Bear Soouts. The Beenctain Stanflan 23 06 Voics F
: 9007 EM  Bears'Vacation, The Berenstain, Stan/lan 2.0 05  \Woice F
3008 EM Bears'Picnic, The Berenstain, Stanflan 1.8 06  ‘Voice F
9010 EM  BigHoney Hunt, The Berenstain, Stanllan 1.7 05  Woice F
8013 EM  Catinthe Hat Comes Back, T Seuss, Or 21 06 Voice F
9014 EM Cat's Quizzer, The Seuss, D, 27 05 Voice F
9019 EM FowinSocks Seuss, Or 21 05  \Voice F
8020 EM Great Day for Upl Seuss, O 08 06  Voice F
4021 EN  GreenEggs and Ham Seuss, Dr 15 05  \Woice F
4023 EM  Hop onPop Seuss, O 15 06  ‘Voice F
12031 EN Miss Mopp's Lucky Day McGuire, Leslie 26 05 F
12032 EM Mo Carots for Hamyd Langerman, Jean 28 06 F
12023 EN  Oh, So Sil Schmeltz, Susan 20 05 F
12034 EM  Old Man and the Aftemoon Cal Muntean, Michaela 35 05 F
12035 EN One Little Monkey Calmenson, Stephanie 2.3 05 F LI

oK | Concel Help
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6. The Add Quiz for (your student's Add Quiz for Chelsea Cook - Goodright Moon
name) dialog box will appear next. U el
The top of the dialog box will show | Qi

Title: Goodnight Moon

the quiz information. The Scoring
section of the dialog box shows how

Authar: Margaret Wwise Brown

many questions the student answered Lug;D Zis

correctly. Click in the blank and type Book Levet. 1.8

the number of questions the student G Dtbes

answered correctly. (Notice that the Numbe of Dﬁklﬂ_

information below the blank changes et s e S o W [Ficodndeperventy
when you enter a number.) Passing Petcerl: 60%

Status: Book yéing: N/

Points Possible:

1. The Other section of the dialog box
shows the date on which the quiz was
taken and the TWI information. First, |
click in the blank and type the date i
the quiz was taken.

Cancel Help

8. Click on the TWI drop-down menu and choose the correct information.

9. When you have finished, click the [OK] button.

Editing a Reading Practice Quiz Record

v
L+
o
0
=
0
®

Buipeay

If the record of a student Reading Practice Quiz is incorrect, you can follow the steps below to
change the number of questions answered correctly, the date the quiz was taken, or the TWI

information (read to, read with, or read independently). Note: You may not be allowed to edit a
quiz record if you log in with a class password and the Classroom Restrictions preference is set up
to only allow administrators to edit quiz records; see page 98.

1. Click on the Go menu and select Reading Practice to go to the Reading Practice
screen. If the program asks you to choose the class you want to work with, click on the R
class name and click the [OK] button. You can choose all classes by clicking the [Select All e ne
Classes] button, or you can choose more than one class by holding down the <Ctrl> key Breferences
(Windows) or the <38> key (Macintosh) as you click on the classes. &

2. Inthe list at the top of the Reading Practice screen, click on the name of the student. P e
(You may need to scroll down to see some names. You can also use Quick Find - see poenees
page 9.)

3. At the bottom of the screen, click on the Quizzes tab.
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" Accelerated Reader Management - First Grade [Cathy Nash)
Fie Edit Go ReadingFractice Help

Cook, C (]

Gebert, Jeff 10/05/2000 % PASSED
Glaza, Rachel R 10/04/2000 % PASSED
Hall. Samantha 03/30/2000 % PASSED
Johirson, Randy 1070642000 % PASSED
Mok, Tony 1070642000 % PASSED
Edit { Roberts, Jesse 10/05/2000 % PASSED

101/05 /2000
Delete Details for: . Chelsea Cook

Erint TOPS [ 8 Points Used General

wif Pugzle, The 010 1.0 21 10/04/2000
Bookstore Cat ] 4 10/04/2000
Diozen Diogs, & . 0 092902000
Fancy Feet . 1 09/27/2000
Giggle Book, The . 5 09/24/2000
Helps

} Best Friends . 1 09/23/2000
Classioom | _’l_l

4. The Quizzes tab lists the Reading Practice Quizzes that the student has taken. Scroll through the list or use
Quick Find (see page 9) to find the quiz record you want to change. Then, click once on the quiz.

5. Click the [Edit] button. The Edit Quiz for (your student's name) dialog box will open.

o 6. The top of the dialog box shows the quiz
g’ o information. The Scoring section of the Genersl |
- dialog box shows how many questions the [ .
-g Q student answered correctly. If you want to st Magart o ronn
@ E change this number, click in the blank, QuaID: 7218
[+l delete the current number, and type the\ e
correct number. (Notice that the e 1
information below the blank changes when | | SC:the,n,uuemEm}h— R —
you change the number.) Nkl o Qusns Pt 5 O T — |
7. Tochange the date on which the quiz was e e Bk Vatng: 1
taken, click in the Date Taken blank in the ~ | e e
Other section of the dialog box. Then,

delete the current date and type the 1]
correct one.

Cancel | Hep |

8. Tochange the TWI information (read to, read with, or read independently), click on the TWI drop-down menu
and choose the correct value.

9. When you have finished, click the [OK] button.
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Deleting a Reading Practice Quiz Record

If you need to delete a student’s Reading Practice Quiz record, follow the steps in this section.
Before you delete a quiz record, make an export file to back up the quiz information in case you
will need it again later; see page 23. Note: You may not be allowed to delete a quiz record if you
log in with a class password and the Classroom Restrictions preference is set up to only allow
administrators to delete quiz records; see page 98.

1. Click on the Go menu and select Reading Practice to go to the Reading Practice
screen. If the program asks you to choose the class you want to work with, click on the e
class name and click the [OK] button. You can choose all classes by clicking the [Select All e
Classes] button, or you can choose more than one class by holding down the <Ctrl> key Freferences
(Windows) or the <&8> key (Macintosh) as you click on the classes. el

2. Inthe list at the top of the Reading Practice screen, click on the name of the student. S_Ifizeeiﬂests
(You may need to scroll down to see some names. You can also use Quick Find — see P
page 9.)

3. Click on the Quizzes tab at the bottom of the screen.

" Accelerated Reader Management - First Grade [Cathy Nash)
Fie Edit Go ReadingFractice Help

Cook, C|

Gebert, Jeff 10/05/2000 % PASSED

Glaza, Rachel A 10/04,/2000 % PASSED

Hall. Samantha 097302000 % PASSED

Johnzon, Randy 10/06/2000 % PASSED

ok, Tony 10/06/2000 % PASSED
Edit | Roberts, Jesse 10/05/2000 % PASSED

i 10012052000 1%

v
L+
o
0
=
0
®

Buipeay

Delete

Brint TOPS

wif Pugzle, The 010 10 21 1 00
Bookstore Cat ] 4 10/04/2000
Diozen Diogs, & . 0 092902000
Fancy Feet . 1 09/27/2000
Giggle Book, The . 5 09/24/2000
Helps

} Best Friends . 1 09/23/2000
Classioom | _’l_l

4. The Quizzes tab lists the Reading Practice Quizzes that the student has taken. Scroll through the list or use
Quick Find to find the quiz record you want to delete. Then, click once on the quiz.

5. Click the [Delete] button.

6. The program will ask if you are sure that you want to delete the selected quiz record. To continue deleting the
record, click the [Yes] button. The quiz will disappear from the list.
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Printing a Reading Practice TOPS Report

To print or re-print a TOPS report from a student’s Reading Practice Quiz, follow the steps below.

1. Click on the Go menu and select Reading Practice to go to the Reading Practice
screen. If the program asks you to choose the class you want to work with, click on the R
class name and click the [OK] button. You can choose all classes by clicking the [Select All e ne
Classes] button, and you can choose more than one class by holding down the <Ctrl> key Breferences
(Windows) or the <38> key (Macintosh) as you click on the classes. &

2. Inthe list at the top of the Reading Practice screen, click on the name of the student. P e
(You may need to scroll down to see some names. You can also use Quick Find — see poenees
page 9.)

3. Click on the Quizzes tab at the bottom of the screen.

" Accelerated Reader Management - First Grade [Cathy Nash)

File Edit Go ReadingPractice Help

Gebert, 100% D
Glsza, Rachel 10/04/2000 100% PASSED
Hall, Samantha 09/30/2000 B0 PASSED
Johnson, Randy 10/06/2000 100% PASSED
Mok, Tony 10/06/2000 100% PASSED
Edit 1 10/05/2000 80%  PASSED
0052000 1003 PACSEDN
Delete

Pint TOPS | § Godls | Certfications

Reading

o
2
-

(]

®

1
«

ou 10/04/2000
Bookstore Cat ] 4 10/04/2000
Diozen Diogs, & . 0 092902000
Fancy Feet . 1 09/27/2000
Giggle Book, The . 5 09/24/2000
Helps

} Best Friends . 1 09/23/2000
Classioom | _’l_l

4. The Quizzes tab lists the Reading Practice Quizzes that the student has taken. Scroll through the list or use
Quick Find to find the quiz record for which you want to print a TOPS report. Then, click once on the quiz.

5. Click the [Print TOPS] button.

6. The program may ask which language you want the TOPS report printed in. Click the button that shows the
language you need.

1. A preview window will open, showing you the TOPS report.

To change the magnification (zoom) of the report while you view it on your screen, click the [Magnification]
button (Windows) or the percentage in the lower left corner of the screen (Macintosh). On Windows
computers, you can also change the report’s page orientation or margins by clicking the [Options] button.

When you are ready to print the report, click the [Print] button.

To close the preview window, click the [Close] button (Windows) or the [Done] button (Macintosh).
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Points Used Records

Students earn points when they pass Reading Practice Quizzes. To determine how many points a
student earns for a quiz, Accelerated Reader uses the student’s score on the quiz and the quiz’s
point value.

If you only need to keep track of the points the student earns from quizzes, and you do not need to
add or remove points, you can use many of the Accelerated Reader reports to find out how many
points your students have earned.

However, some schools allow students to “spend” (use) the points they earn. You may also need to
award students points earned outside of the Accelerated Reader software. To do this, you need to go
to the Reading Practice screen, click on a student’s name, and click on the Points Used tab. On
this tab, you can add a record of points used or awarded, change a record, or delete one. This tab
only shows points that you have recorded as used or awarded. It does not show the points a student
has earned by taking quizzes.

As you look at the records on the Points "2 Accelerated Reader Management - First Grade [Cathy Nash)

Eile Edit Go FReadingPractice Help

Used tab, you may notice that some of the S S S A

values in the Points column are negative, ! 1 00% FASSED
Gehert, Jaft 1 1040572000 % PASSED
111 1 Reading Practice Glaza, Rachel A 1 1040472000 % PASSED
and others are positive. Negative numbers e o e
. 3 Johmzon, Randy 1 10/06/2000 % PASSED
are points that you have awarded to TR L Aomest 100% PAseED
. Roherts, Jesse 1 1040572000 % PASSED
students; in other words, you have added e
. h d 5 11 l Details for:  Chelsea Cook
points to the students overall total. Duzzes | FoiteUsed | Gereal | Gods | Cefficalions
(These numbers are negative because they | Bie e |
are the opposite of points used — they are | 0126201 10
A ; - : 02124200 1.0
points given to the student.) Positive ] [ oavisn 20

numbers are points that students have o
Lo |

“spent” or used; they are subtracted from
the student’s overall point total.

How to award points or record that points have been used

1. Click on the Go menu and select Reading Practice to go to the Reading Practice
screen. If the program asks you to choose the class you want to work with, click on the Heen,
class name and click the [OK] button. You can choose all classes by clicking the [Select All e
Classes] button, and you can choose more than one class by holding down the <Ctrl> key Breferences
(Windows) or the <38> key (Macintosh) as you click on the classes. s

2. Inthe list at the top of the screen, click on the name of the student. (You may need to scroll T
down to see some names. You can also use Quick Find — see page 9.) poeees

If you want to select more than one student, hold down the <Ctrl> key (Windows) or the
<38> key (Macintosh) as you click on student names. You can select a group of students by clicking on the first
student name in the group, holding down the <Shift> key, and clicking on the last student name in the group.
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3. Click on the Points Used tab at the bottom ", Accelerated Reader Management - First Grade [Cathy Nash)
Fle Edt Go ReadingPractice Help
of the screen. it D

4. The Points Used tab lists the records of Gebet Jef mfus/ 1 FA
points that have been used or awarded for — ne——_t = 1 e 100 EEO
this student(s) so far. Note: Negative L B omen ok e
numbers are points awarded; positive ﬁ e i e
numbers are points used. : e oo

Duzzes | FoiteUsed | Gereal | Gods | Cefficalions

Click the [Add] button. The Add Points ] B e |
dialog box will open. |

01/26/200 1.0
0z/12/20m 1.0
03/15/200 2.0

-

5. The Add Points dialog box allows you to

record points used or awarded for one student i 2 paints used record for
at a time. The name of the student that you are -
oints atals

working with is shown just above the Points - 08/26/2000 - 0341572007
B g H J ¥ Student used [FESIES Marking Period One start date ta today
section of the dialog box. £ swardstcenk [ e

Total Points Eamed: )

o0 If you want to record that the student has used o e TomlParts . 10

c0 points, click on the “Student used” option. Then, feates 8

'-E ‘t; click in the blank next to it and type the number \

C w® of points that the student(s) used. These points \ Add Bhip Dane Hep
O i will be subtracted from each selected student's

=" overall total. \

If you want to award more points to the student(s), click on the “Award student” option; then, click in the blank
next to it and type in the number of points you want to add to each selected student’s overall total.

TOTAL POINTS EARNED, USED, AND AVAILABLE

As you add points, note the total points earned, total points used, and total available on the right side of the Add
Points dialog box.

6. Tochange the date on which points were used or awarded, click in the “Date” blank, delete the date, and type
anew one.

7. When you have finished, click the [Add] button. If you only selected one student, the dialog box will close. If
you selected more than one student, the next student’s name will appear at the top of the dialog box, and you
can now enter the points used or awarded for that student. To skip one of the students you've selected, click
the [Skip] button. When you have finished recording points used or awarded, click the [Done] button.
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How to change a record of points awarded or used

1. Click on the Go menu and select Reading Practice to go to the Reading Practice
screen. If the program asks you to choose the class you want to work with, click on the Heen,
class name, and click the [OK] button. You can choose all classes by clicking the [Select All e
Classes] button, or you can choose more than one class by holding down the <Ctrl> key Breferences
(Windows) or the <&8> key (Macintosh) as you click on the classes. Sl

2. Inthe list at the top of the Reading Practice screen, click on the name of the student. T
(You may need to scroll down to see some names. You can also use Quick Find — see poeees
page 9.)

3. Clickonthe Points Used tab at the bottom I ey A e

Eile Edit Go FReadingPractice Help

Lotz Gz

of the screen.

4. The Points Used tab lists the records of 07D 10 FassED
points that have been used or awarded for — eme—_.Y = " e T D
this student so far. Note: Negative (I e S ol e
numbers are points awarded; positive j R e A
numbers are polnts Used ! Details for:  Chelsea Cook
: | Duzzes | FoiteUsed | Gereal | Gods | Cefficalions
Click on the record you want to change. ] baie [pams |
142872001 1.0 - ?
] 02A2/2001 1.0 m
; i 0311542000 2.0 n m
| b | o &
§_Closoon | o Cg
®
5.  Click the [Edit] button. The Edit Points
d|a|0g box W||| Open_ Edit a points used recard for the selected student.
6. If you want to record that the student has used points, click on the “Student Points
used” option. Then, click in the blank next to it and type the number of points dudzined | Rt
. . ' &+ puard student [ oints.
that the student used. These points will be subtracted from the student’s over- e ‘Dd t Immm ot
ate:
all total.
If you want to award more points to the student, click on the “Award student”  [__85] _Caneel | Heb |

option; then, click in the blank next to it and type in the number of points you
want to add to the student’s overall total.

1. Tochange the date on which points were used or awarded, click in the “Date” blank, delete the date, and type
anew one.

8. When you have finished, click the [OK] button.
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How to delete a record of points awarded or used

1. Click on the Go menu and select Reading Practice to go to the Reading Practice
screen. If the program asks you to choose the class you want to work with, click on the Heen,
class name and click the [OK] button. You can choose all classes by clicking the [Select All e
Classes] button, or you can choose more than one class by holding down the <Ctrl> key Breferences
(Windows) or the <&8> key (Macintosh) as you click on the classes. Sl

2. Inthe list at the top of the screen, click on the name of the student. (You may need to scroll T
down to see some names. You can also use Quick Find — see page 9.) poeees

3. Clickonthe Points Used tab at the bottom

File Edit Go ReadingPractice Help

Of the screen. e £ E'Ed Lamlmz i —_— ——— -

55ED

4. The Points Used tab lists the records of i ehelt,Jafl 10/ 1007 FASSED
Reading Practice Glazs, Rachel A 10/04/2000 100% PASSED

thIS StUdent SO far 3 Add. Johirsan, Randy 10/06/2000 100% PASSED

Mok, Tony
Roberts, Jesse

10/06/2000 100% PASSED
10/05/2000 80% PASSED
10/N5/2000_100% PASGEN

1
1
points that have been used or awarded for i e
1
1
1

Note: Negative numbers are points ey
awarded; positive numbers are points - B i | Peresed | e | Gok | Cofesions
used. Date Poirls |

Click on the record you want to delete. : U1/26/2001 1.0

0z/12/20m 1.0

03/15/200 2.0

5. Click the [Delete] button. e |

6. The program will ask if you are sure that =
you want to delete the points used record.
To continue deleting, click the [Yes] button. The record will disappear from the list.

Reading

o
2
-
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®
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Controlling How TWI Monitoring Works for Your Students

By editing the TWI monitoring setting for one or more students, you can do the following:

¢ You can control whether students will be asked how the book was read (to them, with them,
or independently) before each Reading Practice Quiz.

* Ifyou choose to have the program ask the students how the book was read, you can choose
which answer (if any) will be the program’s default.

Note: You cannot enable TWI monitoring for a student unless someone who logs in with the
Administrator password enables TWI Monitoring for the school using the TWI Monitoring
preference. See page 105.
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1. Click on the Go menu and select Reading Practice to go to the Reading Practice
screen. If the program asks you to choose the class you want to work with, click on the R
class name and click the [OK] button. You can choose all classes by clicking the [Select All e ne
Classes] button, or you can choose more than one class by holding down the <Ctrl> key Breferences
(Windows) or the <d8> key (Macintosh) as you click on the classes. &

2. Inthe list at the top of the Reading Practice screen, click on the name of the student. P e
(You may need to scroll down to see some names. You can also use Quick Find - see poenees
page 9.)

If you want to select more than one student, hold down the <Ctrl> key (Windows) or the <38> key (Macintosh)
as you click on student names. You can select a group of students by clicking on the first student name in the
group, holding down the <Shift> key, and clicking on the last student name in the group.

3. Click on the General tab at the bottom of

*: Accelerated Reader Management - First Giade (Cathy Nash) [=1E]=]

the screen Fle Edt fo ResdingPractice Help
4. Click the [Edit TWI] button. The TWI : :
Monitoring dialog box will open. rerang prectn || i St Pasce
Johnson, Fandy 10/06/2000
5. If you want the student(s) to be asked how o o e e
each book was read, click on the “Ask the et R
student and” option. Then, click on the ] - Quazes | P Used BT o™
“default” value you want the program to Bl Wzt lioHednie e M. Recihil ezt = o
use — the option the program will assume | g o
is true if the student clicks [OK] without ] ea o - 2=
. . . £ [ 1]
choosing an option. If you want to require  F=5. o3
the student to select one of the choices, 1 Cormeen | o Q

click on “Select no default.”

If you don’t want the student(s) to be asked how each book was read, click on the first option (“Do not ask the
student”). The program will assume that all books read by the student(s) were read independently.

TwI| Monitoning

This setting allows pou to determine if your students will be
asked how the book was read (Ta, With, or Independently]

T/l Settings

€ Do not ask the student (default to |ndependanty]
" Gelect "Read To'" as the default
© Gelect "Read With" a3 the default
€ Select "Read Independently” as the default

& Select no default. The student must choose.

QK I Cancel | Help |

6. When you have finished, click the [OK] button. Notice that the tab will show the current TWI setting for the
student(s).
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Assigning Students to Teams or Changing Teams

Follow the steps below to assign students to a team or change the team that a student is assigned to.

