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Introduction

PassKey Internet Relationship Model

The PassKey Administrator
creates a Site. A Site Code
is generated and distributed
to Instructors.

PassKey
Administrator

Using the Site Code,
Instructors register
PassKey Site themselves to a PassKey

(Site Code) Site.

The Instructor then creates
a PassKey Class and
distributes the Class Code.
Lessons are assigned to
students once they register.

A

PassKey
Instructor

PassKey Class
(Class Code)

Using the Class Code,
Students can register
themselves to a PassKey
Class.

PassKey
Student

Students can now take
lessons.

Understanding Lesson Levels

The full PassKey program offers lessons in five subjects: Reading, Writing, Mathematics, Science, and Social Studies. In the code for
each lesson, the initial character represents the subject (with the exception of Social Studies):

e R =Reading

o W= Writing

e M = Mathematics
e S =Science

e C=Social Studies

Within each subject, up to six levels of instruction teach curriculum standards progressively. These levels are gradations of difficulty
(see below). Virginia’s contract allows for the use of PassKey’s Mathematics (geometry) lessons and diagnostics, which are at Levels
3-6.

Instructional Levels

PassKey’s lessons and diagnostics span six levels of instruction. In the lessons at each level, vocabulary is controlled for learners who
read at or below that level. The first two digits in a lesson code represent the level:

o Level1 =03 Lessons use vocabulary appropriate for learners in grades 1.6 up to grade 3.
o Level2=05 Lessons use vocabulary appropriate for learners up to grade 5.

o Level3=08 Lessons use vocabulary appropriate for learners up to grade 8.

o Level4=11 Lessons use vocabulary appropriate for learners up to grade 11.

o Level5=13 Lessons use vocabulary appropriate for learners up to first-year college.

o Level6=15 Lessons use vocabulary appropriate for learners up to first-year college.



Understanding Lesson Components

Each lesson has four parts:

e  Pretest

e Tutorial

e  Guided Practice

e  Posttest
Pretest

The Pretest determines a student’s preexisting knowledge of the lesson material. If the student meets or exceeds the Pretest mastery
score preset by the administrator or instructor, he or she may skip the remaining parts of the lesson. (It is assumed that the student is
already familiar with the material covered and does not need to take the lesson.) The Pretest score is available to the instructor through
reports. If the student fails the Pretest, he or she is taken to the Tutorial and other parts of the lesson.

Tutorial

The Tutorial is the instructional section of the lesson. In the Tutorial, the student learns the particular subject content. Every few
screens, the student is presented with questions related to the lesson content; guided feedback is provided on incorrect answers.

Guided Practice

The Guided Practice presents the student with questions related to the lesson content. As in the Tutorial, the student receives guided
feedback on incorrect answers.

Posttest
The Posttest presents five or ten questions that assess the student’s knowledge after completing the Tutorial and Guided Practice. The

Posttest score is available to instructors through reports.

Stopping a Lesson to Return to it Later (Using a Bookmark)

If students need to leave a lesson before they have completed it, PassKey lets them do this easily. Students simply click the Stop
button, and PassKey inserts a bookmark at that place in the lesson. The bookmark serves as a placeholder. When students reenter the
lesson, they start at the screen marked by the bookmark.

Bookmarks can be set at any point in the Tutorial or Guided Practice. Bookmarks cannot be set in the Pretest or Posttest.

If a student clicks the Stop button and then restarts a lesson, he or she cannot return to an earlier portion of the lesson. If the student
fails the lesson, he or she starts again from the Pretest.



Previewing a Lesson

1.

Open your Web browser and go to www.passkeylearning.com.

MH Education | Glencos Home | Site Map | Contact Us

Welcome to PassKey

(= Passkey is an easy-to-use, self-paced lzarning system designed to help a wide

range of students gain proficiency in reading, writing, math, science, and social

PassKey studies. Hundrads of Web-based lessons—spanning five skill lavels and ranging
from grades 1.5 to college entry—challenge beginning to advanced learners,

-Ordering Information-

Password:

Registration
Forgot your password?

2. At the lower left of the screen, enter VA000000 as the username.

3.
4.

5.

Enter VA1 as the password.
Click Submit.

PHSS W.éle'p'm& student [ Help ” Home ” Profile ” Log Off l

w Wi your Mathematics lessons.

Click “View your Mathematics lessons.”



6.
7.

M13102
M13103

2} Glencoe/MeGraw-Hill PassKey - Microsoft Intennet Explorer

Geometry - Problems Involving Lines and Angles Level V
Geometry - Problems Involving Geometric Figures Level W
Measurement Problems Level IV

Geometry - Problems Involving Perimeter, Area, and Volume Level V
Basic Number Concepts Leval IV

Und ]

Understanding Basic Geometric Terms |l

Segment Relationships

Select a lesson.
Click the green arrow.



Regqistration and Login

Instructor Regqistration

Instructors must register in order to access PassKey. Registering allows instructors to create a username and password. Instructors
must have a valid PassKey site code in order to complete the registration process. Site codes will be listed on the Virginia
Department of Education Web site. http://www.doe.virginia.gov

1.  Open your Web browser and go to www.passkeylearning.com.
2. At the bottom left of the screen, roll over Registration; select “Instructor Registration”.
3. Complete the PassKey Instructor Registration form; click Register. Instructors must provide a school email address.

Adding a Class (Student)

After students have registered, they can enroll themselves in additional PassKey classes. To add a class, instruct students to do the
following:

1. Open your Web browser and go to www.passkeylearning.com.
2. At the lower left of the screen, log on by entering your student username and password; click Submit.
3.  On the Welcome screen, click Profile.

Y our Information [ Help || Home || Profile |[ Log Off |

First Mame: Last Mame:

i\/irginia lStudenﬂ

Username: Pagsword: Re-enter Password:
VAODODOD lene [ene '
Identity Question: Answer:

_'Favorite Food v 5Ia_p_p|e

Email Address:

|student@ermail.cor

Class Code
WA Sample Class

Enter additional class code here.

Save

4. Enter the class code (provided by your instructor) in the Class Code field.
5. Click Save.
6. To return to the Welcome screen, click Home.



Student Import Registration

Instructors may register students in PassKey by downloading, completing, and uploading a Microsoft® Office Excel spreadsheet.

Go to www.passkeylearning.com.
Log on with your instructor username and password.
Create a new PassKey class (see “Creating a Class”).
Verify that the correct e-mail address appears in your profile.
On the Instructor Home screen, next to the class name, click “Import”.
Under “File Order for Students”, click “click here” to download the Excel import spreadsheet.
Populate the template with the following data regarding students for this class:
a. First Name (no more than 15 characters)
b. Last Name (no more than 20 characters)
c. Username (no more than 12 characters, case sensitive, nationally unique) The username for a Virginia

student will be “first initial, last name, month and day of birth”. Example: DBliss716
d. Password (no more than 12 characters, case sensitive) The password for a Virginia student will be the
student number.
e. Favorite Food (no more than 20 characters) The favorite food will be substituted with the grade level for
that student. Example: “12” for 12" Grade.
f.  E-mail address (optional)
8. Save the Excel file locally on your hard drive or server; note where you saved the file.
9. Under “Import File”, click Import.
10. Click Browse; locate and select the Excel file.
11. Click Open.
12. Click Upload.
13. Repeat steps 3—12 for each class of students you wish to import.

NNk —

Uploaded spreadsheets are processed overnight. The system will send the import results to the e-mail address in your profile. If any
students were not imported, they will be listed in the system-generated e-mail, along with the exact reason(s) they were not imported.

If a student is already registered in PassKey and has a current username and password, do not import or register the student again.

Instructor Login

A registered instructor user may log on to PassKey as follows:

1. Open your Web browser and go to www.passkeylearning.com.
2. At the lower left of the screen, enter your instructor username and password; click Submit.
3. You are now on the Instructor home screen.