HOW TEAM STANDINGS WORK

Team standings and statistics are based on each team member's individual goals. To use teams effectively, be
sure to set goals, see page 47 to set paint and book level goals and page 55 to set certification goals.

1. Click on the Go menu and select Reading Practice to go to the Reading Practice
screen. If the program asks you to choose the class you want to work with, click on the Heen,
o0 class name and click the [OK] button. You can choose all classes by clicking the [Select All e
c .2 Classes] button, or you can choose more than one class by holding down the <Ctrl> key Preferences
'-E 'I‘:; (Windows) or the <&8> key (Macintosh) as you click on the classes. S
g E 2. Inthe list at the top of the Reading Practice screen, select the student(s) that you want B riess
[+l to assign to a team. (You may need to scroll down to see some names. You can also use P

Quick Find - see page 9.)

If you want to select more than one student, hold down the <Ctrl> key (Windows) or the <38> key (Macintosh)
as you click on student names. You can select a group of students by clicking on the first student name in the
group, holding down the <Shift> key, and clicking on the last student name in the group.

3. Click on the General tab at the bottom of *“; Accelerated Reader Management - First Grade (Cathy Nash)

Fle Edt Go ReadngPractice Help

the screen. If you only selected one
student, the tab will show the student’s cur-

101 SSED

rent team Glaza, Rachel R. 10404/2000 WDD"/: PASSED
Hall, 5amantha 09/30/2000 B0% PASSED
1 1 i Johngon, Rand 10/06/2000 100% PASSED
4. ClICk the [Edlt Team] bUtton Mohr, Tony ! 10/06/2000 100% PASSED
it Team... 10/05/2000 B80% PASSED
The Set Team dialog box will open. : 00D G0 PASSED
5. Inthe dialog box, click in the blank and type Qies Paits Used Ceriiations
the name of the team that you want to T Setting: The shudent willbs asked it the book was Resd To, Flesd Wit or Read

Independently’

assign the student(s) to. Be sure to type the
team name the same way every time you

type it so that students who should be on
the same team are not accidentally placed
on separate teams.

Team: None

6. When you have finished, click the [OK] button. Notice that the tab will show the current team name for the
student(s).
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Setting Point or Book Level Goals for a Marking Period

Follow these steps to set the point goal or book level goal for a specific student and marking period.

1. Click on the Go menu and select Reading Practice to go to the Reading Practice
screen. If the program asks you to choose the class you want to work with, click on the Heen,
class name and click the [OK] button. You can choose all classes by clicking the [Select All e
Classes] button, or you can choose more than one class by holding down the <Ctrl> key Preferences
(Windows) or the <&8> key (Macintosh) as you click on the classes. S

2. Inthe listat the top of the Reading Practice screen, click on the name of the student you B riess
want to set a goal for. (You may need to scroll down to see some names. You can also use P

Quick Find — see page 9.)

3. C'ICk on The Goals tab at the bOTtOm Of the . Accelerated Reader Management - First Grade [Cathy Nash)

ile Edit Go Reading Fractice Help

screen.
4. Notice that the Goals tab lists all of the " oAet i L

marking periods in your school year. Click KM= | o i 2

H 1 Johngon, Rand, 10/06/2000 100% PASSED
on the marking period that you want to set o s TS0 007 PROSED
or Change a goa| for_ 1 Roberts, Jesse 10/05/2000 80%  PASSED
. Details for: Chelsea Cook

5. Click the [Set] button. Qs | Forisloed | Goror
6. The Set Point and Book Level Goal

dialog box will open, and the cursor will be
in the “Point Goal” blank for that marking
period. Type the number of points that you '
want the student to earn during the '
marking period.

1
L+
o
0
=
0
®
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Set Points and Book Level Goal

Set point and book, level goals for the selected student.

Paint Goal Book Level
Goal

E’ Marking Period One: IT 5 20

QK I Cancel | Help |

1. Click the <Tab> key to move to the “Book Level Goal” blank. Then, type the average book level that you want
the student to achieve for reading practice during this marking period. Note: The book level goal can have a
decimal point and one number after it; for example, you could enter a book level goal of “3.5".

8. When you have finished, click the [OK] button. Notice that the Goals tab on the Reading Practice screen
will show the new goals for the marking period.
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Clearing Goals

Follow these steps to delete (clear) Reading Practice goals for a student.

1. Click on the Go menu and select Reading Practice to go to the Reading Practice
screen. If the program asks you to choose the class you want to work with, click on the R
class name, and click the [OK] button. You can choose all classes by clicking the [Select All e ne
Classes] button, or you can choose more than one class by holding down the <Ctrl> key Breferences
(Windows) or the <38> key (Macintosh) as you click on the classes. &

2. Inthe list at the top of the Reading Practice screen, click on the name of the student P e

Preferences
Repoits

whose goal(s) you want to delete (clear). (You may need to scroll down to see some names.
You can also use Quick Find — see page 9.)

3. Click on the Goals tab at the bottom of the  |PEETEETTEE—ETAE——

File Edt Go ReadingPractice Help

screen.
4. Notice that the Goals tab lists all of the ‘ | e s e

marking periods in your school year. Click bl =7~ A 0% eaeseD

on the marking period that you want to [ o Py e oo oo

delete the goals for. You can select more _ 100572000 ¢ PRSSED

than one by holding down the <Ctrl> key

(Windows) or the <& > key (Macintosh) as St oris Lest Sened Lovioaions

you click on the marking periods. To select a e

arking Period One Pts: 15

group of marking periods, click on the first
goal, hold down the <Shift> key, and click
on the last marking period.

'

5. Click the [Clear] button. The goal(s) you
selected will disappear from the tab, but the marking period name will remain.

Evaluating a Goal

Follow these steps to evaluate a Reading Practice goal for a specific student and marking period.
You do not usually need to evaluate goals because the information on the Goals tab is automatically
updated when you set goals and when students take Reading Practice Quizzes. However, you can
evaluate a goal if you want to make sure that the information you're viewing is up-to-date.

1. Click on the Go menu and select Reading Practice to go to the Reading Practice
screen. If the program asks you to choose the class you want to work with, click on the Heen,
class name, and click the [OK] button. You can choose all classes by clicking the [Select All e
Classes] button, or you can choose more than one class by holding down the <Ctrl> key Breferences
(Windows) or the <38> key (Macintosh) as you click on the classes. s

2. Inthe list at the top of the Reading Practice screen, click on the name of the student T
whose goal you want to evaluate. (You may need to scroll down to see some names. You poeees

can also use Quick Find — see page 9.)

% Accelerated
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3. Click on the Goals tab at the bottom of the

"z Accelerated Reader Management - First Grade [Cathy Nash) [=]5]=]

screen. Elle Edt Go BadlngF‘latlce Ip ‘
4. Notice that the Goals tab lists your I e e
students goals for each marking period. i Plpcodioondlinpbia
1 1 1 ¥ Johnson, Rand 10/06/2000 %2 PASSED
Click on the marking period goal that you [ s baan ey oD % PhesED
want to eva|uate_ 10/05/2000 80%  PASSED
4 i 10014715 2000 1%
Quizzes Cetifications
Marking Period
'
5.  From the Reading Practice menu, select e
Evaluate Point/Book Level Goal (Windows) or Evaluate Point/BL Goal &%
(Macintosh). Delpls
Fiint TOFS
6. The program will notify you that you only need to re-evaluate goals if you think the EER T
goal status is not up-to-date. To continue, click the [Yes] button. The goal Edilesn,
Set Point/Book Level Godal..

information will be Updated. Clear Faint/Baok Level Goal

Goals

Wieww
Goal Maintenance

Set Cetifieation Eoal..
[Elean Eertification G
Lpprave | ndesendent Header

1
L+
o
0
=
0
®
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Viewing Archived Goals

Follow these steps to view a student’s archived goals from previous school years.

1. Click on the Go menu and select Reading Practice to go to the Reading Practice
screen. If the program asks you to choose the class you want to work with, click on the R
class name, and click the [OK] button. You can choose all classes by clicking the [Select All e ne
Classes] button, or you can choose more than one class by holding down the <Ctrl> key Breferences
(Windows) or the <38> key (Macintosh) as you click on the classes. &

2. Inthe list at the top of the Reading Practice screen, click on the name of the student P e
whose archived goals you want to view. (You may need to scroll down to see some names. poenees

You can also use Quick Find — see page 9.)

3. Click on the Goals tab at the bottom of the screen.
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s Accelerated Reader Management - First Grade (Cathy Nash)
File Edt Go ReadingPractice Help

ebert, Jef 1005 D

Reading Practice Glaza, Rachel R 10/04/2000 100% PASSED
Hall. Samantha 03/30/2000 E0% PASSED

Johnson, Randy 10/06/2000 1005 PASSED

Moh, Tony 10/06/2000 1005 PASSED

10/05/2000 80% PASSED

AN/NR/2000 100 PASSED

Quizzes Paints Usad General Certifications

Marking Period Goals / Status
ne Pts:15.0/9.1 7%, BL: 20/16

T |
e |

4. Click on the Reading Practice menu and select View Archived Goals. et
Al
5. The Archived Goals dialog box will appear. This dialog box lists your student’s =
previous goals. When you have finished viewing the information, click the [0K] o
button. Edit ...
Editi e,

Set Paint/Book Level Goal...
Clear Paint/Book Level Goal
Evaluate Point/Book Level Goal

als k

Goal Maintenance

Set Certification Gaal..
[EleanCertification Eea
Appraye lndependent Beader..

Reading
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Certifications

As your students read more independently, pass Reading Practice Quizzes, and earn points from
those quizzes, they can earn the certifications listed below. If the TWI Monitoring preference is
enabled (see page 105), the Accelerated Reader software can track progress toward certification
goals and award certifications automatically. However, if the preference is off, or if you have not set
certification goals for your students, the software cannot track student progress toward
certifications automatically, but you can add them manually (see page 51).

Certifications

These are the certifications that your students can earn and the requirements that students must
meet to earn them:

* Independent Reader: Read three books at a 1.2 book level or higher independently and pass
the Reading Practice Quizzes and earn at least 10 points. The teacher must approve this
certification; see page 52.
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*  Super Reader: Have Independent Reader certification, read three books worth at least one
point each and pass the Reading Practice Quizzes, and earn at least five points, including the
points from those three books.

*  Advanced Reader: Have Super Reader certification, read three books worth at least two points
each, and pass the Reading Practice Quizzes.

*  Star Reader: Read three books written at a 5.0 book level or higher that are worth five or more
points each and pass the Reading Practice Quizzes.

*  Classic Reader: Read three books written at a 7.0 book level or higher that are worth ten or
more points each and pass the Reading Practice Quizzes.

*  Honors Reader: Read, pass quizzes, and accumulate 100 points from a special list of
challenging, teacher-selected literature. This certification level is not in the Accelerated
Reader software. However, you can use these requirements as a guideline and keep your own
records.

How to manually add certifications to student records

Follow these steps to add certifications to your student records. Usually you do not need to add
certifications because they are awarded automatically based on your student’s Reading Practice
Quizzes. However, you may need to add certifications to a student record if a student transfers

v
L+
o
0
=
0
®

Buipeay

from another school and has a printed record instead of an import file. Note that the program
cannot automatically track and award certifications if the TWI monitoring preference is not

enabled (see page 105); if TWI monitoring is disabled, you will need to add certifications

manually.

1. Click on the Go menu and select Reading Practice to go to the Reading Practice
screen. If the program asks you to choose the class you want to work with, click on the Heen,
class name, and click the [OK] button. You can choose all classes by clicking the [Select All e
Classes] button, or you can choose more than one class by holding down the <Ctrl> key Preferences
(Windows) or the <&8> key (Macintosh) as you click on the classes. sl

2. Inthe list at the top of the Reading Practice screen, click on the name of the student for B riess
whom you need to add a certification. (You may need to scroll down to see some names. P

You can also use Quick Find — see page 9.)

3. Click on the Certifications tab at the bottom of the screen.
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s Accelerated Reader Management - First Grade (Cathy Nash)
File Edt Go ReadingPractice Help

0l
Gebert, Jeff 10/05/2000 PASSED
Reading Practice Glaza, Rachel R 10/04/2000 Iz PASSED
Hall, Samantha 09/30/2000 E0%  PASSED
Add Johnzon, Randy 10/08/2000
Mohr, Tony 10/08/2000
Roberts, Jesse 10/05/2000
Micole 111015 /2000
Details for: . Chelsea Cook

Quizzes Paints Used General | Goals Certifications
80 Chelses is working towards a cenfication goal [ Date Achisved | Name
Appiove of Super Reader, Quizzes taken alter
01/15/2001 will count tawards this 12/15/2000  Independent Reader
cerfication

4. The Certifications tab lists the certifications that have been awarded
to the student so far. To add a certification, click the [Add] button on the | Addasetifieatian o the selected students, This willadd an

achieved certification to the student's record.
left side of the screen. The Add Certification dialog box will appear. el

(Independent Feader
Super Reader
Advanced FReader
Star Reader

Independent Reader

Student must independently
read and pass quizzes on

5. Click on the certification that you want to award to the student:

o0 Independent Reader, Super Reader, Advanced Reader, Star Reader, or Dlssic Reader el
(= .2 Classic Reader. (For certification requirements, see page 50.) o :g;gz:ﬁ;:g,ﬂosgngm;'gm
(1] ate Achieved: must meet the minimum
“ B . " . " . sconng requirement [see
-g [T} 6. Click in the "Date Achieved” blank and type the date on which the 021572001 Corication Prference
é’ E student achieved the certification. o] e —

7. When you have finished, click the [OK] button.

How to approve the Independent Reader certification

When a student achieves Independent Reader certification, you must approve the certification.
(Other certification levels do not need to be approved.) Follow the steps below.

1. Click on the Go menu and select Reading Practice to go to the Reading Practice
screen. If the program asks you to choose the class you want to work with, click on the R
class name, and click the [OK] button. You can choose all classes by clicking the [Select All e ne
Classes] button, or you can choose more than one class by holding down the <Ctrl> key Breferences
(Windows) or the <38> key (Macintosh) as you click on the classes. &

2. Inthe list at the top of the Reading Practice screen, click on the name of the student for E'ff;inests
whom you need to approve Independent Reader certification. (You may need to scroll down poenees

to see some names. You can also use Quick Find — see page 9.)

3. Click on the Certifications tab at the bottom of the screen.
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s Accelerated Reader Management - First Grade (Cathy Nash)
File Edt Go ReadingPractice Help

0l
Gebert, Jeff 10/05/2000 PASSED
Reading Practice Glaza, Rachel R 10/04/2000 Iz PASSED
Hall, Samantha 09/30/2000 E0%  PASSED
Add Johnzon, Randy 10/08/2000
Mohr, Tony 10/08/2000
Roberts, Jesse 10/05/2000
Micole 111015 /2000
Details for: . Chelsea Cook

Quizzes PoitsUsed | General | Goals ([ Cetfications

0 Cheloss is warking towsrds a cemfication ansl | Date Achisved | Hame
Approve of Super Reader. Guizzes taken ater
01/15/2001 will count tawards this 12/15/2000  Independent Reader
cetiication

4. The Certifications tab lists the certifications that have been awarded to the student so far. Click on the
Independent Reader certification.

5. Click the [Approve] button on the left side of the screen.

6. If the certification has already been approved, the program will notify you; click [OK]. If not, click the [Yes]

button to confirm that you want to approve the certification. R
)
D 9
N Qo
How to change the date for certification records L
3@
®
Follow these steps to change the date on which a certification was achieved.
1. Click on the Go menu and select Reading Practice to go to the Reading Practice
screen. If the program asks you to choose the class you want to work with, click on the Heen,
class name, and click the [OK] button. You can choose all classes by clicking the [Select All W
Classes] button, or you can choose more than one class by holding down the <Ctrl> key Preferences
(Windows) or the <38> key (Macintosh) as you click on the classes. sl
2. Inthe list at the top of the Reading Practice screen, click on the name of the student for B riess
whom you need to change a certification date. (You may need to scroll down to see some P

names. You can also use Quick Find — see page 9.)

3. Click on the Certifications tab at the bottom of the screen.
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s Accelerated Reader Management - First Grade (Cathy Nash)
File Edt Go ReadingPractice Help

i ebert, Jel
Reading Practice Glaza, Rachel F 10/04/2000
Hall. Samantha 09/30/2000
Add Johnson, Fiandy 10/06/2000
Mok, Tony 10/06/2000
10/05/2000
11115 2000

Quizzes Paints Usad

| Chelsea is working towards a certfication goal

i of Super Reader. Guizzes taken ater

i 01/15/2001 will count tawards this
cerfication

T |
e |

100% D
100% PASSED
E0%  PASSED
100% PASSED
100% PASSED
80% PASSED
100 PASSEN

General |

Goals Certiications )

Dals Achieved | Name

12A15/2000

Independent Feader

4. The Certifications tab lists the certifications that have been awarded to the student so far. The list also
shows the date on which each certification was achieved. Click on the certification that needs the date

change.

5. Click on the Reading Practice menu and select Edit as shown. The Edit

Certification dialog box will appear.

6. Inthe Edit Certification dialog box, click in the Date Achieved blank, delete the

original date, and type the new date.

Edit Certification

Independent Reader Date Achighed:

Student must independently read
and pass quizzes on three books
with a 1.2 or higher book. level, and
accumulate 10 points. Al quizzes
used for certifications must mest
the minimum scoring requirement
[see Cerlification Preference)

(1] I Cancel | Help |

Delete [!

Erint RS

Edit T4
Edit Team..

SetPaimt/Eask LevellEos!
[EleanPaint/Boclk Leve! Faa
Evaluate Boint/Book Level Eaal
Wiersrchived Faals

(el b Sihtenanee

Set Certification Goal
Clear Certification Goal
Approve Independent Beader...

7. When you have finished, click the [0K] button in the dialog box. Notice that the date has changed in the list on
the Certifications tab.

% Accelerated
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How to delete certifications

Follow these steps to delete a certification from a student’s record. You can delete certifications that
the student earned or those that you added to the student’s record.

1. Click on the Go menu and select Reading Practice to go to the Reading Practice
screen. If the program asks you to choose the class you want to work with, click on the Heen,
class name, and click the [OK] button. You can choose all classes by clicking the [Select All e
Classes] button, or you can choose more than one class by holding down the <Ctrl> key Breferences
(Windows) or the <&8> key (Macintosh) as you click on the classes. Sl

2. Inthe list at the top of the screen, click on the name of the student for whom you need to Sffzz:nem
delete a certification. (You may need to scroll down to see some names. You can also use poeees

Quick Find — see page 9.)

3. C|ICk on the certiﬁcations tab at the L Accelerated Reader Management - First Giade [Cathy Nash)
Fle Edt Go FeadngFraclice Help
bottom of the screen. A

4. The Certifications tab lists the

& Gehert, Jeff 1040572000 % PASSED

1 N eadi tice Glaza, Rachsl R 10/04/2000 % PASSED
certifications that have been awarded to Feading Pract o oy 80 PreeED
H 3 Johigon, Rand 10/06/2000 % PASSED

the .st.ude.nt so far. Click on the I i bt
certification that you want to delete. If ] Febets Jesze DMB/2000 0% PASSED

oo Hicols 110754000 % _PAcCEn
Details for: - Chelsea Cook

you want to delete more than one, hold
down the <Ctrl> key (Windows) or the
<&> key (Macintosh) as you click on the
certifications.

i Quizzes Foints Used Gererd | Goak  (( Ceniications
; Chelsea is working towards a certiication goal [ Date Achieved | Name
1 o | IFTR—

of Super Aeader. Quizzes taken after
01A15/2001 will count towards this 12/15/2000 Independent Rieader

certification.

v
L+
o
0
=
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5. Click on the Reading Practice menu Rea
and select Delete as shown. e,

Edit...
6. The program will ask if you are sure that you want to delete the certification. Click =
on [Yes] if you want to continue. The certification will be removed from the list on e
the Certifications tab. Sk

Set Point/Book Level Eoa.,
[Elean FomtBook Level Hosl
Exaluate Bamt/Eank Leve| Gaal
YiewnArchived Gosls

[Eod MEmterance

How to set or change certification goals Sel Celfication Goal.

Clear Certification Goal
Approve Independent Reader.

Follow these steps to set certification goals for students or to change a goal.