Student Login and Lesson Access

A registered student user may log on to PassKey as follows:

Open your Web browser and go to www.passkeylearning.com.

At the lower left of the screen, enter your student username and password; click Submit.
You are now on the Welcome Student screen.

To access a lesson, click “View your Mathematics lessons.”

Select a lesson.

Click the green arrow.

ANl o



Class Administration

Students Groups Reports Settings
Students
Select & student from the roster below to view or assign lessons.

Lessons Assigned

. Remowve Student
Name Mathematics Student Status

Wirginia Student! 44 Remove Wiew
“irginia Studert? a Remove fal=vad
Wirdinia Stucerts u] Remoys e

Class Assignment

To assign lessons to a whole class, click the link below. 1f you have crested groups in your classes, assigning lessons
to the wwhole clazs will alzo azsign themto the groups. If you only want to azsign leszons to your groups, click the
Groups tab above.

Azsign lessons to whole class.

Creating a Class

An instructor may create a class as follows:

1. Log on to PassKey.
On the Instructor home screen, click “Create a New PassKey Class”.

3. Inthe Class Name field, enter a name for your class. The name for a Virginia class will be the high school’s name and
class period.

4. Click Create Class.

5. The class you created now appears on the Instructor home screen.

Removing a Student

An instructor may remove a student from a class as follows:
1. Log on to PassKey.
2. On the Instructor home screen, click the class name.

3. Click “Remove” in the Remove Student column for the student to be removed; click Yes.

The student’s enrollment in other classes will not be affected. Also, this action will not withdraw the student from the site.

Student Status

By clicking “View” in the Student Status column on the Students screen, the instructor can view important information about the
student, including name, username, password, etc.
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NOTE: Clicking Withdraw permanently removes the student and his or her work from the PassKey system.

Students | Groups Reports

Student Information

First Name Last Name Site Classes
“irginis Student1 WA, Getting Started WA Sample Class,
Username Password Date Registered

42000000 WA 2006-11-14

What would you like to do with the student?

Permanertly remove the student and hisher records from the system.

Assign To Class

Aszigns the student to a class.

Understanding PassKey Lessons, Diagnostics, and Correlations

PassKey Lessons
Each PassKey lesson is divided into four sections:

e  Pretest: The Pretest determines a student’s preexisting knowledge of the lesson material. If the student meets or exceeds the
Pretest mastery score preset by the administrator or instructor, he or she may skip the remaining parts of the lesson. (It is
assumed that the student is already familiar with the material covered and does not need to take the lesson.) The Pretest score
is available to the instructor through reports. If the student fails the Pretest, he or she is taken to the Tutorial and other parts of
the lesson.

e  Tutorial: The Tutorial is the instructional section of the lesson. In the Tutorial, the student learns the particular subject
content. Every few screens, the student is presented with questions related to the lesson content; guided feedback is provided
on incorrect answers.

e  Guided Practice: The Guided Practice presents the student with questions related to the lesson content. As in the Tutorial,
the student receives guided feedback on incorrect answers.

o Posttest: The Posttest presents five or ten questions that assess the student’s knowledge after completing the Tutorial and
Guided Practice. The Posttest score is available to instructors through reports.

PassKey Diagnostics

Passkey diagnostics test a student’s knowledge of a group of skills. In a PassKey diagnostic, each question is associated with a
specific skill. If a student answers the question incorrectly, the system automatically assigns the student the lesson(s) covering that
skill.

11



PassKey Correlations

PassKey correlations enable instructors to assign PassKey lessons and diagnostics based on their correlation to Virginia’s geometry
standards.

Site Setup: “Virginia School Division Teacher Level”

Site setup enables instructors to tailor program settings to meet their needs.

Navigation

Students | Settings

e These settings will be used when assigning studerts in lessans. Only one launch mode can be used per subject.
Assighment

Hawigation

2 i Y
%ﬂ Allow Instructors to modify

HAssign Correlations
Create Cormelations
Students access to lessons
@ Auto launch of sequential, assigned lessons
(@) Open choice of assigned lessonsg
Free Choice of any lesson, results kept

Preview lessons only, no results kept

Student access within lesson

Display Mavigation Menu within lesson

[ Reset to Defaults I I Save Settings I

If “Allow instructors to modify” has been checked by the administrator, the instructor may change the navigation defaults. If the
administrator has not checked this option, the navigation defaults may not be changed.