Certification goals are not based on marking periods; however, you can set the date on which you
want the program to start monitoring the student’s work toward the certification goal. If you want
Accelerated Reader to track student progress toward certification, you must set certification goals
and enable TW1I monitoring (see page 105). You may also want to use the Certification preference
to determine how high a student’s score on a quiz must be in order for it to count toward the
certification goal (see page 97). Note: If you set a goal for a student who already has a certification
goal, the new goal will replace the old one, even if that student has not achieved the goal.
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1. Click on the Go menu and select Reading Practice to go to the Reading Practice
screen. If the program asks you to choose the class you want to work with, click on the Elaieon

Beports
class name, and click the [OK] button. You can choose all classes by clicking the [Select All W
Classes] button, or you can choose more than one class by holding down the <Ctrl> key Breferences
(Windows) or the <d8> key (Macintosh) as you click on the classes. Sehodl
2. Inthe list at the top of the Reading Practice screen, click on the name of the student that P e

Preferences
Repoits

you want to set a certification goal for. (You may need to scroll down to see some names.
You can also use Quick Find — see page 9.)

3. C|ICk on the certiﬁcations tab at the i _;Ancleraled Reader Management - First Grade [Cathy Nash)
bottom of the screen. The et s
Certifications tab lists the

SED
Gehert, Jaf SED

Certlflcatlons that have been aWarded to IR!aﬂi;g Practice Elaza,'Ha:hE\F\ 10/04/2000 TEIEI; PASSED
the student so far. The left side of the ] o S, T
X ) add., ohrson, Ran %
tab describes the student’s current oo 0B200. 0% PASSED
ification qoal J Foberts, Jesse 10/05/2000 B0% PASSED
rt| ) £ S amnsnn Micole 10052000100 _PAGSEN
ce g § Details for: - Chelsea Cook
4. CIle the [Set Goal] button. The i Quizzes Points Used Gererd | Goals Cerlfications
I . . Chelzea s working towards a certication goal [ Daie Achieved | Name
Certification Goal Wizard or Assistant 3’1fwuspfzruﬂu?Eﬁﬁ:ﬂfﬁ;ﬁ:&Eﬂer : 12;15,2000 Indenendent Foader
Wl” Stal’t ceartification.
5. The Select Certification Goal panel e
appears first. This panel shows you =3

which certification (if any) the student
achieved last. Then, it asks you to
choose the certification that the student should work on next. Click on the certification that you want the
student to work toward. (Notice that when you click on a certification, a description of the requirements
appears to the right of the list.)

Reading

o
2
-

(]

©

1
«

Once you've chosen the certification, click the [Next] button.

6. The Select Start Date panel appears next. On this panel, you can tell the program when you want it to start
monitoring the student’s progress toward the goal. Only Reading Practice Quizzes taken after this date will
count toward the certification.

If your student has not yet achieved a certification, three choices are listed on this panel, but only the
last two are available. To have the program start monitoring student quizzes at the beginning of this marking
period, click on the “Start of the current marking period” option. To choose another date, click on “Other date”;
then, click in the blank behind this option and type the date you want the program to begin monitoring student
work toward the goal.

If your student has achieved goals before, you will have two choices. To have the program monitor all
work since the student achieved the last certification, click on "After the last certification.” To choose another
date, click on “Other date”; then, click in the blank behind this option and type the date you want the program
to begin monitoring student work toward the goal.

7. When you have finished, click the [Finish] button (Windows) or the [Done] button (Macintosh). The student'’s
certification goal will be described on the left side of the Certifications tab.
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Reading Practice Quizzes

Clearing (Deleting) Certification Goals

Follow these steps to delete certification goals that you have set for your students.

1. Click on the Go menu and select Reading Practice to go to the Reading Practice
screen. If the program asks you to choose the class you want to work with, click on the R
class name, and click the [OK] button. You can choose all classes by clicking the [Select All e ne
Classes] button, or you can choose more than one class by holding down the <Ctrl> key Breferences
(Windows) or the <38> key (Macintosh) as you click on the classes. &

2. Inthe list at the top of the Reading Practice screen, click on the name of the student P e
whose certification goal you want to delete. (You may need to scroll down to see some poenees

names. You can also use Quick Find — see page 9.)

3. Click on the Certifications tab at the bottom of the screen. The Certifications tab lists the certifications
that have been awarded to the student so far. The left side of the tab describes the student’s current
certification goal.

s Accelerated Reader Management - First Grade (Cathy Nash) M[E B
File Edt Go ReadingPractice Help

0l
Gebert, Jeff 10/05/2000 Iz PASSED
Reading Practice Glaza, Rachel R 10/04/2000 Iz PASSED
Hall, Samantha 09/30/2000 E0%  PASSED
Add Johnson, Randy 10/08/2000 Iz PASSED
Mohr, Tony 10/08/2000 Iz PASSED
Roberts, Jesse 10/05/2000 20%  PASSED
G amnson Micole 111015 /2000 i PAGSED

Details for: . Chelsea Cook

v
L+
o
0
=
0
®

Buipeay

&%
Quizzes Paints Lised General | Goals Certifications

80 Chelses is working towards a cenfication goal [ Date Achisved | Name
Approve of Super Reader. Guizzes taken ater
01/15/2001 will count tawards this 12/15/2000  Independent Reader
cerfication

4. Click on the Reading Practice menu and select Clear Certification Goal Fieacing Practice
Add...
as shown. .
LDelete

5. The program will ask if you are sure that you want to clear the certification goal for Fin TOPS
the student you selected. If you want to continue, click the [Yes] button. Notice that EBTTw,

the left side of the Certifications tab will show the words “No certification goal Ed“f_a”—; -
" - et Fant/Bout Level Eual.
set” inred. ez Part/Bonk Level oz
Exaluate Bamt/Eank Leve| Gaal
YiewnArchived Gosls

[Eod MEmterance

Set Cerlification Goal...

Approve Independent Reader.
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Literacy Skills Tests

Literacy Skills Tests

Literacy Skills Tests help you monitor student growth in comprehension and literacy skills that are

most often assessed on high-stakes tests. Designed for occasional use, these tests measure the
student’s understanding of higher-order concepts like identifying the main idea, recognizing
details, and drawing conclusions. The Management program includes two screens where you can
work with Literacy Skills Tests and your students’ test results.

On the Literacy Skills Tests tab at the Quizzes/Tests screen, you can install, G|
LClassroom

preview, and delete Literacy Skills Tests. When you preview a test, you can print a Repots

5 . . . . . Reading Practice
Teacher’s Guide. To install Literacy Skills Tests, see page 25. To go to this screen, Qe Readng

Prefeiences

click on the Go menu and select Quizzes/Tests as shown.

Schaol
v Students
Classes

Preferences
Reports

At the Other Reading screen, you can see the results of your students’ Literacy (Go|

Clazzroom

Skills Tests. You can also edit or delete the test records and print TOPS Reports. s

v Reading Practice

To go to this screen, click on the Go menu and select Other Reading as shown.

Preferences

Schaal
Students
Classes
Buizzes/Tests
Preferences
Reports

The 24 Literacy Skills

Literacy

]
-
4
=
2
IE
\n

Accelerated Reader monitors 24 skills found in state and district standards and objectives and on
many high-stakes tests. These skills are grouped into four categories: Constructing Meaning,
Inferential Comprehension, Literary Analysis, and Initial Understanding. The skills are listed

below.

The 24 Literary Skills

Category Literacy Skills

Constructing Meaning Understanding the Main Idea
Responding to Literature
Identifying Persuasive Language
Identifying Reading Strategies
Differentiating Fact and Opinion
Deriving Word or Phrase Meaning
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The 24 Literary Skills

Category Literacy Skills

Inferential Comprehension Recognizing Cause and Effect
Making Predictions

Making Inferences

Drawing Conclusions
Comparing and Contrasting
Extending Meaning

Literary Analysis Understanding the Author’s Craft
Identifying Historic/Cultural Factors
Understanding Characterization
Understanding Literary Features
Recognizing Setting

Recognizing Plot

Initial Understanding Understanding Sequence
Understanding Dialogue
Recognizing Feelings
Recognizing Details
Identifying Reasons
Describing Actions or Events

Previewing Literacy Skills Tests, Taking Sample Tests, and Printing
Teacher’s Guides

Aoeaalnn

»
z,
7}
o
]

-+
«»

You can preview any Literacy Skills Test. As you preview the test, you can also take a sample test or
print the Teacher’s Guide for the test.

1. To go to the Quizzes/Tests screen, click on the Go menu and select Quizzes/Tests
(Windows) or Quizzes & Tests (Macintosh). R
Eeaging Practice
Other Reading
Preferences

Schoal
v Students
Classes

Repoits
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Literacy Skills Tests

2. Click on the Literacy Skills Tests tab
toward the top of the screen.

Reading Practice Quizzes Literacy Skills Tests | Other Reading Quizzes
3. Inthe list of Literacy Skills Tests, click on ! | R Al Toecei]l B Ficten]
H 5976 EN 1984 Drwell, George F
the test that you want to preview. Quizes | Tests 5201 EN  After the Giost Man Eyals,Eetsyg
j = 16728 EN  Amber Brown Goss Fouth  Danziger, Paula
4. Clle the [PreVieW] bUttOﬂ. The Test £ ' 4 25848 EN  Amber Brown Is FeslingBlue  Danziger, Pauls

R i  Preview 105 EN lack Stal The l\ey, W alker
Preview dialog box shows you more ._ ' EE

information about the test.

Frankenstein
Freak the Mighty [The Mighty)
Great Gatsby, The

Horse and His Boy, The

Littls Women

My Antoria
Sarah, Plsin and Tal
Tres Grows in Brooklyn, &
Wiar with Grandpa, The
Wwithering Heights

Shelley, Mary
Philbrick, Rodman
Fitzgerald, F. Seatt
Lewis, C.5

Aleott, Lovisa May
Cather, Wila
MacLachlan, Patiicia
Srrith, Betty

Srith, Robert Kimmel
Bronte, Emily

5. If youwould like to take a sample test, click — EIETEEESTCTT
the [Take a Sample Student Test] button. Genersl | Quetors |
The test questions will appear as your b
students will see them. (Remember that the
program automatically shuffles answers.) In

Title: Charlatte's web

thor: E.B. White

message that appears.)

6. If you want to print the Teacher's Guide,
click the [Teacher’s Guide] button. A preview window will open, showing you the Teacher’s Guide for this test.

1 H . Language: EN
egch question, click on an answer; then, b Lowt 45 et Levalis T
click the [Next] button. When the sample - R
test iS finished, the program WI” ShOW yOU Category | Mumber of Duestions Literacy Skils tests chonse qusstions randamly fom the
(7/] R Iritial Understanding 5 biank of questions. The selection is usually distibuted
e a Score Summary. Click the [OK] button. (If ot : \w\nﬁﬁemu.ca.egmes.m.e.t
5 m yOU Want tO Cancel the Sample teSt before ‘nler:nl‘aicnrpr?ens‘m : Click the: below to take a sample student test
m nt H crenEmaEee Take a Sample Student Test
finish h | A> k
@ = you finish it, press the <Ctrl> and <A> keys . =
ﬂh) 7 at the same time; then, click [Yes] in the Given 12
w oo
LT
-l

To change the magnification (zoom) of the Teacher’s Guide while you view it on your screen, click the
[Magnification] button (Windows) or the percentage in the lower left corner of the screen (Macintosh). On
Windows computers, you can also change the page orientation or margins by clicking the [Options] button.

If you want to print the Teacher's Guide, click the [Print] button.

To close the preview window, click the [Close] button (Windows) or the [Done] button (Macintosh).
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Literacy Skills Tests

1. Ifyou want to see the questions on the test
without taking a sample test, click on the
Questions tab at the top of the dialog box.
This tab lists all of the questions in the
test. You may need to scroll through the list
to see some questions. When you click on
a question, the bottom of the dialog box
will show the question, the four possible
answers, and the correct answer.

Test Preview - Charlotte's Web

General | Ouestions |

110/ kil
129 Chi: Distivinig wierd oo Phrsss Mesning
130 ChE: Distiving wierd or Phrsss Mesning
131 CM: Diffsrertisting Fact snd Dpiricr
133 CM: Iderntifying Persussive Langusgs
134 CH: Identiying Persussive Langusgs

uestion EI
2 simile: compares bwo unlike things by using w s like, a5, !

\when an author gives an animal or object the qualties of & human be
\which of the following ontains a fact, rather than an opirion?

Haw did the old shesp convince Templeton to o ta the County Fair?
Wilbur offered o let Templeton eat fist when Lurvy slopped him if Ter
A simile compares wo uniike things by using words such as like, as, than, seems, o appears. Which of

these sentences from CHARLOTTE'S WEE includes a simils?

g
EA - "His stomach was as big around as a jelly jar."
B "wilbur liked Charlotte better and better each dap."

8. When you have finished previewing the

€ "Seems to me youre putting on weight.”

test, click the [OK] button (Macintosh) or
the [Close] button (Windows) in the Test
Preview dialog box.

Deleting Literacy Skills Tests

D "Ewen the song of the crickets did not make Wilbur too sad.”

4 Carest
-2 Response

Teachers who are using the Administrator password can delete Literacy Skills Tests. Keep in mind

that students cannot take tests you delete unless you reinstall the tests.

1. To go to the Quizzes/Tests screen, click on the Go menu and select Quizzes/Tests (Windows) or Quizzes &

Tests (Macintosh).

1. Click on the Literacy Skills Tests tab
toward the top of the screen.

2. Click on the test that you want to delete. If
you need to delete more than one, hold
down the <Ctrl> key (Windows) or the <&8>
key (Macintosh) as you click on the tests.

3. Click on the Quizzes/Tests menu and
select Delete as shown.

4. When the program asks if you are sure that you want to delete the test(s), click the

"z Accelerated Reader Management-Administrator

Fle Edt Go QuizesiTests Help

Fieading Fractice Quizzes |

Literacy Skills Tests |

Other Reading Duizzes

Test 1D Lang] Tille

Authar [ime Cel | BL] [Fiction)

5976 EN
5201 EN
16728 EN
25548 EN
105 EN

Quizzes / Tests

Install..
Breview...

|

[Yes] button. The test(s) will be removed from the list.

1934

After the Goat Man

Amber Brown Goes Fourth
Amber Brown Is Feeling Blue
Elack Stallion. The

Freak the Mighty [The Mighty)
Great Gatsby, The

Horse and His Boy, The

Little Women

My &ntonia

Sarah, Plain and Tall

Tree Grows in Brooklyn, &
War with Grandpa, The
“Wuthering Heights

Orwell. George F
Eyars, Betsy

Danziger, Paula

Danziger, Paula

Failey, Walter

y, Mary
Philbrick, Fodman
Fitzgerald, F. Seott
Lewis, C.5.

Aleatt, Lovisa May
Cather, Willa
MacLachlan, Patricia
Smith, Betty

Smith, Robert Kimmel
Eronte, Emily

Install.
Preview...

sl
Edit

| mpat e acher Hirzzes ..
Ekpart Teacher HiiEzes,
Erport fonsE BookEuide
Erport Boole Labels:
Erpart H Mk L B iz st

Gebal Back Levels.

Manage Series.
(uiz Maintenance...
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Literacy Skills Tests

Editing a Student’s Literacy Skills Test Record

If the record of a student’s Literacy Skills Test is incorrect, you can follow the steps below to change
the number of questions answered correctly or the date the test was taken. Note: You may not be
allowed to edit a test record if you log in with a class password and the Classroom Restrictions
preference is set up to only allow administrators to edit test records; see page 98.

1. Click on the Go menu and select Other Reading to go to the Other Reading screen. If the

program asks you to choose the class you want to work with, click on the class name, and R
click the [OK] button. You can choose all classes by clicking the [Select All Classes] button, | v feadngPractice
or you can choose more than one class by holding down the <Ctrl> key (Windows) or the Breferznces
<38> key (Macintosh) as you click on the classes. e

2. Inthe list at the top of the Other Reading screen, click on the name of the student. (You P e
may need to scroll down to see some names. You can also use Quick Find — see page 9.) poenees

3. Clickonthe Literacy Skills Tests tab *“; Accelerated Reader Management - 10th Grade Reading (Chiistina Rossetti)

Fle Edt Go OtherFeading Help

at the bottom of the screen.

Mame
4. The Literacy Skills Tests tab lists the b
tests that the student has taken. Scroll Ot Reading g
through the list or use Quick Find to find

Evengon, Shelly

‘fg the test record you want to change.
>0 Then, click once on the test. S
o m Literacy Skils Tests
(1) h 5. Click the [Edlt] button. The Edit Test : TestID| Lang | Tits
qh, 7 for (your student's name) dialog box S Litewonen
] will open.
-l
n
6. The top of the dialog box shows the test
information. The Scoring section shows s
the student’s score, and the bottom right [ e e
section (Other) shows the date on which Auhor: George Onuel
the test was taken. If you want to change TestID: 5376
that date, click in the Date Taken blank, e Y

\ 00k Level 2
delete the date, and type the correct date. T B

- Scoiing

Number of Questions

Category | Comect  Possible

Initial Understanding 5 6
Literary Analysis

5 6
Interential Comprehension B B
4 B

Constructing Meaning

Status: Passed

Taotal 20 24
Passing Percent: 70%

ak I Cancel Help
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Literacy Skills Tests

1. If you want to review the student’s
answers or change how they are scored, e
ClICk On the uueStions tab at the top Of o ” [lErlﬂ. id of Phrase Meaning .I passed the note that said, " I
the d|a|0g box. This tab lists the qUBStiOﬂS 2 € IU: Recogrizing Feslings How did Winston feel when Julis fist told bim b 140
3cC L&: Understanding Hist. /Cultural Factars  According to Goldstein's book, what historical thre 110
on the test. To see the student’s response 4 € IC Making Predictions Both Winston and Julia belisved that if they wers « 126
. . . . ] I CM: Responding to Literature For which aspect of hiz life might one corsider Wit TE?LI
to a queStlon' ClICk On the queStlon |n the AaErJuEfjﬁagsEd the note that said, "' love pou," Winston felt as if he were checkmated in a game of
list. (You may need to scroll down to see o
some questions.) Once you click on a A He fel certain Julia was spying for the Party. S(::Drzgt:r;e:s
qUBSTiOﬂ, the bottom of the d|a|09 box will B It surprised him to leam she fell as he did ™ s
show the question itself, the four possible
. C  He was reluctant to return her warm affections.
answers, the correct answer (in a green o
) . o D Roerse
box) and the student’s answer (|n a blue (D). It seemed impossbly dificult o ses her aions e Etu;em
circle). Notice that the right side of the Fesporce
dialog box has two options: “Correct” and e § = |

“Incorrect.” If you want to change how
the student’s response is scored, click on one of those options. Repeat this step for the other questions.

8. When you have finished changing the student’s Literacy Skills Test record, click the [0K] button at the bottom
of the dialog box.

Deleting a Student’s Literacy Skills Test Record

(2]
x
You can delete the record of a Literacy Skills Test that a student has taken. Keep in mind that this —-4
permanently deletes the test record. Before deleting a test record, you may want to create an export (7] 2
file to back up the student’s record; see page 23. To delete a test record, follow the steps below. ? g
Note: You may not be allowed to delete a test record if you log in with a class password and the Eﬁ <
Classroom Restrictions preference is set up to only allow administrators to delete test records; see »
page 98.
1. Click on the Go menu and select Other Reading to go to the Other Reading screen. If the
program asks you to choose the class you want to work with, click on the class name, and R
click the [OK] button. You can choose all classes by clicking the [Select All Classes] button, | v AeadngPractice
or you can choose more than one class by holding down the <Ctrl> key (Windows) or the Ereferences
<38> key (Macintosh) as you click on the classes. Schodl
2. Inthe list at the top of the Other Reading screen, click on the name of the student. (You P e
may need to scroll down to see some names. You can also use Quick Find — see page 9.) poenees
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Literacy Skills Tests

3. C“Ck on the Literacy Skills Tests tab “z Accelerated Reader Management -

File Edit Go QOtherReading Help

at the bottom of the screen.

Mams

4. The Literacy Skills Tests tab lists the I Pl
tests that the student has taken. Scroll e b

through the list or use Quick Find to find | e [

the test record you want to delete. Then, | St soon

Cllck OnCB Oﬂ the teSt Details for: Sophia Richards

Literacy Skils Tests

If you want to select more than one test, |
hold down the <Ctrl> key (Windows) or - YT T—
the <38> key (Macintosh) as you click on ;

the tests. e |
| Ceeoom |

5. Click on the Other Reading menu and

select Delete as shown. Edt
Fiint TOPSY..