Students access to lessons:

e Two launch modes are available: Auto and Open.
e Launch modes that are checked are available to choose during lesson assignment.
e  The radio button indicates the default launch mode during lesson assignment.

Student access within lesson:

e If “Display Navigation Menu within lesson” is checked, while in a lesson, a student can click Stop to see the navigation
menu. The navigation menu allows the student to move between sections of the lesson.

e If“Display Navigation Menu within lesson” is not checked, students must go through the lesson’s sections in order.

12



Testing

Settings

e These zeftings will be used when assigning students inlessons. Every setting can be averidden for individual
Assighment e

HNawigation

Testing

Taols

Assign Carrelations Allow Instructors to madify
Create Corelations

Test Settings for Lessons
Subject Pretest Mastery Posttest Mastery

Mathematics [100% v [80% ™

Randomization Choices Testing Options
[#] Randomize Answer Choices [l wirong Answer Review
DRandnmizeAandBTests AdministerF’retest

[+ Randomize Test ltems

l Reset to Defaults I [ Save Settings I

If “Allow instructors to modify” has been checked by the administrator, the instructor may change the testing defaults. If the
administrator has not checked this option, the testing defaults may not be changed.

Test Settings for Lessons:

e Pretest and Posttest mastery scores can be set.
e  Mastery scores of 60%, 80%, and 100% are available.

Randomization Choices:

e  Checking “Randomize Answer Choices” randomizes the order of answer choices for Pretest and Posttest questions.
e  Checking “Randomize A and B Tests” randomly swaps the Pretest and Posttest.
e  Checking “Randomize Test Items” randomizes the order of questions in the Pretest and Posttest.

Testing Options:

e  Checking “Wrong Answer Review” enables students to review their answers at the end of the Posttest.
e  Checking “Administer Pretest” makes the Pretest appear in a lesson.

13



Tools

Settings

e s R

Assignment : 2 oot = : ; e
Haiaition Thesze zettings wil be used when assigning students in lessons. Every sefting can be overridden for individual

Testing students.
Toolz

Assign Correlations
Cregte Cormelations Allow Instructars to Impor

Allow Instructors to modify
Tool Settings for Lessons:
Subject Available Tools

[l calculator [ caleulatar during tests
Mathermatics

I Reset to Defaults i [ Save Settings l

If “Allow instructors to Import” has been checked by the administrator, the instructor may import student information for registration
purposes. If the administrator has not checked this option, the instructor may not import student information for registration purposes.

If “Allow instructors to modify” has been checked by the administrator, the instructor may change the tools defaults. If the
administrator has not checked this option, the tools defaults may not be changed.

Tool Settings for Lessons:

e If“Calculator” is checked, a calculator is available to students in the Tutorial and Guided Practice sections of a lesson.
e If “Calculator during tests” is checked, a calculator is available to students during a lesson’s Pretest and Posttest.

Assign Correlations

| Students W Groups Reparts Settings

Site Setup: Assign Correlations

Assighment : : c g
Htiastia Azzign the carrelations you want thiz ste's instructors to have access to.

Testing
Tools ;
Assign Carrelations Allowe Instructors to moadify

Create Corelations

Bvailable Correlations Assigned Correlations
i\fA Geometry Diagnostics I [*#A Geometry Lessons |
[%4 Geometry Lessans Wi Geometry Diagnostics
WA Geometry SOL WA Geometry SOL

Save

14



Correlations allow instructors to assign lessons that correspond with Virginia’s geometry standards or tests. Correlations are assigned
by the Virginia Department of Education administrator.

Assigning Lessons to a Student

A student must be enrolled in a PassKey class before an instructor can assign lessons to him or her. [See “Adding a Class (Student),”
and “Student Import Registration.”] Lessons may be assigned as follows:

Log on to PassKey.