6. The program will ask if you are sure that you want to delete the test record(s). If you want to -
continue, click [Yes]. The test record(s) will be removed from the list on the Literacy Skills Tests tab.

Printing a TOPS Report for a Student’s Literacy Skills Test

3
5 n
(] |q_, Follow these steps to print or reprint the TOPS report for a student’s Literacy Skills Test. The
ﬂh) 7 TOPS report provides valuable information about the students performance on this test and other
- E tests to date.
-
75} 1. Click on the Go menu and select Other Reading to go to the Other Reading screen. If the
program asks you to choose the class you want to work with, click on the class name, and Heen,
click the [OK] button. You can choose all classes by clicking the [Select All Classes] button, | v feadnaFractics
or you can choose more than one class by holding down the <Ctrl> key (Windows) or the Freferences
<$8> key (Macintosh) as you click on the classes. Scbod
2. Inthe list at the top of the Other Reading screen, click on the name of the student. (You B riess
may need to scroll down to see some names. You can also use Quick Find — see page 9.) P
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Other Reading Quizzes

3. C'ICk on the Literacy Skllls TEStS tab at L Accelerated Reader Management - 10th Grade Reading [Christina Rossetti)

ile Edit Go QOtherReading Help

the bottom of the screen.

Mams

4. The Literacy Skills Tests tab lists the b i

Dariels, Ron

tests that the student has taken. Scroll e |
through the list or use Quick Find to find N
the test record you want to print a TOPS Qe ioes [ s oon

report for. Then, click once on the test. ; folganit e

Literacy Skills Tests Other Fieading Quizzes
5.  Click the [Print TOPS] button.

Poss | Date Taken
5376 EN 1984 15 24 08/21/2001
BIZEN  Litle Women 12 08/21/20m

6. A preview window will open, showing you

the student’s TOPS report for this test. ] Z
| e [
To change the magnification (zoom) of the ¥~ caseon (1§
report while you view it on your screen,
click the [Magnification] button (Windows)
or the percentage in the lower left corner of the screen (Macintosh). On Windows computers, you can also
change the report’s page orientation or margins by clicking the [Options] button.

If you want to print the report, click the [Print] button.

To close the preview window, click the [Close] button (Windows) or the [Done] button (Macintosh).

Other Reading Quizzes

Other Reading Quizzes help you accurately measure the student’s comprehension of reading from

class reading materials, such as textbooks or magazines. The Management program includes two
screens where you can work with Other Reading Quizzes and your students’ quiz results.

On the Other Reading Quizzes tab at the Quizzes/Tests screen, you can install,  E

Clazzroom

preview, and delete Other Reading Quizzes. You can also delete a series. To install Bepars
. . . . Reading Practice
an Other Reading Quiz, see page 25. To go to this screen, click on the Go menu Qiher Reading

Preferences

and select Quizzes/Tests as shown.

Schaal
v Students

At the Other Reading screen, you can see the results of your students’ Other o |

. . . . . Clazsroom
Reading Quizzes. You can also edit quiz records and print TOPS Reports. To go to Repars
. . . v Reading Practice
this screen, click on the Go menu and select Other Reading as shown.

Preferences

School
Students
Classes
Buizzes/Tests
Preferences
Reports
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Other Reading Quizzes

Previewing Other Reading Quizzes

You can preview any quiz in your quiz list or take a sample quiz.

1. To go to the Quizzes/Tests screen, click on the Go menu and select Quizzes/Tests (Windows) or Quizzes &
Tests (Macintosh).

2. Click on the Other Reading
Quizzes tab toward the top of the screen.

"z Accelerated Reader Management-Administrator [_ =1
File Edt Go Quizzes/Tests Help

’ Ficading Practice Quizzes | Literacy Skills Tests | Other Reading Quizzes
3. Click on the quiz that you want to gl | 0uiein Lang| Tl Series [l BL Author ii
. Quizzes / Tests 902713 EN  Absent-Minded Toad (HS HSP, Collections, 200 LG 21 Rondén, Javier
preview. 902234 EN Adventures of Sojoumer | HM 2000, Legacy. L MG £.7 Wunsch, Susi T
900905 EN  Alie's Basketball Dream [ SF 2000, Gr. 3, Pupll L& 33 Batber, Babara
. . 902183 EN  Alone Against the Sea (H HM 2000, Legacy. Lil MG 4.3 Roessing. Wal
4. Click the [PI’GVIGW] button. 902195 EN__ Amelia Eathart: First Lady HM 2000, Legacy. Lil MG
. . . . | 300306 EN  Arthony Repnose: Bom t SF 2000. Gr. 3. Pupl 28 Cooper/Gordon
5. The Other Readlng Quiz Preview dlalOg 02210 EN Arachne the Spinner (HM Hi 2000, Legacy. Li 4.1 MeCaughrean,
. . 902721 EN  Baboon (HSP Edition]  HSP, Collections, 20 1.3 Banks, Kate
box shows you more information about the U019 EN  Bamaaming B Cole it 200, Logay L 56 Whim, Sy
; ; | 902139 N Batling Everest (HM Edi HM 2000, Legacy. Li 5.0 Bugan, Michae
quiz. If you would like to take a Sample 902714 EN  Bed Full of Cats (HSP Ed HSP, Collections, 200 1.9 Keller, Holy
; i ; 902223 EN  Beneath Blue Waters (Hh HM 2000, Legacy. Li £7 Kovacs/Madin
quiz, click the [Take a Sample Student OLHZ] 902237 EN  Belter Mousetiap (HM Ec HM 2000, Legacy. Li 31 Neuman, Collee
button. The quiz questlons will appear as 902726 EN  Big Big $ea (HSF Edifon HSF, Collections, 200 2.4 Waddell, Marin
. 902700 EN  Big. BigWall (5P Editior HSP, Collections, 200 0.7 Howard, Regin:
your students will see them. (Remember . aiazsss EN Bia Fig and Litle Fia iHS. HSF. Callections, 20t 09 McF’haw\.Dav_Ldlﬂ

that the program automatically shuffles T

answers.) In each question, click on an

answer; then, click the [Next] button. (If you want to quit the quiz before finishing it, press the <Ctrl> key and
the <A> key at the same time.) When the sample quiz is finished, the program will show you a Score Summary.
Click the [OK] button (Macintosh) or the [Close] button (Windows).

6. \When you have finished taking the sample quiz, you will return to the Quiz Preview dialog box. Click the [OK]
button.

Deleting Other Reading Quizzes

Teachers who are using the Administrator password can delete Other Reading Quizzes from the
quiz list. Keep in mind that students cannot take quizzes you delete unless you reinstall the quizzes.

1. Togo to the Quizzes/Tests screen, click on the Go menu and select Quizzes/Tests
(Windows) or Quizzes & Tests (Macintosh). e
Eeaging Practice
DOther Reading
Preferences

School
v Students
Classas

Preferences
Reports
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Other Reading Quizzes

2. Click on the Other Reading Quizzes tab

Ficading Practice Quizzes | Literacy Skills Tests ( | Other Reading Quizzes
3. Click on the quiz that you want to delete. 41 0w Lan[Tite e = T
cuizzes ] Tests 02719 EN  AbsentMinded Toad (HS HSP. Collections, 200 LG 21 Randn, Javier
[f you need to delete more than one, hold 02234 EN  Advertures of Sojourer | HM 2000, Legacy Lil MG 6.7 Wurssch, Susi 1
. 00905 EN  Alie's Basketball Dream [ SF 2000,Gr. 3. Pupl LG 3.3 Barber, Barbara
down the <Ctrl> ke\/ (WmeWS) or the 02182 EN Alone Against the Sea (H HM 2000, Legacy. Lil MG 4.9 Rosssing, Wal
. . . 302135 EN _Amela E arhart Fist Lady Hit 2000, Legacy. Lit MG
<38> key (Macintosh) as you click on the ST
uizzes [ 900306 EN  Anthony Reproso: Bom t SF 2000,Gr. 3. Pupl LG 23 Cooper/Gordon
q . 02210 EN  Arachne the Spinner (HM HM 2000, Legacy Lin MG 41 MeCaughrean,
902721 EN Baboon (HSP Ediion)  MSP. Collecionss, 200 LG 19 Barks, Kate
90213 EN  Bamstorming Bessie Cole HM 2000, Legacy Lit MG 5.6 Whilman, Syl
02139 EN  Batting Everest (HM Edi HM 2000, Legacy Lit MG 5.0 Burgan, Michae
02714 EN  Bed Full of Cats (HSP Ed HSP, Collections, 200 LG 1.9 Keler, Hally
902223 EN  Beneath Blue Waters (HY HM 2000, Legacy Lin MG 6.7 Kovacs/Madn
902237 EN  Better Mousetrap (HM Ec HM 2000, Legacy Lit MG 31 Neuman, Colee
902726 EN  Big Big Sea (HSP Ediion HSP. Collections, 200 LG 2.4 Waddell, Martn
02700 N Big. BigWall 5P Edilior HSP, Collections, 200 LG 0.7 Haward, Reegine
9i32593 EN BiaPig and Litle FiafHS HSP. Collectiors, 20 LG 03 Mcphan.oav_mlﬂ
4 »
18
4. Click on the Quizzes/Tests menu and
Install...
select Delete as shown. oty
Preview
. . - fddl
5. When the program asks if you are sure that you want to delete the quizzes, click the o
[Yes] button. The quizzes will be removed from the list. N
|mpart Teacher B iiEees.
Expurtilieachen uizzes.
Erpart far A6 BackEude.
Export Book Latels,
Erport HTRLE Bz st
Seislh Baok Levels..
Manage Series...
- - nese
Deletlng a Serles Oz Maintenance...

"z Accelerated Reader Management-Administrator [_ =1
File Edt Go Quizzes/Tests Help

toward the top of the screen.

Teachers who are using the Administrator password can delete an entire series of quizzes from the

quiz list. When you delete an Other Reading series, all quizzes that are part of that series are also

deleted and will not be available to your classes unless you re-install the quizzes. If you delete a

series that includes Reading Practice Quizzes, only the series name will be deleted, not the quizzes.

1.

To go to the Quizzes/Tests screen, click on the Go menu and select Quizzes/Tests (Windows) or Quizzes &
Tests (Macintosh).

Click on the Quizzes/Tests menu and select Manage Series as shown.

Install..
The Manage Series dialog box will appear. This dialog box lists all of the series that Bz
are currently installed; the list shows the series ID, series name, and the type of EST
quizzes in the series. Click on the name of the series that you want to delete. Q=0
|mport Teachen Huizzes...
In the dialog box, click the [Delete] button. e

Export Book Latels,

If the quizzes in the series are Other Reading Quizzes, the program will remind you that Erpat HTIAL Ghizlist.

all quizzes from this series will be deleted from the program. If the quizzes are Reading ~ __—=rtfiese
Practice Quizzes, the program will remind you that the quizzes will not be deleted. If %
you want to continue, click the [Yes] button.

The series will be removed from the dialog box. To close it, click [OK].
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Editing a Student’s Other Reading Quiz Record

If the record of a student’s Other Reading Quiz is incorrect, you can follow the steps below to
change the number of questions answered correctly, the date the quiz was taken, or the TWI
information (read to, read with, or read independently). Note: You may not be able to edit a quiz
record if you log in with a class password and the Classroom Restrictions preference is set up to
only allow administrators to edit quiz records; see page 98.

1. Click on the Go menu and select Other Reading to go to the Other Reading screen. If the
program asks you to choose the class you want to work with, click on the class name, and S,

BReports

click the [OK] button. You can choose all classes by clicking the [Select All Classes] button, |« feadnaPractica
or you can choose more than one class by holding down the <Ctrl> key (Windows) or the mﬁf
<38> key (Macintosh) as you click on the classes. Schol

Students
Clazees

2. Inthe list at the top of the Other Reading screen, click on the name of the student. (You o
may need to scroll down to see some names. You can also use Quick Find — see page 9.) RS

Reports

3. C||Ck on the Other Reading Quizzes tab * Accelerated Reader Management - 1st Grade Reading [John Donne)
at the bottom of the screen. SR
4. The Other Reading Quizzes tab lists the e
Other Reading Quizzes that the student Otner Reading || Kot betll
has taken. Scroll through the list or use ] |
Quick Find to find the quiz record you want | Fobsis szze
to change. Then, click once on the quiz. ﬁ e e
| i Literacy Skils Tests
5.  Click the [Edit] button. The Edit Other ]
Reading Quiz for (your student's name) | w2t N b F £
dlalog box Wl“ Open 3 902719 EM  Absent-Minded Toad (HSP Editior 4 5 194 21 08/21/2000
| e |
§_Closoon |
6. The top of the d|a|0g box shows the quiz Edit Other Reading Quiz for Chelsea Caok - A Bed Full of Cats (HSP Edition)
information. The Scoring section of the B
dialog box shows how many questionsthe [ B8 ew rer edion
student answered correctly. If you want to
change this number, click in the blank, QuizID: 902714 Seres HIPG103
delete the current number, and type the Loz ) Eagn o B e
correct number. (Notice that the et 18
information below the blank changes et oGt [ o
when you change the number.) Nirer fisins ot 5 T e ——
7. To change the date on which the quiz was e s
taken, click in the Date Taken blank in the — 7
Other section of the dialog box. Then,
delete the current date and type the e =

correct one.
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8. Tochange the TWI information (read to, read with, or read independently), click on the TWI drop-down menu
and choose the correct value.

9. When you have finished, click the [OK] button.

Deleting a Student’s Other Reading Quiz Record

You can delete the record of an Other Reading Quiz that a student has taken. Keep in mind that
this permanently deletes the quiz record. Before deleting an Other Reading Quiz record, you may
want to create an export file to back up the student’s record; see page 23. To delete an Other
Reading Quiz record, follow the steps below.

Note: You may not be allowed to delete a quiz record if you log in with a class password and the
Classroom Restrictions preference is set up to only allow administrators to delete quiz records; see

page 98.

1. Click on the Go menu and select Other Reading to go to the Other Reading screen. If the
program asks you to choose the class you want to work with, click on the class name, and e

click the [OK] button. You can choose all classes by clicking the [Select All Classes] button, | v feadngPrastice
or you can choose more than one class by holding down the <Ctrl> key (Windows) or the mﬁf

<&8> key (Macintosh) as you click on the classes. =S
2. Inthe list at the top of the Other Reading screen, click on the name of the student. (You S_Ifizeeiﬂests
may need to scroll down to see some names. You can also use Quick Find — see page 9.) E’_:éj’,f:m

3. Click on the Other Reading
Quizzes tab at the bottom of the screen.

L Accelerated Reader Management - 1st Grade Reading [John Donne) = B
Fle Edt Go OtherFeading Help

4. The Other Reading Quizzes tab lists the [

Gebert, Jeff

quizzes that the student has taken. Scroll omer Reading | Hee
through the list or use Quick Find (see Jahvson, Randy

page 9) to find the quiz record you want to Petate e

delete. Then, click once on the Other | Detailsfor:  ChelseaCaok

Reading Quiz. Literacy Skils Tests

902714 EM  Bed Full of Cats [HSP Edition], & 5
902721 EM  Baboon [HSP Edition] 448 19 08/21/2000
902719 EN Absent-Minded Toad [HSP Editior 4 194 21 08212000

5. Click on the Other Reading menu and select Delete as shown.

Edi...
6. The program will ask if you are sure that you want to delete the quiz record. If you want to %
continue, click [Yes]. The quiz record will be removed from the list on the Other Reading
Quizzes tab.
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Printing a TOPS Report for a Student’s Other Reading Quiz

Follow these steps to print or reprint the TOPS report for a student’s Other Reading Quiz. The
TOPS report provides valuable information about the student’s performance on this quiz and other
quizzes to date.

1. Click on the Go menu and select Other Reading to go to the Other Reading screen. If the
program asks you to choose the class you want to work with, click on the class name and BEESIE

Beports

click the [OK] button. You can choose all classes by clicking the [Select All Classes] button, | v fsadngPractics
and you can choose more than one class by holding down the <Ctrl> key (Windows) or the %
<$8> key (Macintosh) as you click on the classes. Schaal

Students
Classes

2. Inthe list at the top of the Other Reading screen, click on the name of the student. (You [
may need to scroll down to see some names. You can also use Quick Find — see page 9.) oternces

Reports

3. C'ICk on the other Reading . Accelerated Reader Management - 1st Grade Reading [John Donne]

File Edit Go QOtherReading Help

Quizzes tab at the bottom of the screen.

4. The Other Reading Quizzes tab lists

the quizzes that the student has taken. Otner Reading | | hgmliuigl

Scroll through the list or use Quick Find | T P

(see page 9) to find the quiz record you g £t 10P5.. [ noberc Jeee

want to print a TOPS report for. Then, | _ DotaleIl ROk

click once on the quiz. ]
5. Click the [Print TOPS] button. ] T o e et

] 902719 EM  Absent-Minded Toad (HSP Editior 4 5 194 21 o8/21/2000 |

6. The program may ask you which ] .

language you want to print the report in. j -

Click on a language. N

1. A preview window will open, showing you the student’s TOPS report for this quiz.

To change the magnification (zoom) of the report while you view it on your screen, click the [Magnification]
button (Windows) or the percentage in the lower left corner of the screen (Macintosh). On Windows
computers, you can also change the report’s page orientation or margins by clicking the [Options] button.

If you want to print the report, click the [Print] button.

To close the preview window, click the [Close] button (Windows) or the [Done] button (Macintosh).
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The Student Program

Students take their Reading Practice Quizzes, Literacy Skills Tests, and Other Reading Quizzes in

the Student program. The sections below explain how to start the program, how students log in,

and how they take a quiz or test.

Starting the Student Program

Follow the steps below to start the Accelerated Reader Student program.

1.

Windows: On the Taskbar, click the PR 3
[Start] button, Se|eCt Programs, erated Reader 6 lerated Reader - Student
SB|BCT Accelerated Reader 6’ and Accessolies 3 @ Accelerated Reader - Student Help

. Adobe L3 E Accelerated Reader - Management
Cl ICk Accelerated Reader - @ Adobe Acrobat 4 @ Accelerated Reader - Management Help

Programs
Student. o il Adiobs Acrobat 4.0 » [ Accelerated Reader - Data Doctor
i Documents 4 ALS 4 @ Accelerated Reader - Data Dactor Help

@ Setiings . AR BookGuide Fizad Mo

3

1= GuickTime 3

Find 3 Snag 3

@ Help 5TAR Math 4
e Internet Explarer 4

el Bun H MS-DOS Frompt v
72 Replace in Files L4
@ Windawes Explarer 4
@ WirZip L4

Macintosh: If your Accelerated Reader folder is 0 =—————13 Accelerated Reader —m8
not open, find the folder and double-click on it to 19 items, 4GB available

open it. Then, double-click the Accelerated 4 %
Reader@ StUdent icon. fecelerated Reader & Stude fccelerated Readr® Management

Accelerated Reader & Data Doctor

Accelerated Reader & Readme
il [ [«]»

ST

After you start the Student program, the Welcome screen will appear. Click anywhere in the window or press
any key on your keyboard. Once the Select your class or Select your name screen appears, your students
can log in. See the next section.
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Student Program

Logging in to Take a Quiz or Test

Your students can follow the steps below to log in to take a quiz or test. The Student Login
preference determines whether your students will be asked to choose a class as well as their name;
see page 104.

1. You may see the Select your class

screen first. If so, click on your class name;
then, click the [Login] button.

Select your class

Smith, Jane M,
Jones, Jim

2. When the Select your name screen Lo
appears, click on your name; then, click the
[Login] button.

Select your name

3. Next, the Student Password dialog box
will appear. Type your password and click
[OK]. (This is the password the teacher
assigned when adding or editing the
student information; see page 17.)

4. Once you have logged in, the Select a
button below screen will appear, and you

H 1 . Clacs: Graded ¢ e M. Smith)
are ready to begin a quiz or test. o il -

Taking a Quiz or Test

Follow the steps on the next page to take a quiz or test in the Student program. Notice that a few
preferences affect how the quiz or test works: the General Student preference, the Monitor
Password Usage preference, the TWI Monitoring preference, the TOPS Report preference, and the
TOPS Report Language preference.

Note: The Literacy Skills Test Retake preferences control the number of times that students can
retake Literacy Skills Tests. For a description of the Classroom version of this preference, see
page 93; for a description of the School preference, see page 100.

% mrated
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First, make sure you have logged in. (See the previous section.)

Next, click on the button for the type of
quiz or test you want to take: a Reading
Practice Quiz, Literacy Skills Test, or Other
Reading Quiz. Select a button below

The next screen will show a list of quizzes PR
or tests that you can take. Scroll through :
the list or use Quick Find (see page 9) to
find the quiz or test for the book that you o Dt g s
have read. Then, click once on the quiz or
test.

View Studert Record Beport

Click the [Take Quiz] or [Take Test] button. Clie et ade Read g (Uohn Borne)

Names ChelceaCook:
103

If TWI Monitoring is on (see page 105), you
will be asked how the book was read. Click
on a response; then, click the [0K] button.

DATE AND TIME RESTRICTIONS AND QUIZ BLOCKING RULES

If the teacher or Administrator has set up Date and Time Restrictions (see page 98), or if the teacher has set up
quiz blocking rules to prevent students from taking the quiz you're trying to take (see page 95), the program will
notify you that the quiz can't be taken. The test monitor may be able to override the restriction or rule depending
on the setting of the Monitor Override preference (see page 100); if so, the test monitor can enter the monitor
password as described in the next step.

If the monitor password is required before quizzes and tests, the Monitor Password dialog box will appear
next. The test monitor should type in his or her password and click the [0K] button. (The default password is
admin, but this may have been changed.) To change the monitor password requirement, the teacher or
administrator must change the Monitor Password Usage preference for the school or class; see pages 94
and 101.

The program may ask if you are sure that you want to take the quiz or test you have chosen. To continue, click
[Yes].

The quiz or test will begin. For each question, click on the answer you want to choose; then, click the [Next]
button or press the <Enter> key.

When the test is done, you may be asked how you liked the book. (The General Student preference controls
whether the program asks this question; see page 99.) Click on one of the answers; then, click the [Next]
button or press the <Enter> key. The answer will not affect your score.
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10. The Monitor Password dialog box may appear if the monitor password is required after quizzes and tests.
The teacher or test monitor should type the password and click the [OK] button.

11. The Scoring Summary will appear and show your score on the quiz or test. (It may also show the total points
depending on the setting in the General Student preference; see page 99.) Click the [OK] button.

12. The program may ask which language the TOPS report should be printed in. If so, click on a language to
continue. The TOPS Report Language Classroom or School preference determines whether students will be
asked this question. See pages 96 and 105.

13. The TOPS Report may be printed. The TOPS Report Classroom or School preference determines whether the
TOPS report is automatically printed after quizzes and tests. See pages 95 and 104.

Stopping a Quiz or Test

If you find you need to stop a test or quiz that is progress, press the <Ctrl> and <A> keys at the
same time. The program will ask if you want to stop taking the quiz. Click the [Yes] button. Then,
enter the monitor password (the default password is admin). Only teachers and test monitors can
stop a quiz or test because a password is required.

Viewing the Student Record Report

Students can follow the steps below to see their Student Record Report.
1. First, make sure you have logged in. (See page 72.)

2. Next, click on the [View Student Record 2 tod Roacer Student
Report] button. :

3. The Student Record Report Options
dialog box appears next. For the date
range in the report, click on “All” or P rite i ptos e
“School year.”

Select a button below

Student

£
@
-
(=]
(=)
=
« B

Take Literacy Skills Tests

4. For the sort order, click on “Title” or “Date
Taken.” Title will sort the quizzes
alphabetically. Date Taken will sort them
according to when you took the quizzes

Class? 15t Grade Readin: John Dohne)
and tests. Szl orselkeaang) !

5. Click the [OK] button. The Student Record
Report will appear in a preview window on
your screen.

Take Other Fieading Duizzes
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To change the magnification (zoom) of the report on your screen, click on the [Magnification] button (Windows)
or the percentage in the lower left corner of the screen (Macintosh). On Windows computers, you can also
change the margins and page orientation if you click the [Options] button.

If you want to print the report, click the [Print] button.

To close the preview window, click the [Close] button (Windows) or the [Done] button (Macintosh).

Viewing Goals and Points

Students can follow the steps below to see their goals and points.
1. First, make sure you have logged in. (See page 72.)

2. Next, click on the [View Goals and Points] e
button. :

3. The Student Summary dialog box will
appear. This dialog box shows your paints
earned, points goal, paints used, average
book level read, average book level goal,
and average percent correct for both the
marking period and the entire school year.
When you have finished viewing this
information, click the [Done] button.

Select a button below

Clsse st Crade\Reading|(John|Donre)
Names Chelsen Cook
)

Exiting (Quitting) the Student Program

After a student takes a quiz or test, views a Student Record Report, or views goals and points, the
program will return to either the Select your name screen or the Select your class screen. From

either screen, you can exit the program by clicking the [Quit] button.
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The Management program gives you access to two types of reports: Classroom and School. For this

reason, the program has two Reports screens; if you click on the Go menu, you will see Reports
listed twice — once in the Classroom section of the menu, and once in the School section. The
sections below summarize the differences between the Classroom and School reports. To make sure

you get the information you need, follow these steps to generate a report:

1. Customize it (if the report can be customized). (See page 77.)

2. Preview it to make sure it shows the information you need. (See page 79.)

3. Print the report. (See page 80.)

Note: TOPS Reports for each student quiz or test are available at the Reading Practice and Other

Reading screens.

Classroom Reports

Classraom

Reading Placge

To go to the Classroom Reports screen, click on the Go menu; then, select

Reports from the Classroom section of the menu as shown. Classroom reports

rovide information about your students work on quizzes and tests, includin
p y q g

scores, progress toward goals, certifications, points, TWI information, and team

standings. Some Classroom reports are forms that you can use to plan and record

student reading and points.

Other Reading
Preferences

School

Students
Classes
Huizzes/Tests
Preferences
Reports

Classroom Reports

Book Voting

Certificate

Certification Levels

Classroom Reading Plan Form

Diagnostic - Other Reading

Diagnostic - Reading Practice

Goal History

Goal-Setting Chart

Literacy Skills Chart

Literacy Skills Class Status

Literacy Skills Class Summary

Literacy Skills Student Summary

Marking Period Progress

Marking Period Progress Chart Form for RL 0.2-6
Marking Period Progress Chart Form for RL 5-12
Point Club Summary

Primary Student Reading Log Form

Quiz Blocking Rules

Quiz Takers - Other Reading

Quiz Takers - Reading Practice

Quiz Usage

Student List

Student Paints

Student Points Slip Form

Student Reading Log Form

Student Reading Plan Form

Student Record

Team Standing Chart

Team Status

Top Point Earners

TWI

Weekly Progress

Weekly Progress Chart Form for RL 0.2-6
Weekly Progress Chart Form for RL 5-12
Word Count

% Accelerated
. Reader




Reports

School Reports

To go to the School Reports screen, click on the Go menu; then, select Reports
. . Llassioom
from the School section of the menu as shown. School reports provide Repats
. . . . Reading Practice
schoolwide information about your students, classes, teachers, quizzes, tests, and Qther Reading

Preferences

school calendar. You can also print book labels from this screen.

School
Students
Classes
Duizzes/ Tests

School Reports

Book Labels

Class

Enrollment

Literacy Skills Test List
Master Student

Quiz List - Other Reading
Quiz List - Reading Practice
School Calendar
Schoolwide Summary
Setup

Teacher

Teacher-Made Quiz Question

Customizing a Report

By customizing a report, you can make sure it includes the information you need. Each report has
its own set of custom options, depending on the information that is available. Some reports cannot
be customized because they include standardized information.

To see which custom options are available for each Classroom report, see the table on pages 82 to
89. To see which custom options are available for each School report, see the table on pages 90
to 91.
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How to customize a report

Note: For step-by-step instructions for each report, click on the Management program’s Help menu to open help.

1.

10.
1.

To go to the Classroom Reparts screen, click on the Go menu and select  [E3 [ 5o |

Reports under Classroom. Pkl e,

To go to the School Reports screen, click on the Go menu and select TS skl
Other Reading Other Reading

Reports under School. Preferences —

i School School

Click on the report you want to generate. You may need to scroll down to Crecio Sukrts

See some I'BpOI’t names. Qalzzesﬂests Qalzzesﬂests
Preferences Preferences

If this report allows you to select the classes, students, quizzes, or tests et

that will be included, click the [Group] button on the left side of the
screen. Then, follow the instructions in the Wizard or Assistant to select your settings. (If Group options are
not available for this report, the program will notify you when you click the button.)

If the report allows you to select a date range for the work that will be included, click the [Date] button and
follow the instructions in the Wizard or Assistant to select the date range. Once you print the report, it will
show you the date range you have selected. (If Date options are not available for this report, the program will
notify you when you click the button.)

If the report allows you to customize other options, click the [Options] button and follow the instructions in the
Wizard or Assistant. (If other options are not available for this report, the program will notify you when you
click the button.)

Once you choose your custom options, you can save them so that you can use them again o
|ater. If you do not want to save your custom report settings, go to step 11. If you e
want to save them, click on the Reports menu and select Save Settings. EiaD

Date.

Options...

The Save Report Settings dialog box will open. First, click in the Group blank and type the
name of the group that you want to save the custom report settings in; if you want to use a
group that you've already created, click on the name in the list of groups on the left side of
the dialog box.

Heset to defaults

After you type or choose the group name, click in T

the Name blank and type a name for the report

settings. If you want to replace custom report Name: Deseiptor:

settings that you've already saved, click on the [Rook Voting -1 Cifises Ak Votng Frepan for o clased

name of the settings you want to replace. The EE'IWP: -
. . . |3ssraom Reporfs
saved custom report settings are listed in the
lower right section of the dialog box. Bt Hamme Base an
Schoal feports Ll [ schoosummantiData. Schookwide Summan

Click in the Description blank and type a brief
description of the custom settings that you are
saving. This will help you identify the custom

settings later. 4 _.f' [ | 0
Click the [Save] button. Bt e | cencel Help |

Next, you should preview the report to make sure
it shows the information you need. See the next section or page 81.
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Previewing Reports

You can preview a report to get the information you need without printing. If you plan to print a

report, previewing can help you check the information on the report and its margins, page size, and

orientation. If necessary, you can adjust page settings in the preview window.

PREVIEWING A REPORT USING CUSTOM SETTINGS YOU’VE SAVED

Some reports can be customized by clicking the [Group], [Date], and [Options] buttons (see page 77). If you have

customized one of these reports before, and you saved the custom settings you chose, you can either preview the
report with the custom settings that are active, or you can preview the report with the custom settings you saved.
If you are not sure which custom report settings are active, you can click on the report name and check the Group,

Date Range, and Options information at the bottom of the screen.

To preview the report with the active custom settings, follow the steps in this section.
To preview the report with the saved custom settings, see page 81.

1. Togo to the Classroom Reports screen, click on the Go menu and select =3

Classraom
Beports
Reading Practice
Other Reading
Preferences

Reports under Classroom. B
To go to the School Reports screen, click on the Go menu and select EETTER S
Other Reading
Reports under School. Preferences
School
2. Click on the report you want to preview. You may need to scroll down to IED
see some report names. .
Preferences
3. Click the [Preview] button. A Report Preview window will appear on ~ —ferts |

your screen. If you need to change the magnification (zoom) or the report

School
Students
Classes
Huizzes/Tests
Preferences

while you view it, or if you need to adjust the report page size or margins, use the buttons on the screen

(Windows) or the options in the Reports menu (Macintosh).

4. If you want to print the report, click the [Print] button. To close the preview window, click the [Close] button

(Windows) or the [Done] button (Macintosh).

Accelerated

.Reader

19



Reports

Printing Reports

Before you print a report, it is helpful to customize it (if possible) and preview it to make sure the
report includes the information you need.

PRINTING A REPORT USING CUSTOM SETTINGS YOU’VE SAVED

Some reports can be customized by clicking the [Group], [Date], and [Options] buttons (see page 77). If you have
customized one of these reports before, and you saved the custom settings you chose, you can either print the
report with the custom settings that are active, or you can print the report with the custom settings you saved. If
you are not sure which custom report settings are active, you can click on the report name and check the Group,
Date Range, and Options information at the bottom of the screen.

To print the report with the active custom settings, follow the steps in this section.
To print the report with the saved custom settings, see page 81.

1. Togo to the Classroom Reports screen, click on the Go menu and select =g 5o |
Reports under Classroom. Q“ﬁf% e,
To go to the School Reports screen, click on the Go menu and select TS skl
Other Reading Other Reading
Reports under School. Preferences —
i . School School
2. Click on the report you want to print. You may need to scroll down to see Crecio Crecio
some FepOl’t names. Qalzzesﬂests Qalzzesﬂests
Preferences Preferences
3. Click the [Print] button. e

4. Choose the appropriate settings in your computer’s standard Print dialog box and click the [Print] button
(Macintosh) or the [OK] button (Windows).
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Previewing or Printing Using Saved Custom Report Settings

When you customize a report (see page 77), you can save your custom settings so that you can use
them again for the report. If you have saved custom report settings, and youd like to preview or

print a report using those settings, follow the steps below.

1. Togo to the Classroom Reports screen, click on the Go menu and select =g 5o |
Reports under Classroom. Pkl e,
To go to the School Reports screen, click on the Go menu and select ReadnaPlates ReadnaPloctcs
Reports under School. Preferences —
Schoal Schoal
2. Click on the report you want to preview or print. You may need to scroll s s
down to see some report names. Quizzes/Tests Quizzes/Tests
;Zézr::ces Preferences
3. Click on the Reports menu and choose Manage Settings.
Preview..
4. The Manage Report Settings dialog box will open. The right side of this dialog box o
lists the Groups of report settings you have saved. Click on the group that includes the %Z:En's...

report settings you need.

Save Settings.

Manage Report Sellings Heset ta defaults

Use thiz dialog to Preview, Print, and Delete customized reports.

Freview I
Piint | Baak Yoting - 4l C
Delete |

Book “Yoting Report fgr all classes

/ Load I Cancel I Help I

l

5. The middle section of the dialog box lists the report settings that are in the group you've chosen. Click on the
report settings that you want to use.

6. To preview the report with the custom report settings, click the [Preview] button. To print the report without
previewing, click the [Print] button.

If you want to make the custom report settings active without previewing or printing right away, click the
[Load] button. Once you load the report settings, they will be used for the report until you exit the program or
customize the report again.

You can delete custom report settings by clicking on the name and clicking the [Delete] button.
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Report Descriptions

The following tables list the Accelerated Reader reports. The first table lists the Classroom reports,

and the second lists the School reports. The table tells you the name of each report, what

information you can customize with the [Group], [Date], and [Options] buttons, and what the

report includes. (To customize reports, see page 77.) Classroom reports provide information about

your class(es); they are found on the Classroom Reports screen. School reports provide information

about the school as a whole, quizzes, tests, and the software; they are found at the School Reports

screen.

Classroom Reports

Report What the report includes Options you can customize using
name the buttons on the screen
Book Voting | Also called “Our Favorite Books,” this report ranks the books that | Group: Choose the classes and
your students have taken quizzes for, from the most favorite to the | students to include.
least favorite. Since this report is based on student voting, it will be | Date: Choose the marking period,
empty if you have not enabled student voting using the General school year, today, all dates, or a
Student preference (see page 99). The report lists each book's rank, | range.
number of votes, overall rating, quiz number, title, author, book Options: Choose the grouping used
level, points, and type (fiction/nonfiction). and placement of page breaks.
Certificate You can use the Certificate to recognize students who have Group: Choose the classes and

achieved certifications through their work on Reading Practice
Quizzes. The certificates are based on the certifications listed at the
Reading Practice screen. For more about certifications, see

page 50.

students to include.

Date: Choose the marking period,
school year, today, all dates, or a
range.

Options: Choose the titles for
signature blanks and decide whether
you want to include a border.

Certification
Levels

This report lists the certifications (if any) that students have
achieved through their Reading Practice Quiz work. The report also
shows the dates on which the student achieved each certification.
You may notice that some Independent Reader certifications are
marked with an asterisk; this shows you that the certification
requires approval. The end of the report shows you how many
students have achieved each certification level. This report is based
on the certifications listed at the Reading Practice screen; for
more about certifications, see page 50.

Group: Choose the classes and
students to include.

Date: Choose the marking period,
school year, today, all dates, or a
range.

Options: Choose the grouping used
(by class, by certification, or none)
and placement of page breaks.
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Classroom Reports

Report What the report includes Options you can customize using
name the buttons on the screen
Classroom You can use this form to record and monitor your classroom goals by | None.

Reading Plan | hand. These classroom goals are based on your student goals for

Form each marking period. The form includes space for your class book
level goals, point goals, minimum average percent correct goals,
certification goals, other goals, and class at-risk goals. It can also
help you keep track of the class average GE score and the beginning
Zone of Proximal Development.

Diagnostic - | This report helps you monitor student work on Other Reading Group: Choose the classes and

Other Quizzes so that you can identify students who are struggling and students to include.

Reading need intervention. The report shows how many Other Reading Date: Choose the marking period,
Quizzes each student has taken and how many the student has school year, today, all dates, or a
passed. It also shows the average book level for the reading range.
material, the average percent correct, and the total passed word Options: Choose the grouping used
count. Then, the report shows the results of the latest quiz each (none or by class), placement of page
student took, including the quiz ID, date taken, book level, and breaks, the series to include, and the
percent correct. The report uses diagnostic codes to help you language of the quizzes included.
identify potential problems, including no quizzes taken, a low
average percent correct, or a very low average percent correct.

These codes are defined on the report.

Diagnostic - | This report helps you monitor student work on Reading Practice Group: Choose the classes and

Reading Quizzes so that you can identify students who are struggling and students to include.

Practice need intervention. The report shows how many Reading Practice Date: Choose the marking period,

Quizzes each student has taken and how many the student has
passed, the student’s book level goal and the average book level for
student quizzes, and the student’s average percent correct. The
report also shows each student’s point goal, the number of points
earned, the percentage of the goal achieved, the % of those points
earned on books read independently, and the percentage earned on
fiction books. Then, the report shows which certification each
student achieved last and the student’s certification goal (Working
Toward). The report uses diagnostic codes to help you identify
potential problems in the number of quizzes taken, the average
percent correct, and the number of points earned. These codes are
defined on the report. The Summary shows the overall Reading
Practice Quiz statistics for your class, including the number of
students at risk (with an average percent correct below 80%).

school year, today, all dates, or a
range.

Options: Choose the grouping used
(none or by class), placement of page
breaks, and the language of the
quizzes included.
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Classroom Reports

Report What the report includes Options you can customize using

name the buttons on the screen

Goal History | Use this report to monitor student progress toward book level and | Group: Choose the classes and
point goals for the marking period or the school year as a whole. For | students to include.
each student and marking period that you include, the report shows | Date: Choose either the marking
the student’s average percent correct, average book level, book period or the current school year.
level goal, the percentage of the book level goal achieved, the Options: Choose the grouping used
number of points earned, the points goal, the percent of the points | (none or by class) and placement of
goal achieved, and the highest certification achieved. (A footnote | page breaks.
explains the certifications listed in the last column of the report.)

Goal-Setting | You can use this chart to determine your students’ initial zone of None.

Chart proximal development (ZPD) based on their Grade-Equivalent
scores. The chart also helps you set point goals for your students.

Literacy This report creates a chart for each of the students you include. This | Group: Choose the classes to

Skills Chart | chart graphs the student’s performance on the 24 literacy skills, include.
which are grouped into four categories: Initial Understanding, Date: Choose the marking period,
Literary Analysis, Inferential Comprehension, and Constructing school year, today, all dates, or a
Meaning. The report also compares each student’s performance to | range.
that of the class as a whole. Options: Choose the grouping used

(none or by class) and the placement
of page breaks.

Literacy This report shows how each of your students is performing on the | Group: Choose the classes and

Skills Class | 24 literacy skills. These skills are grouped into four charts labelled | students to include.

Status Initial Understanding, Literary Analysis, Inferential Comprehension, | Date: Choose the marking period,
and Constructing Meaning. Each table lists the literacy skills in that | school year, today, all dates, or a
category and the students you've included. Then, for each literacy | range.
skill and student, the report shows the number of questions Options: Grouping used (none or by
answered correctly, the total number (possible), and the percent class) and the placement of page
correct. breaks.

Literacy This report shows how your class as a whole is performing on the | Group: Choose the classes to

Skills Class | 24 literacy skills. These skills are grouped into four tables labelled | include.

Summary Initial Understanding, Literary Analysis, Inferential Comprehension, | Date: Choose the marking period,

and Constructing Meaning. Each table lists the literacy skills in that
category. Then, for each literacy skill, the report shows the number
of questions the class answered correctly, the total number
(possible), and the overall class scores (percent correct).

school year, today, all dates, or a
range.

Options: Choose the grouping used
(none or by class), placement of page
breaks, and sorting used (by class or
teacher).
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Classroom Reports

Report What the report includes Options you can customize using
name the buttons on the screen
Literacy This report is similar to the Literacy Skills Class Summary; however, | Group: Choose the classes and
Skills instead of showing how your class as a whole is performing on the | students to include.
Student 24 literacy skills, the report provides information about each Date: Choose the marking period,
Summary student that you choose to include. The literacy skills are grouped | school year, today, all dates, or a
into four tables labelled Initial Understanding, Literary Analysis, range.
Inferential Comprehension, and Constructing Meaning. Each table | Options: Choose the grouping used
lists the literacy skills in that category. Then, for each literacy skill, | (none or by class) and the sorting
the report shows the number of questions the student answered used (by class or teacher).
correctly, the total number (possible), and the overall student scores
(percent correct).
Marking This report provides a table that includes all of your marking Group: Choose the classes to
Period periods. For each marking period, the report shows the number of | include.
Progress students, average book level, total Reading Practice points earned, | Options: Include or omit charts.
median of points earned, average percent correct, and percent
at-risk (with an average percent correct below 80%). The table also
includes class totals for your entire school year to date. If you wish,
you can also include bar charts for each piece of information
included in the table.
Marking This form is for manually monitoring student progress toward the None.
Period goals for each marking period. You can use it to monitor book level
Progress goals, point goals, average percent correct goals, total point goals,
Chart Form and certification level goals. The form is intended for students with
forRL0.2-6 | reading levels up to 6.
Marking This form is for manually monitoring student progress toward the None.
Period goals for each marking period. You can use it to monitor book level
Progress goals, point goals, average percent correct goals, total point goals,
Chart Form and certification level goals. The form is intended for students with
for RL 5-12 reading levels of 5-12.
Point Club This report lists the students who qualify for the point clubs you Group: Choose the classes and
Summary include. Before you preview or print this report, you should click the | students to include.

[Options] button to choose the point club levels you want to include.
(Note that you can choose to only include the highest club for each
student.) The report lists your students, their highest point club, the
date on which they qualified for the club (joined it), their grade,
their total points, their class, their teacher, and their team (if
applicable). Then, the report shows the total number of members in
each point club.

Date: Choose the marking period,
school year, today, all dates, or a
range.

Options: Choose the point clubs
included, grouping used (none, by
class, or by point club), and the
placement of page breaks.
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Classroom Reports

Report What the report includes Options you can customize using
name the buttons on the screen
Primary You can use this form to help your primary-grade students record None.
Student the daily reading they do in and out of class.
Reading Log
Form
Quiz This report lists the rules that you have created to block students or | Options: Choose the rules to include
Blocking classes from taking some or all Reading Practice Quizzes. To create | (all rules or a range).
Rules these rules, you need to use the Quick Blocking Rules Classroom
preference; see page 95. For each rule, the report shows the rule
number, teacher name, and a description.
Quiz Takers - | For each quiz you include, this report shows the quiz ID, title, author, | Group: Choose the classes, students,
Other book level, number of words, language, type (fiction/nonfiction) and | series, and Other Reading Quizzes
Reading number of questions. Then, it lists the students who have taken the | included.
quiz, the number of questions each student answered correctly, Date: Choose the marking period,
each student’s percent correct, the number of words the studentis | school year, today, all dates, or a
credited for, and the date on which the student took the quiz. range.
Quiz Takers - | For each quiz you include, this report shows the quiz ID, title, author, | Group: Choose the classes, students,
Reading book level, number of words, language, type (fiction/nonfiction) and | and Reading Practice Quizzes
Practice number of questions. Then, it lists the students who have taken the | included.
quiz, the number of questions each student answered correctly, Date: Choose the marking period,
each student’s percent correct, the number of points the student school year, today, all dates, or a
earned, and the date on which the student took the quiz. range.
Quiz Usage | This report lists the Reading Practice Quizzes taken by the selected | Group: Choose the classes and
students or classes in the time period you specify. (See the custom | students included.
options listed to the right.) For each quiz, the report shows the rank | Date: Choose the marking period,
by number of times taken, the quiz ID, the title, the number of times | school year, today, all dates, or a
passed/taken, the total percent correct possible (based on the range.
number of students who passed the quiz), and the overall percent | Options: Choose the grouping used
correct. (none or by class), placement of page
breaks, Reading Practice Quizzes
included by the number of times
taken, and sorting used (by quiz ID,
title, or rank).
Student List | This report lists the students and classes you choose to include. The | Group: Choose the classes and

report shows each student’s name, ID number, date of birth, grade,
and team (if applicable). It can include student passwords.

students included.

Options: Choose the grouping used
(none or by class), placement of page
breaks, and inclusion of student
passwords.
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Classroom Reports

Report What the report includes Options you can customize using
name the buttons on the screen
Student For each student you include, the report shows the student name, | Group: Choose the classes and
Points points earned, points used, and points available. Points earned are | students to include.
the points your students received for passing Reading Practice Date: Choose the marking period,
Quizzes; they are based on the student’s score. The earned points | school year, today, all dates, or a
may also include points you have awarded to your students. Points | range.
used are points that were taken from the student’s total because Options: Choose the grouping used
the student used them for some purpose in your school. Points (none or by class) and placement of
available are the number of points that your student still has based | page breaks.
on what the student earned and used. The last column of the report
includes blanks where you can fill in the number of points your
students spend. For more on points, see page 41.
Student This report provides a student points slip for each of the students | Group: Chose the classes and
Points Slip you choose to include. Students can use these slips to spend their | students to include.
Form points. Each slip includes the student’s name, ID, class, and points
available. It also includes blanks for the number of points spent or
credited. The slip includes blanks for the student’s signature and the
teacher’s signature.
Student This form is used by Independent Readers to record their daily None.
Reading Log | reading. Teachers can use it to monitor their students' daily reading
Form practice. The form includes space for the book's title, its book level,
the number of points, the date, the range of pages read in class, the
range of pages read out of class, the percent correct on the quiz, the
teacher's initials, and teacher notes.
Student You can use this form to manually record a student’s reading goals | None.
Reading Plan | and actual performance for each marking period. The form includes
Form blanks for the goal and actual performance for each marking period

and goal type: book-level goals, point goals, average percent
correct goals, certification goals, and other goals. It also includes
blanks where the student, teacher, and parents can sign the form
for each marking period.
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Classroom Reports

Report What the report includes Options you can customize using
name the buttons on the screen
Student This report can show Reading Practice Quiz, Other Reading Quiz, Group: Choose the classes and
Record and Literacy Skills Test performance for each student you choose to | students to include.
include. (By customizing the report, you also choose which types of | Date: Choose the marking period,
quizzes and tests to include.) For Reading Practice Quizzes, the school year, today, all dates, or a
report includes each quiz's ID, title, questions answered correctly/ | range.
total questions (possible), percent correct, book level, Options: Choose the sorting used (by
fiction/nonfiction, TWI information, points earned/points possible, | date taken or by title), grouping used
and the date the quiz was taken. (Note that the report identifies (none or by class), placement of page
quizzes taken with voice enabled.) For Other Reading Quizzes, the | breaks, and the types and languages
report shows similar information; however, it includes total word of quizzes and tests included.
count instead of points. For Literacy Skills Tests, the report shows
the test ID, title, questions correct/possible, percent correct, book
level, fiction/nonfiction, and date. The report ends with a summary
of student performance on both types of quizzes and Literacy
Skills Tests.
Team This report includes a bar graph that shows how well your teams Group: Choose the classes to
Standing are progressing toward their overall team goals. The chart can be | include.
Chart based on the book level goals, the points goals, or both. You can Date: Choose the marking period.

only use the chart for a specific marking period.

Options: Choose the grouping used
(none or by class), placement of page
breaks, and the value(s) to use for the
chart's horizontal axis.

Team Status

For each team in the classes you include, this report lists the
students and their progress toward goals. The report shows each
student’s progress toward book level goals and points goals, the
student’s average percent correct, and the student’s combined
percent correct.

Group: Choose the classes and
students to include.

Date: Choose the marking period.
Options: Choose the grouping used
(none or by class) and the placement
of page breaks.

Top Point
Earners

This report lists your students by the number of points they have
earned. You can choose to include all students or only the top point
earners. The report shows each student’s rank, name, points
earned, class, and team (if applicable).

Group: Choose the classes and
students included.

Date: Choose the marking period,
school year, today, all dates, or a
range.

Options: Choose the grouping used
(none or by class), placement of page
breaks, student point earners to
include, and sorting used (by rank or
name).
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Classroom Reports

Report What the report includes Options you can customize using

name the buttons on the screen

TWI This report summarizes your students’ Reading Practice Quiz results | Group: Choose the classes and
for books read to each student, books read with the student, and students to include.
books read independently. For each type, the report shows how Date: Choose the marking period,
many Reading Practice Quizzes were passed and taken. It also school year, today, all dates, or a
shows the average book level, points, the % of points, and the range.
average percent correct. The report provides this information for Options: Choose the grouping used
quizzes on fiction books, nonfiction books, and all books. At the end | (none or by class) and the placement
of the report, you'll find a summary of information for all students. | of page breaks.

Weekly This report shows your students’ Reading Practice Quiz activity for | Group: Choose the classes and

Progress the time period you select. Each student’s quiz activity is shown students to include.
separately. For each week in that time period, the report shows the | Date: Choose the marking period,
date the week started, the number of school days in the week, the | school year, today, or a range.
number of quizzes passed/taken, the average percent correct, the | Options: Choose the grouping used
total points earned from those quizzes, the average points per day, | (none or by class) and the placement
the average book level, and the average points per book. The report | of page breaks.
then gives you overall information from all weeks, including the
average increase per week in points per day, average book level,
and average points per book.

Weekly Using this form, students can monitor their progress towards their | None.

Progress goals for each week in the marking period. The form includes charts

Chart Form for each type of goal. This form is for students with a reading level

forRL0.2-6 | from 0.2 to 6.

Weekly Using this form, students can monitor their progress towards their | None.

Progress goals for each week in the marking period. The form includes charts

Chart Form for each type of goal. This form is for students with a reading level

for RL5-12 from51to 12.

Word Count | For each student, this report lists the total number of Reading Group: Choose the classes and

Practice Quizzes passed/taken, the word count for the passed
quizzes, the number of Other Reading Quizzes passed and taken, the
word count for the passed quizzes, and the total word count for all
quizzes.

students to include.

Date: Choose the marking period,
school year, today, all dates, or a
range.

Options: Choose the grouping used
(none or by class) and the placement
of page breaks.
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School Reports

Report What the report includes Options you can customize using

name the buttons on the screen

Book Labels | Use this report to print labels for each of the books that you have | Group: Choose the Reading Practice
Reading Practice Quizzes for. This will make it easier for you and Quizzes you want to print labels for.
your students to find and identify those books. Before you preview | Options: Choose the sorting used (by
or print labels, be sure to click the [Group] button to select the ID, title, author, book level, fiction/
quizzes you want to print labels for, and click the [Options] button to | nonfiction, or points), the information
choose the information and format of your labels. In addition to the | to include on your labels, the label
title and author, your labels can include the quiz ID, points, and book | type, the start position, and the
level. number of labels per quiz.

Class This report lists your Accelerated Reader classes, the teacher for None.
each class, and the students enrolled in each class.

Enrollment This report lists the students in Accelerated Reader, each student’s | None.
class (or “Not Enrolled” if the student is not enrolled in a class), and
each student’s teacher.

Literacy This report lists your Literacy Skills Tests (or the ones you chose to | Group: Choose the tests to include.

Skills Test include). The report includes each test’s ID number, title, author, Options: Choose the sorting used (by

List interest level, book level, language, and type (fiction or nonfiction). | ID, title, author, book level, or fiction/
The interest level shows the grade levels for which the book is most | nonfiction).
appropriate: LG (lower grades, K-3), MG (middle grades, 4-8), or UG
(upper grades, 9-12).

Master This report lists the students in the Accelerated Reader database. | None.

Student The report shows each student’s name, ID, birth date, gender (M/F),
grade, race, and characteristics.

Quiz List - This report lists the Other Reading Quizzes you have chosen to Group: Choose the series and Other

Other include. (Be sure to click the [Group] button to choose quizzes before | Reading Quizzes to include.

Reading you preview or print the report.) The report includes each quiz's ID | Options: Choose the sorting used (by
number, title, author, interest level, book level, word count, ID, title, author, book level, or fiction/
language, and type (fiction/nonfiction). The interest level shows the | nonfiction).
grade level for which the book is most appropriate: LG (lower
grades, K-3), MG (middle grades, 4-8), or UG (upper grades, 9-12).

Quiz List - This report lists the Reading Practice Quizzes you have chosen to Group: Choose the Reading Practice

Reading include. (Be sure to click the [Group] button to choose quizzes before | Quizzes to include.

Practice you preview or print the report.) The report includes each quiz's ID | Options: Choose the sorting used (by

number, title, author, interest level, book level, point value,
language, and type (fiction/nonfiction). It also identifies recorded
voice quizzes. The interest level shows the grade level for which the
book is most appropriate: LG (lower grades, K-3), MG (middle
grades, 4-8), or UG (upper grades, 9-12).

ID, title, author, book level, fiction/
nonfiction, or points).
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School Reports

Report What the report includes Options you can customize using
name the buttons on the screen
School This report shows all of the dates you defined in the School Year None.
Calendar preference. (See page 110.) The report includes the start and end
dates for your marking periods and the school year as a whole, the
total days, and the number of days that are school days. It also
shows your days off, their start and end dates, and the total number
of days off.
Schoolwide | For each grade, this report lists your classes. For each class, the Group: Choose the classes and
Summary report shows the class name, grade, number of students, average | students to include.
book level, % correct, paints, median of points, and % at risk (with | Date: Choose the marking period,
an average % correct below 80%). The report then summarizes this | school year, today, all dates, or a
information for each grade. The end of the report provides range.
information for students in all grades.
Setup This report provides your Accelerated Reader serial number, school | None.
name, school location, and student capacity. Then, it provides
information about your computer and the Renaissance Learning
software being used on this computer.
Teacher This report lists teachers and the classes they've been assigned to. | None.
Teacher- For each of the teacher-made quizzes you've included, this report Group: Choose the teacher-made
Made Quiz shows the quiz ID number, title, author, book level, points, number | Reading Practice Quizzes you want to
Questions of words, language, type (fiction/nonfiction), and number of include.

questions. Then, the report lists the actual questions from the quiz
with the four possible answers. The correct answer is marked with
an asterisk.

TOPS Reports

TOPS reports provide feedback to you and your students about each quiz and test that each

student has taken. In the Management program, you can print or reprint TOPS reports for a

student’s Reading Practice Quiz (see page 40), Literacy Skills Test (see page 64), or Other Reading
Quiz (page 70). You can use the TOPS Report Classroom preference to control whether the TOPS
report will print automatically after each quiz and test; see page 95. The School TOPS Report

preference controls this setting for all classes; see page 104. The Classroom and School TOPS

Report Language preferences determine whether students and teachers can choose the language

that the TOPS report will be printed in (see pages 96 and 105).
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Preferences

The Management program gives you access to two types of preferences: Classroom and School. For

this reason, the program has two Preferences screens; if you select the Go menu, you will see
Preferences listed twice — once in the Classroom section of the program, and once in the School
section. Classroom preferences only affect the class(es) you are working with now; the title bar at
the top of the screen shows the class name and teacher. School preferences affect everyone who uses

92

the Accelerated Reader software. The table below summarizes the differences between the

Classroom and School preferences.

An overview: Classroom vs. School Preferences

of the program:
select the Go menu,
and select
Preferences from
the School section
of the menu.

schoolwide program
settings (such as
data location or
Class Privileges).

Preference . Password Preference
Location Purpose .
type required name

Classroom The Classroom To control program The Literacy Skills Test Retakes
section of the options for your Administrator | Monitor Password Usage
program: select the class. password or | Other Reading Series
Go menu, and select the password | Quiz Blocking Rules
Preferences from assignedto | TOPS Report
the Classroom your class(es). | TOPS Report Language
section of the menu. Voice Enabled Quizzes

School The School section | To control general Administrator | Certification

Class Privileges

Classroom Restrictions

Data Location

Date & Time Restrictions
General Student

Literacy Skills Passing Percent
Literacy Skills Test Retakes
Login

/] Monitor Override

8 Monitor Password Usage
- Network Setup

2 School Name

) School Year

Y Security

&, Student Capacity

Student Characteristics
Student Login

TOPS Report

TOPS Report Language

TWI Monitoring

Update to ATOS Book Levels
Upgrade Data
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Classroom Preferences

Classroom preferences only affect the class(es) you are working with now; the title bar at the top of

the screen shows the class name and teacher. To change these preferences, you'll need a password

that gives you access to the class you want to work with (either the Administrator password or the

password assigned to the class). The table below lists the Classroom preferences, what they do, and

how to change the settings.

To go to the Classroom Preferences screen, click on the Go menu and select Classroom. Then,

click the [Preferences] button.

Classroom Preferences

Preference What it does How to change it

Name

Literacy Using this preference, you can control | 1. To go to the Classroom Preferences screen, click on the
Skills Test | the number of times that a student in Go menu and select Preferences in the Classroom
Retakes your class can retake the same section of the menu.

Literacy Skills Test. You can use the
number of retakes allowed in the
School version of this preference (see
page 100), or you can choose a
different number of retakes for

your class.

Please note: This preference is only
available if someone with the
Administrator password has given you
permission to change it. To do this,
the Administrator must use the Class
Privileges preference at the School
Preferences screen; see page 97.

2. Click once on the Literacy Skills Test Retakes
preference in the list.

3. Click the [Edit] button. (The program will notify you if you
do not have permission to change the preference.)

4. Inthe Literacy Skills Retake Preferences dialog box,
click on one of the options. You can choose to use the
setting for the School version of this preference (also
called Literacy Skills Test Retakes), or you can choose a
different setting for your class. If you choose “Use class
preference setting,” be sure to click on the number of
retakes you want to allow: 0, 1, or 2.

5. When you have finished, click the [OK] button.
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Preferences

Classroom Preferences

Series

e Choose the Other Reading Series
that you want to be available to your
class.

e Choose the passing percentage
required for Other Reading Quizzes.

Students cannot take Other
Reading Quizzes until you use this
preference to make the series
available to your class.

Preference What it does How to change it
Name
Monitor Using this preference, you can control | 1. To go to the Classroom Preferences screen, click on the
Password when a monitor password is required Go menu and select Preferences in the Classroom
Usage when your students take quizzes and section of the menu.
tests. You can use the requirementsin | 2, Click once on the Monitor Password Usage preference
the School version of this preference in the list.
(see page 101), or you can choose 3. Click the [Edit] button. (The program will notify you if you
different requirements for your class. do not have permission to change the preference.)
) . 4. Inthe Monitor Password Preferences dialog box, click
Please note: This preference is only on one of the options. You can choose to use the setting
available if someone with the for the School version of this preference (also called
Administrator password has given you Monitor Password Usage), or you can choose a different
permission to change it. To do this, setting for your class. If you choose “Use class preference
the Administrator must use the Class settings,” be sure to check the boxes for the requirements
Privileges preference at the School you want to use for your class(es). To check a box or
Preferences screen; see page 97. remove a check, click in the box.
5. When you have finished, click the [OK] button.
Other Using this preference, you cando two | 1. To go to the Classroom Preferences screen, click on the
Reading things: Go menu and select Preferences in the Classroom

section of the menu.

2. Click once on the Other Reading Series preference in the
list.

3. Click the [Edit] button. The Other Reading Series Class
Preference dialog box will list the series you're using
now.

4. If youwant to add a series, click the [Add] button. The Add
Series to Class dialog box will appear. Click on the series
that you want to add; then, click the [OK] button to go back
to the Other Reading Class Series dialog box.

5. If you want to remove a series so that it is not available to
your class, click on it first; then, click the [Remove] button.
The series will be removed from the list.

6. If you want to change the passing percentage for Other
Reading Quizzes, click on the Options tab at the top of the
dialog box. On the options tab, click in the blanks and type
the passing percentage that you want to require.

1. When you have finished changing the Other Reading
Series preference, click the [OK] button.
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Classroom Preferences

Preference . .

What it does How to change it
Name
Quiz Using this preference, you can prevent | 1. To go to the Classroom Preferences screen, click on the
Blocking classes, students, or grades from Go menu and select Preferences in the Classroom
Rules taking all quizzes, quizzes at certain section of the menu.

book levels, quizzes with certain point
values, or specific quizzes. To do this,
you create rules.

You can also use this preference to
change or delete quiz-blocking rules
that you've already created.

The Monitor Override preference at
the School Preferences screen
determines whether test monitors
have the authority to override quiz
blocking rules. See page 100.

2. Click once on the Quiz Blocking Rules preference in the
list.

3. Click the [Edit] button. The Quiz Blocking Preferences
dialog box will list the rules you're using now.

4. If you want to add a quiz-blocking rule, click the [Add]
button. A Wizard or Assistant will start. Follow the
instructions on each panel to choose the criteria for your
rule. You can choose the students, classes, or grades to
block and the quizzes you want to block. To go on to the
next panel, click [Next]. To go back, click [Back]. At the last
panel, click [Finish] (Windows) or [Done] (Macintosh).

5. If you want to change a quiz-blocking rule, click on it in the
list; then, click the [Edit] button. Follow the instructions in
the Wizard or Assistant as you did when you added the
rule.

6. If you want to delete a quiz-blocking rule, click on it in the
list. Then, click the [Delete] button. When the program
asks if you are sure that you want to delete the rule, click
[Yes] if you want to continue.

1. When you have finished adding, changing, or deleting
quiz-blocking rules, click the [OK] button.

TOPS Report

Using this preference, you can control
whether the TOPS report prints
automatically after passed or failed
Reading Practice Quizzes, Literacy
Skills Tests, and/or Other Reading
Quizzes. You can use the settings from
the School version of this preference
(see page 104) or different ones for
your class.

Please note: This preference is only
available if someone with the
Administrator password has given you
permission to change it. To do this,
the Administrator must use the Class
Privileges preference at the School
Preferences screen; see page 97.

1. To go to the Classroom Preferences screen, click on the
Go menu and select Preferences in the Classroom
section of the menu.

2. Scroll down to the TOPS Report preference and click on it
once.

3. Click the [Edit] button. (The program will notify you if you
do not have permission to change the preference.)

4. Inthe TOPS Report Preferences dialog box, click on one
of the options. You can choose to use the setting for the
School version of this preference (also called TOPS
Report), or you can choose a different setting for your
class. If you choose “Use class preference settings,” be
sure to check the boxes for the requirements you want to
use for your class(es). To check a box or remove a check,
click in the box.

5. When you have finished, click the [OK] button.
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Preferences

Classroom Preferences

Preference What it does How to change it

Name

TOPS Report | Using this preference, you can control | 1. To go to the Classroom Preferences screen, click on the
Language how the program determines the Go menu and select Preferences in the Classroom

language for your students’ TOPS
reports. You can use the settings from
the School version of this preference
(see page 105) or different ones for
your class. If you use your own class
settings, you can ask the student to
choose a language or print all TOPS
reports in English.

Please note: This preference is only
available if someone with the
Administrator password has given you
permission to change it. To do this,
the Administrator must use the Class
Privileges preference at the School
Preferences screen; see page 97.

section of the menu.

2. Scroll down to the TOPS Report Language preference
and click on it once.

3. Click the [Edit] button. (The program will notify you if you
do not have permission to change the preference.)

4. Inthe TOPS Report Language Preferences dialog box,
click on one of the options. You can choose to use the
setting for the School version of this preference (also
called TOPS Report Language), or you can choose a
different setting for your class. If you choose “Use class
preference settings,” be sure to click on the language
option that you want to use for your class(es).

5. When you have finished, click the [OK] button.

\oice
Enabled
Quizzes

Using this preference, you can control
your students’ access to voice for your
recorded voice quizzes. If you only
want your students to read the
questions and answers on the screen,
you can block access to the recorded
voice. If you want your students to
hear the quiz questions as they read
them, you can give them access to
the voice.

1. To go to the Classroom Preferences screen, click on the
Go menu and select Preferences in the Classroom
section of the menu.

2. Scroll down to the Voice Enabled Quizzes preference
and click on it once.

3. Click the [Edit] button to open the Voice Enabled Quiz
Preference dialog box.

4. Click on one of the three options. You can make the
recorded voice portion of the quiz available to all students,
students who choose “Read To" or “Read With” (if TWI
monitoring is on — see page 105), or none of your
students.

5. After you click on an option, click the [OK] button.

School Preferences

School preferences are general program preferences; they affect how the Accelerated Reader

software works for everyone. To change these preferences, you must log in to the Management

program using the Administrator password. The table on the next few pages lists the School

preferences, what they do, and how to change the settings. To go to the School Preferences screen,

click on the Go menu and select School. Then, click the [Preferences] button.
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School Preferences

Preference
Name

What it does

How to change it

Certification

Using this preference, you can set the
minimum scores that are required on
Reading Practice Quizzes that count
toward certifications. If the student's
score is below this level, the quiz will
not count toward a certification goal,
even if the score allows the student to
pass the quiz. (Students pass
5-question and 10-question quizzes by
scoring 60% or higher; they pass
20-question quizzes by scoring 70% or
higher.)

Reminder: You can only change this
preference if you log into the program
with the Administrator password.

1. To go to the School Preferences screen, click on the Go
menu and select Preferences in the School section of
the menu.

2. Click once on the Certification preference in the list.

3. Click the [Edit] button. The Certification Preference
dialog box will open.

4. Click on one of the options in the dialog box. If you choose
the first option, the required score will be 60% for shorter
Reading Practice Quizzes and 70% for longer ones. If you
click on the second option, the required score will be 80%
for all Reading Practice Quizzes.

5. When you have finished, click the [0K] button.

Class Privileges

Four preferences appear on both the
Classroom Preferences screen and
the School Preferences screen: the
Literacy Skills Test Retakes, Monitor
Password Usage, TOPS Report, and
TOPS Report Language preferences.
The administrator can use the School
versions of these preferences to
choose a setting for the entire school.
However, teachers can use the
Classroom version of these
preferences to override the School
preference settings. If you need to
make sure that the entire school is
using the same requirements, you can
use the Class Privileges preference to
prevent teachers from changing the
Classroom versions of these
preferences.

Reminder: You can only change this
preference if you log into the program
with the Administrator password.

1. To go to the School Preferences screen, click on the Go
menu and select Preferences in the School section of
the menu.

2. Click once on the Class Privileges preference in the list.

3. Click the [Edit] button. The Classroom Privileges
Preferences dialog box will open.

4. The dialog box has four check boxes: one for each of the
preferences. If a box is checked, teachers can change that
Classroom preference. If not, teachers cannot change the
Classroom preference, so the School preference settings
will always be used. Click in the boxes if you need to check
them or remove a check from them.

5. When you have finished, click the [0K] button.
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Preferences

School Preferences

Preference
Name

What it does

How to change it

Classroom
Restrictions

This preference determines who has
permission to edit or delete students’
quiz and test records or add student
quiz records.

Reminder: You can only change this
preference if you log in with the
Administrator password.

6.

To go to the School Preferences screen, click on the Go
menu and select Preferences in the School section of
the menu.

Click once on the Classroom Restrictions preference in
the list.

Click the [Edit] button. The Classroom Restrictions
dialog box will open.

The first check box determines who can delete students’
records of individual Reading Practice Quizzes, Literacy
Skills Tests, or Other Reading Quizzes. If the box is
checked, anyone can do this in the Management program;
if not, only those who log in with the Administrator
password can delete the records. Click on the box if you
need to check it or remove a check.

The second check box determines who can add Reading
Practice Quiz records or edit any quiz or test record. Click in
the box to check it or remove a check.

When you have finished, click the [OK] button.

Data
Location

This preference determines which
database the Accelerated Reader
software is using. You can use the
preference to create a new database,
connect to a database you've already
created, or switch to (or from) sample
data.

See "Changing Your Data Location” on page 107.

Date & Time
Restrictions

You can use this preference to restrict
the dates and times when students
can take quizzes and tests. You can
prevent students from taking quizzes
or tests before or after specific dates
or times. You can also prevent
students from taking quizzes and tests
on weekends. Reminder: You can
only change this preference if you log
in with the Administrator password.

The Monitor Override preference at
the School Preferences screen
determines whether the test monitor
can override these restrictions. See
page 100.

To go to the School Preferences screen, click on the Go
menu and select Preferences in the School section of
the menu.

Click once on the Date & Time Restrictions preference
in the list.

Click the [Edit] button. The Date & Time Restrictions
Preferences dialog box will open.

For each restriction that you want to use, click in the check
box to check it. If the restriction that you chose requires a
date or time, click in the blank next to the box and type the
information. If you want to remove a restriction, click in the
box to remove the check.

When you have finished, click the [OK] button.
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School Preferences

Preference What it does How to change it

Name

General This preference determines whether | 1. To go to the School Preferences screen, click on the Go
Student students will see the questions they menu and select Preferences in the School section of

missed on quizzes and tests. It also
determines whether students will be
allowed to see their total points, vote
for books, or take the same quiz in
more than one language.

Reminder: You can only change this
preference if you log in with the
Administrator password.

the menu.

2. Scroll down to the General Student preference and click
on it once.

3. Click the [Edit] button. The General Student Program
Preferences dialog box will open.

4. Inthe "Show missed questions” section of the dialog box,
check the boxes for each type of quiz or test for which
students should be able to see their missed questions. You
can check a box or remove a check by clicking in the box.

5. Inthe "Reading Practice” section of the dialog box, check
the first box if you want students to see their total points
in the quiz results. Check the second box if you want
students to vote on the books they read. (See the Book
Voting Report on page 82.)

6. Inthe "All quizzes and tests” section of the dialog box,
check the box if you want students to be able to take the
same quiz in more than one language.

7. When you have finished, click the [OK] button.

Literacy Skills
Passing
Percent

This preference sets the percentage
required to pass a Literacy Skills Test.

Reminder: You can only change this
preference if you log in with the
Administrator password.

1. To go to the School Preferences screen, click on the Go
menu and select Preferences in the School section of
the menu.

2. Scroll down to the Literacy Skills Passing Percent
preference and click on it once.

3. Click the [Edit] button. The Passing Percentage
Preferences dialog box will open.

4. Click on the percentage that students must achieve in
order to pass a Literacy Skills Test.

5. When you have finished, click the [OK] button.
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Preferences

School Preferences

Preference
Name

What it does

How to change it

Literacy Skills

Using this preference, you can control

1. To go to the School Preferences screen, click on the Go

Test Retakes the number of times that students can menu and select Preferences in the School section of

retake the same Literacy Skills Test. the menu.
Reminder: You can only change this | 2, Scroll down to the Literacy Skills Test Retakes
preference if you log in with the preference and click on it once.
Administrator password. 3. Click the [Edit] button.
) 4. Inthe Literacy Skills Retake Preferences dialog box,
Pl_ease note: TetherS can override click on the number of retakes you want to allow: 0, 1, or 2.
th|_s praference using the Literacy 5. When you have finished, click the [OK] button.
Skills Test Retakes preference at the
Classroom Preferences screen. If
you do not want teachers to override
this setting for their classes, see the
Class Privileges preference on
page 97.

Login This preference controls two features: | 1. To go to the School Preferences screen, click on the Go
¢ \Who has permission to clear menu and select Preferences in the School section of
student lockouts. the menu.

* How many times a student can 2. Scroll down to the Login preference and click on it once.
enter an incorrect password while 3. Click the [Edit] button to open the preference’s dialog box.
logging in before the student’s record | 4. 7o control who can clear student lockouts, click on one of
is locked. the “Clear Lockout Privileges” options: “Administrators
. _ and Teachers” or “Administrators Only.”
Remmder:_You can qnly r_;hange this 5. To change the number of times students can enter
prefe_rgnce if you log in with the incorrect passwords before the program locks their
Administrator password. records, choose a different value under “Failures Before
Lockout.”
6. When you have finished, click the [OK] button.
Monitor This preference determines whether | 1. To go to the School Preferences screen, click on the Go
Override the monitor has permission to menu and select Preferences under School.

override quiz blocking rules (see
page 95) or date and time restrictions
(see page 98) so that students can
take a quiz or test.

Reminder: You can only change this
preference if you log in with the
Administrator password.

2. Scroll down to the Monitor Override preference and click
on it once.

3. Click the [Edit] button.

4. Inthe Monitor Override Preferences dialog box, click
on each box to check it or remove a check. If the first box is
checked, monitors can override class quiz blocking rules so
that students can take Reading Practice Quizzes that are
blocked.

5. If the second box is checked, monitors can override date
and time restrictions.

6. When you have finished, click the [OK] button.
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Preferences

School Preferences

Preference What it does How to change it

Name

Monitor Using this preference, you can control | 1. To go to the School Preferences screen, click on the Go

Password when a monitor password is required menu and select Preferences in the School section of

Usage when students take quizzes and tests. the menu.

Reminder: You can only change this | 2, Scroll down to the Monitor Password Usage preference
preference if you log in with the and click on it once.
Administrator password. 3. Click the [Edit] button.
_ 4. In the Monitor Password Preferences dialog box, click
Please note: Teachers can override in the boxes for the requirements you want to use for
this preference using the Monitor students in your school. When you click in a box, you can
Password Usage preference at the check it or remove a check.
Classroom Preferences screen. If | g - \yon you have finished, click the [OK] button.
you do not want teachers to override
this setting for their classes, see the
Class Privileges preference on
page 97.

Network Setup | This preference controls network lock | 1. To go to the School Preferences screen, click on the Go
settings. The server lock limit menu and select Preferences in the School section of
determines the number of files that the menu.
are locked. The lock delay setsthe | 2, Scroll down to the Network Setup preference and click
number of seconds between attempts on it once.
ataccessing a locked file. The lock | 3, Click the [Ediit] button to open the preference’s dialog box.
attempts sets the number of times the | 4. 7o change the server lock limit, click the “Maximum” blank
program tries to access a locked file. and enter a new value.

0/7/}/ the Z{etwor;( administrator should 5. Macintosh: To change the lock delay, move the pointer to
change this preference. the correct number of seconds.
. . Windows: To change the lock delay, click on the drop-down
Re?mder._]\c(ou c?n qnly (';thha?r?e this menu and click on a new value.
preference I you log in with the 6. Macintosh: To change the lock attempts, move the pointer
Administrator password.
to a new number.
Windows: To change the lock attempts, click on one of the
options.
1. When you have finished, click the [OK] button.
School Name | Use this preference when youneed to | 1. To go to the School Preferences screen, click on the Go

change the school name on reports or
the location of your school.

Reminder: You can only change this
preference if you log in with the
Administrator password.

menu and select Preferences in the School section of
the menu.

2. Scroll down to the School Name preference and click on
it once.

3. Click the [Edit] button to open the preference’s dialog box.

4. You can change the school name and location by clicking in
each box and typing the new information.

5. When you have finished, click the [OK] button.
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Preferences

School Preferences

Preference
Name

What it does

How to change it

School Year

Use this preference to enter your
school year start and end dates, the
marking periods used for goals and
reports, and the days when school is
not in session.

Reminder: You can only change this
preference if you log in with the
Administrator password.

See "Entering Your School Year, Marking Periods, and Days
Off” on page 110.

Security

Use this preference to set the
Administrator and Monitor
passwords, to make a key disk, and to
require the key disk when anyone logs
in to the Management program.

The default Administrator and
Monitor passwords are admin.

Reminder: You can only change this
preference if you log in with the
Administrator password.

1. To go to the School Preferences screen, click on the Go
menu and select Preferences in the School section of
the menu.

2. Scroll down to the Security preference and click on it
once.

3. Click the [Edit] button to open the preference’s dialog box.

4. To change the Administrator and/or Monitor password,
click in the blanks and type a new password.

5. To make a key disk, click the [Make a Key Disk] button.
When the program prompts you to enter a disk, insert a
blank formatted disk into your computer’s disk drive. If you
are using Windows, you must also click on the drive letter
(A or B) and click the [OK] button. The program will ask if
you would like to create another key disk. Click on [Yes] or
[No]. When you finish making the key disks, you will return
to the Security Preferences dialog box.

6. To require a key disk to be inserted when a teacher or
administrator logs in to the Management program, click
the check box in the “Key Disk” section of the dialog box.
When this box is checked, the key disk is required
during login.

7. When you have finished, click the [OK] button.
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Preferences

School Preferences

Preference What it does How to change it
Name
Student Accelerated Reader has a student 1. To go to the School Preferences screen, click on the Go
Capacity capacity limit for enrolled students. menu and select Preferences in the School section of
(Students who are net enrolled in the menu.
classes do not count against the 2. Scroll down to the Student Capacity preference and click
limit.) If you purchase student on it once.
capacity expansions, you can use this | 3, (lick the [Edit] button. The Student Expansion Assistant
preference to expand your student or Wizard will start.
capacity. | 4. Inthe Welcome panel, click on the option that shows
Reminder: You can only change this what you received: an expansion code card or an
preference if you log in with the expansion disk. /f you have a disk, insert it in your
Administrator password. computer now. When you're ready to go on, click the
[Next] button.
5. If you received a code, type in the exact expansion code
you received.
If you received a disk, Accelerated Reader will try to locate
the disk. If it doesn't show the disk location after a few
moments, click the [Select Location] button and open the
floppy disk in the dialog box that appears.
6. Click the [Finish] button.
1. To check your new student capacity, click once on the
Student Capacity preference in the preference list. Your
current capacity will be shown at the bottom of the screen.
Student Using this preference, you canenter | 1. To go to the School Preferences screen, click on the Go

Characteristics

student characteristics so that you
can track specific student groups.
Once you have entered the additional
characteristics, you can assign them
to students by editing student
information (see page 20). Then, you
can use the characteristics to select

students when you customize reports.

Reminder: You can only change this
preference if you log in with the
Administrator password.

menu and select Preferences in the School section of
the menu.

2. Scroll down to the Student Characteristics preference
and click on it once.

3. Click the [Edit] button to open the preference’s dialog box.

4. You can enter up to six of your own student characteristics
by clicking in each blank and typing the name of the
characteristic.

5. When you have finished, click the [OK] button.
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Preferences

School Preferences

Preference
Name

What it does

How to change it

Student Login

This preference controls how students
log in to the Accelerated Reader
Student program. Depending on the
settings in this preference, your
students may need to choose both
their class and their name or just their
name. (If you have many students,
consider the length of the list as you
choose your settings.) The preference
also controls where the program goes
after a student logs out.

Reminder: You can only change this
preference if you log in with the
Administrator password.

1. To go to the School Preferences screen, click on the Go
menu and select Preferences in the School section of
the menu.

2. Scroll down to the Student Login preference and click on
it once.

3. Click the [Edit] button to open the preference’s dialog box.

4. If you want students to choose both their class and their
name, click on the first option (“Use class login...”). Then,
choose the screen that the program should go to when a
student logs out: the class login screen or the student login
screen.

If you want students to choose the name only to log in,
click on the second option (“Use student login only”).

5. When you have finished, click the [OK] button.

TOPS Report

Using this preference, you can control
whether the TOPS report prints
automatically after passed or failed
Reading Practice Quizzes, Literacy
Skills Tests, and/or Other Reading
Quizzes.

Reminder: You can only change this
preference if you log in with the
Administrator password.

Please note: Teachers can override
this preference using the TOPS Report
preference at the Classroom
Preferences screen (see page 95). If
you do not want teachers to override
this setting for their classes, see the
Class Privileges preference on

page 97.

1. To go to the School Preferences screen, click on the Go
menu and select Preferences in the School section of
the menu.

2. Scroll down to the TOPS Report preference and click on it
once.

3. Click the [Edit] button.

4. Inthe TOPS Report Preferences dialog box, check the
boxes for the requirements you want to use. To check a box
or remove a check, click in the box.

5. When you have finished, click the [OK] button.
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Preferences

School Preferences

Preference What it does How to change it
Name
TOPS Report Using this preference, you can control | 1. To go to the School Preferences screen, click on the Go
Language how the program determines the menu and select Preferences in the School section of
language for your students’ TOPS the menu.
reports. You can ask the studentto | 2, Scroll down to the TOPS Report Language preference
choose a language or print all TOPS and click on it once.
reports in English. 3. Click the [Edit] button.
. ) 4. Inthe TOPS Report Language Preferences dialog box,
Reminder: You can only change this click on the language option that you want to use.
prefe_rgnce It youlog in with the 5. When you have finished, click the [OK] button.
Administrator password.
Please note: Teachers can override
this preference using the TOPS Report
Language preference at the
Classroom Preferences screen (see
page 96). If you do not want teachers
to override this setting for their
classes, see the Class Privileges
preference on page 97.
TWI Using this preference, you can control | 1. To go to the School Preferences screen, click on the Go
Monitoring whether the students in your school menu and select Preferences in the School section of

will be asked how each book was
read: Read To, Read With, or Read
Independently. TWI Monitoring
must be enabled if you want
Accelerated Reader to update
student Certifications
automatically. Remember that you
can only change this preference if you
log in with the Administrator
password.

the menu.

2. Scroll down to the TWI Monitoring preference and click
on it once.

3. Click the [Edit] button.

4. Inthe TWI Monitoring Preference dialog box, click on
one of the options to enable or disable TWI monitoring.

5. When you have finished, click the [OK] button.
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School Preferences

Preference What it does How to change it
Name
Update to Using this preference, you can choose | 1. To go to the School Preferences screen, click on the Go
ATOS Book the book levels that will be used in menu and select Preferences from the School section of
Levels Accelerated Reader: ATOS or pre- the menu.

ATOS. For more about ATOS levels, | 2, Scroll down to the Update to ATOS book levels

see our web site (www.renlearn.com). preference and click on it once.

3. Click the [Edit] button.

If you have not updated to ATOS book | 4. The Update Book Level Wizard or Assistant will start.

levels before, we recommend that you Read the information on the welcome panel; then, click the

wait until the end of a marking period [Next] button.

or school year because book Ieyel 5. On the Installing new quizzes and tests panel, click on

changes can al_so affect the points the book levels that you want to use for new quizzes or

possible for quizzes. tests. Then, click the [Next] button.

Reminder: You can only change this 6. Onthe Update E_xist.ing qu_izzes and tests pqnel, click

oreference if you log in with the on one of the opt|_ons. upda_tm_g to A_TOS, reverting to _

Administrator password pre-ATOS, or leaving the existing quizzes and tests at their

' current book levels. If you wish, you can preview ATOS

book levels by clicking the [Preview] button. After you
choose an option, click the [Next] button.

7. In the Finish Update Book Level panel, read the
information to make sure the changes you chose are
correct. If the information is correct, click the [Done] button
(Macintosh) or the [Finish] button (Windows). If not, click
the [Back] button to go back and make change.

Upgrade Data | Using this preference, you can To upgrade data, see the instructions in your Upgrade

upgrade data from a previous version
of Accelerated Reader.

Reminder: You can only change this
preference if you log in with the
Administrator password.

Installation Guide or the program help in the AR Management
program’s Help menu.

% Accelerated
. Reader




Preferences

Changing Your Data Location

You can use the Data Location preference to create a new database, connect to a shared database
that you've already created, or use the sample data. This preference is at the School Preferences
management screen, and only teachers who log in to the Management program with the
Administrator password can change it. To change the data location, follow these steps:

1. Togo to the School Preferences screen, click on the Ge menu and select Preferences

from the School section of the menu. S
2. Click on the Data Location preference at the top of the preference list. glhrgﬁgpd;
3. Click the [Edit] button. The Data Location Preferences Wizard or Assistant will start. e
4. Read the information in the Welcome panel; then, click the [Next] button. Qoo
5. The Data Location Choices panel lets you select one of five options. The sections e

below explain what each option means and what to do if you select that option.

Create a new location for data

Click this option if you want to create a new database that does not yet include students and
classes. Then, click the [Next] button and follow these steps:

a. The Select Location panel will appear. Click the [Select Location] button.
b. Adialog box will appear.

Windows: Use the drop-down menu at the top of the dialog box to navigate to the drive where you want to
place the new data folder. If you want to place the folder inside of another folder, open that folder. Then, click
the button to create a new folder, type in the new folder name (we recommend “ALSData”), and press
<Enter>. To open the folder, double click it; then, select it by clicking the [0K] button.

Macintosh: Use the drop-down menu at the top of the dialog box or the [Desktop] button to choose the drive
where you want to place the new data folder. Once you are in the correct drive and folder, you can create the
new folder by clicking the [New] button, typing the new name (we recommend “ALSData"), and clicking the
[Create] button. Then, click the [Select “folder name”] button.

Flease select a data location.

L After you select the
correct drive and
location, click here to
create a new f0|der_ Please select a data location.

[FmALSDATA [ 2] = YourHardDri...

Eject

Open

Lok in: IaA\sdata j i

After you've created
and opened the new
folder, click this

— button to select it.
Caneel

Drirectory: |C.\ALSDATA Select “ALSDATA”
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c. Check the location shown at the Select Location panel; if it is correct, click the [Next] button.
d. At the Summary panel, click the [Done] button (Macintosh) or the [Finish] button (Windows).

e. When the program notifies you that it will be restarted, click the [0K] button. Then, click in the Welcome
screen that appears and enter your password to log in.

Select an existing location

Click this option if you want to choose a database that you have already created for Accelerated
Reader, such as a network database created at a different computer that you want to access from
this computer. Then, click the [Next] button and follow these steps:

a. The Select Location panel will appear. Click the [Select Location] button.

b. Inthe dialog box that appears, select the data folder.

Windows: Use the drop-down menu at the top of the dialog box to navigate to the drive where you can find
the existing data folder. To open the folder, double click it; then, select it by clicking the [OK] button.

Macintosh: Use the drop-down menu at the top of the dialog box or the [Desktop] button to choose the drive
where you can find the existing data folder. Then, locate the folder on the drive. Click once on the folder name
and click the [Open] button. Then, click the [Select “folder name”] button.

Select Directory [7]

Lok in: I {3 Alsdata

=l B

’éﬁfmd' After you've located Please select a data location.
ﬁ:f“fa‘ and opened the data Fa ALSDATA |2 = Your HardDri..
-fpt . .
- folder, click this T Acchath 3 e
button to select it. G4 AccReadr
4 alsBIGC.dat
& alsBIGCTpt —
g(ummon
DD

Cancel - Open

Ditectory: [CAALSDATA D Select “ALSDATA” ] [(New( |
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c. Check the location shown at the Select Location panel; if it is correct, click the [Next] button.
d. Atthe Summary panel, click the [Done] button (Macintosh) or the [Finish] button (Windows).

e. When the program notifies you that it will be restarted, click the [0K] button. Then, click in the Welcome
screen that appears and enter your password to log in.
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Use my previous location

Click this option if you want to go back to the database you used before the current one. Then,
click the [Next] button and follow these steps:

a. Atthe Summary panel, click the [Done] button (Macintosh) or the [Finish] button (Windows).

b. When the program notifies you that it will be restarted, click the [OK] button. Then, click in the Welcome
screen that appears and enter your password to log in.

Use the location of another Renaissance Learning product

Click this option if you have a database from another Renaissance Learning product (such as
Accelerated Math® or STAR Reading®) that you would like to use for Accelerated Reader as well. If
you select this option, any students that you have entered in the other software will also be listed in
Accelerated Reader, and you can copy (duplicate) classes from the other software, including the
student enrollment. If you click on this option, click the [Next] button and follow the steps on the
next page.

a. The Share a Location panel will appear. This panel lists the Renaissance Learning products installed on this

computer and the database that each product is using. Click on the product database that you want to share;
then, click the [Next] button.

b. Atthe Summary panel, click the [Done] button (Macintosh) or the [Finish] button (Windows).

c. When the program notifies you that it will be restarted, click the [0K] button. Then, click in the Welcome
screen that appears and enter your password to log in.

Use the sample data

Click this option if you want to use the sample student and class information to learn more about
Accelerated Reader. Since the sample database is overwritten whenever the Accelerated Reader
software is installed or upgraded, do not enter your actual students and classes in the sample
database. If you choose this option, click the [Next] button. Then, follow these steps:

a. Atthe Summary panel, click the [Done] button (Macintosh) or the [Finish] button (Windows).

b. When the program notifies you that it will be restarted, click the [OK] button. Then, click in the Welcome
screen that appears and enter your password to log in.

S99Ud49)3id

c. The program will remind you that you are using the sample data. Click the [OK] button.
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Entering Your School Year, Marking Periods, and Days Off

Before you can set student goals or run reports based on marking periods, you must enter your
school year dates and marking periods using the School Year preference. Only teachers who log in
to the Management program using the Administrator password can enter or change the school year.
To enter the school year, follow these steps:

1. Togo to the School Preferences screen, click on the Go menu and select Preferences [ 5o |

from the School section of the menu. Then, scroll down to the School Year preference Q‘a;s;iﬂfs
and click on it once. Reading Fractice
DOther Reading

Preferences

2. Click the [Edit] button. The School Year Preferences Wizard or Assistant will start.

School
Students

3. Read the information in the Welcome panel; then, click the [Next] button. Dlasses

Buizzes/Tests
4. Inthe School Year panel, click in the blanks for the start and end dates of the school
year and type in the information. When you have finished, click the [Next] button.

Reports

5. Inthe Marking Periods panel, click the [Add] button to enter a new marking period. Add the marking period’s
information in the New Marking Period dialog box; then, click the [OK] button.

Note: You will be asked if you want to add more marking periods; if you do, click [Yes]: then, enter the
information for the next marking period. Click the [Add] button after you enter each additional marking period.
When you have finished, click [Done] to close the dialog box.

When you have finished entering the marking period(s), click the [Next] button at the Marking Periods panel.

Click the [Add] button, enter the new
marking period's information, and
click [OK].

School Year Preferences

Marking Periads

*Y'ou can define the marking periods that make up your school year, Although this informatan is optional, it
can be useful when customizing pour reports.

Start Date End Date Mame | Add... | Mew Marking Period
Edit Name: Fal\' émester

Start Date: |0#/25/2000

Delete

Cancel | Help |

To enter more marking periods, answer
oA [Yes] when the program asks if you want
to enter more; then, click [Add] after you
enter each additional marking period.
When you've finished, click [Done].

< Back Mest > Cancel I
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6. Inthe Days Off panel, click the [Add] button to enter a new day off. Enter the information in the New Days-
Off Period dialog box; then, click the [OK] button.

Note: You will be asked if you want to add more days-off periods; if you do, click [Yes]; then, enter the
information for the next occasion. Click the [Add] button after you enter each additional days-off period. When
you have finished, click [Done] to close the dialog box.

When you have finished entering the days-off period(s), click the [Next] button at the Days Off panel.

1. I the information in the Summary panel is correct, click the [Done] button (Macintosh) or the [Finish] button
(Windows). If it is not correct, click the [Back] button to go back and make changes.

Data Doctor

The Data Doctor utility repairs database “wear and tear” caused by continuously storing and

retrieving information. You should run the Data Doctor once every marking period to keep the
software running efficiently. If you need to use the Data Doctor daily or weekly, e-mail us at
support@renlearn.com.

Repairing Data

1. Make sure all Renaissance Learning programs that use the database are closed.

Windows: Click the [Start]

@ Accelerated Math L3 |
button, and select Programs,

4 E Accelerated Reader - Student

Accelerated Reader 6, and
Accelerated Reader - Data
Doctor.

=) Accessorizs

) Adobe

@ Adobe Acrobat
(1= Adobe Acrobat 4.0

(==
o
-]

e Internet E xplorer
% M5-DOS Prompt

=
=
B

ﬁ Replace in Files

SEH L. @ ‘Windowes Explorer

& TI®# L

) wirZip

3
3
3
3

»
13
»
»
L3
L3
»
»
13

@ Accelerated Reader - Student Help
E Accelerated Reader - Management
@ Liccelerated Reader - Management Help
[ X ated Reader - D ata Doctor

Documents: 4 @ ALS 4 @ Accelerated Reader - Data Doctor Help
AR BockGuide Z] ReadMe
Seltings 4 @
(=) QuickTime
Find 3 @ Snag
(=) 5T4R Math
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Data Doctor

Macintosh: Open your Accelerated Reader® folder; 0 =———0j Accelerated Reader ————H8
then, double-click on the Accelerated Reader Data g iR
Doctor icon. 4

accelerated Reader & Student accelerated Reader & Management =

Accelerated Re: & Data Doctor

Accelerated Reader ® Readme
il | KD

Nn

2. The Password dialog box will appear. Type the Data Doctor password and click the [OK] button. The default
password is admin. If you need to change the password, click the [Change] button.

3. The Data Doctor identifies the current data location and asks if you want to repair the data at this location.

If you do want to repair the data at this location, click the [Yes] button and go on to step 5.

If you want to repair a different database, click the [No] button. The dialog box that appears next asks you to
choose the location of your data. Navigate to the Accelerated Reader data folder; then, double-click the folder
name to open it, and click the [OK] button (Windows) or the [Select “data folder name”] button (Macintosh).

4. The Data Doctor dialog box opens and lists the files in the data 1 Accelerated Reader® Data Doclor W 5
H List of Tables
dlrectory. || Table Hame [ Product ¥er. | Fnd. et |
. . . . 7 CFGE.FMD i} 4
If you want to repair all files, click the [Fix All] button. T OARCLASSARD 6 '
If you only want to repair some files, hold down the <Ctrl> key ? oz s ;
(Windows) or the <¥8> key (Macintosh) and click on the files to TR :
select them. Then, click the [Fix Selection] button. Bl :
7 ARRPRUIZARD 3 1
5. Asthe Data Doctor repairs your files, it labels repaired files “OK." 7 anppeTRARD 2 :
Files that can't be repaired have a circle with a line through it over 7 ARCERTTEARD O !
“0K.” When the Data Doctor finishes repairing files, click the [Quit] 013
button. Qut | FixSelection| Firal | Hep |

6. The Data Doctor will give you the complete folder location of a text
file that lists the results of the repair. Note the location; then, click the [OK] button. If the Data Doctor could
not repair all of your files, you should print the text file by following the steps below; then, email Renaissance
Learning at answers@renlearn.com to describe the problem and request assistance.

a. Inyour computer's operating system, navigate to the file on your computer.
b. Double-click on the file name to open the file.

c. Click on the File menu and select Print.
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Accelerated Math, 1
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Changing Literacy Skills Test records, 62, 63
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Classroom access, 6
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Screen, 8
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Days off, 91, 102
Default Monitor password, 73
Default password, 4, 73, 112
Deleting certification goals, 57
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Deleting classes, 6, 16
Deleting goals, 48
Deleting Literacy Skills Test records, 7, 63, 64
Deleting Literacy Skills Tests, 61
Deleting Other Reading Quiz records, 7, 69
Deleting Other Reading Quizzes, 66, 67
Deleting points used records, 7, 44
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Deleting quizzes and tests, 7
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Deleting students, 6, 24
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Diagnostic - Other Reading Report, 76, 83
Diagnostic - Reading Practice Report, 76, 83
Diagnostic codes, 83
Dialog boxes, 2
Differentiating fact and opinion, 58
Disabling TWI monitoring, 44, 45
Drawing conclusions, 59
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Editing Other Reading Quiz records, 7, 68, 69
Editing points used records, 7, 43

Editing Reading Practice Quiz records, 7, 37, 38
Editing students, 6, 20, 21

Editing teacher information, 13

Editing Teacher-made quizzes, 30

Email, 1, 25

Enabling TWI monitoring, 44, 45

English, 1

Enrolling students, 6, 14

Enrollment Report, 77, 90

Evaluating goals, 48, 49

Exiting the Management program, 9

Exiting the Student program, 75

Exporting as HTML, 33, 34

Exporting for AR BookGuide, 33, 34
Exporting for book labels, 33, 34

Exporting quiz information, 33, 34
Exporting students, 23

Exporting Teacher-made Quizzes, 31
Exporting Teacher-made quizzes, 31
Extending meaning, 59

Favorite Books, 82
Fiction, 83, 86, 88, 89, 90
Find, 9
Finding items in lists, 9
Forms
Classroom Reading Plan, 76, 83
Marking Period Progress Chart Form for RL
0.2-6, 76, 85
Marking Period Progress Chart Form for RL
5-12, 76, 85
Primary Student Reading Log Form, 76, 86
Student Points Slip Form, 76, 87
Student Reading Log, 76, 87
Student Reading Plan, 76, 87
Weekly Progress Chart Form for RL 0.2-6,
76, 89
Weekly Progress Chart Form for RL 5-12,
76, 89
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GE, 83
Gender, 17, 21, 90
General Student preference, 73, 74, 92, 99
Generating reports, 76
Go menu, 8
Goal History Report, 76, 84
Goals, 7, 75, 83, 84, 85, 87, 88, 89, 102
Archived, 49, 50
Book Level, 47, 85
Book level, 83, 84, 85, 87, 88

Certification, 55, 56, 57, 83, 84, 85, 87

Clearing, 48, 57
Evaluating, 48, 49
Goal-Setting Chart, 76
History, 76
Points, 47, 83, 84, 85, 87, 88
Goal-Setting Chart, 76, 84
Grade, 17, 21, 86, 90, 91
Graphics, 2
Group button, 78

Key disk, 102
Keys, 2

Help, 1

Honors Reader certification, 51
How Accelerated Reader works, 4
How to use this manual, 1

HTML, 33, 34

ID, 17, 21, 86, 87, 90

Identifying historic/cultural factors, 59

Identifying persuasive language, 58

Identifying reading strategies, 58

Identifying reasons, 59

Importing students, 6, 18, 19, 20

Importing Teacher-made quizzes, 29

Independent Reader certification, 50
Approving, 50, 52, 53

Inferential comprehension, 59

Initial understanding, 59

Installing Accelerated Reader, 3

Installing quizzes and tests, 7, 25, 26

Interest level, 28, 30, 90
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Language, 86, 90, 92, 96, 99, 105
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Learning Information System (LIS), 1

Libraries, 25, 27, 58

LIS, 1
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Finding items in, 9

Literacy skills, 58, 84, 85
Comparing and contrasting, 59
Constructing meaning, 58
Deriving word or phrase meanings, 58
Describing actions or events, 59
Differentiating fact and opinion, 58
Drawing conclusions, 59
Extending meaning, 59
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Identifying reading strategies, 58
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Understanding dialogue, 59
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Understanding the main idea, 58

Literacy Skills Chart, 76, 84

Literacy Skills Class Status Report, 76, 84
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Literacy Skills Class Summary Report, 76, 84,
85
Literacy Skills Passing Percent preference, 92, 99
Literacy Skills reports
Literacy Skills Chart, 76, 84
Literacy Skills Class Status, 76, 84
Literacy Skills Class Summary, 76, 84, 85
Literacy Skills Seudent Summary, 76
Literacy Skills Test List, 77, 90
Literacy Skills Seudent Summary Report, 76
Literacy Skills Test List Report, 77, 90
Literacy Skills Test Retakes preference, 92, 93,
97, 100
Literacy Skills Tests, 58, 90
Changing test records, 62, 63
Deleting, 7, 61
Deleting records, 7, 63, 64
Editing test records, 7, 62, 63
Installing, 7, 25, 26
Passing percent, 92, 99
Previewing, 59, 60, 61
Retaking, 92, 93, 100
Sample tests, 59, 60, 61
Stopping, 74
Taking, 72
Teacher’s Guides, 59, 60, 61
Literary analysis, 59
Loading saved custom report settings, 81
Lock attempts, 101
Lock delay, 101
Locks
Class, 6, 100
Clearing, 6, 100
Student, 6, 24, 100
Logging in to the Management program, 3, 102
Logging in to the Student program, 72, 104
Logging out of the Management program, 9
Login preference, 6, 24, 92, 100

Logging in, 3, 102
Logging out, 9
Moving to screens, 8
School section, 8
Sections, 8
Starting, 3
Manual
How to use, 1
Marking Period Progress Chart Form for RL 0.2-
6,76, 85
Marking Period Progress Chart Form for RL 5-
12, 76, 85
Marking Period Progress Report, 76, 85
Marking periods, 47, 83, 85, 91, 102
Marking Period Progress Chart Form for RL
0.2-6, 76
Marking Period Progress Chart Form for RL
5-12, 76
Marking Period Progress Report, 76
Master Student Report, 77, 90
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