On the Instructor home screen, click the name of the class containing the student to whom you wish to assign lessons.
Under “Students”, click the name of the student to whom you wish to assign lessons.

On the Lesson Status screen, click “Add or Edit Mathematics Lessons”.

RN

Students | Groups Reports Settings

Assigh Lessons

Student: Yirginia

Studentz Laval lu

Subject:
hathematics

Correlatinni\a’A Geometry Lessons V%

Correlation Lessons

k081 36-Finding te Ferimeters of Rectangles, Squares, and Triangles
IIM13131-Using Incluctive Reasoning

Assigned Lessons

9| (Description }

[r130 D1-Understa_ndiﬁ-c:] Basic Geometric Terms |
k13102-Understanding Basic Geometric Terms |
M13103-Segment Relationships

Move Up I [ Remove i [ Lesson Settings I lere Down

Launch Mode:

| & 3
| Auta launch of sequential. assigned lessons ¥ |

Save

5. From the Level menu, select All.

6. From the Correlation menu, select the correlation from which you wish to assign lessons.

7. From the Correlation Lessons box, select the lesson you wish to assign; click Add. Repeat to assign more lessons. (To select
more than one lesson at a time, press the Ctrl key while selecting the lessons; click Add.)

8. The lessons now appear in the Assigned Lessons box.

9. From the Launch Mode menu, select the mode in which assigned lessons will appear to the student:

e Auto: Lessons automatically appear to the student in the order in the Assigned Lessons box.
e Open: The student may choose any lesson from the list of assigned lessons.

15



10. To complete assigning the lessons you have added to the Assigned Lessons box, click Save; click Yes.

Assigning Lessons to a Whole Class

Lessons can also be assigned to all of the students in a class simultaneously:

SNk W=

Log on to PassKey

On the Instructor home screen, click the name of the class to which you wish to assign lessons.

Under “Class Assignment”, click “Assign lessons to whole class.”

From the “Add or Edit Lessons” menu, select Mathematics.

Assign lessons in the same way you would for an individual student. (See “Assigning Lessons to a Student,” steps 5—10).

Creating a Group

Once students have enrolled in a class, the instructor can organize them into groups. Groups allow the instructor to assign lessons to
more than one student at a time. Groups may be created as follows:

bl

v

Log on to PassKey.

On the Instructor home screen, click the name of the class in which you wish to create a group.
Click the Groups tab.

Click “Create a New Group”.

Students | Settings
Create a Group

Group Mame: i\-"A Sample Group

Class Roster Group Members

Virginia Studentl |
Yirginia Student?

= e |

Create Group

In the Group Name field, enter a name for the group.

From the Class Roster, select the names of students to add to the group. (You can select multiple names by holding down
the Ctrl key.)

Click Add.

Click Create Group.

Assigning Lessons to a Group

Once an instructor has created a group, lessons can be assigned to the group (instead of to an individual student or a whole class).
Lessons may be assigned to a group as follows:

1. Log on to PassKey.
2. On the Instructor home screen, click the name of the class containing the group to which you wish to assign lessons.
3. Click the Groups tab.



| Students | Reports

Groups

Click an existing group to assign lessons of view previously assigned lessons. To edit & group's name ot its members,
click Edit Group. to add a new group to this class, Click Create a Mew Group.

Group Hame Edit Group
WA Sample Group Edit Group

Create a New Group

4. Click the name of the group to which you wish to assign lessons.
5. Inthe “Add or Edit Lessons” menu, select Mathematics.
6. Assign lessons in the same way you would for an individual student. (See “Assigning Lessons to a Student,” steps 5-10).

17



Reports

Generating Reports

Instructors may generate PassKey reports as follows:

1. Log on to PassKey.
. On the Instructor home screen, click the name of the class for which you wish to generate a report.
3. Click the Reports tab.

Students | Groups Reparts

Reports

Select the type of report you want to generate.

|SelectOne "l

Roster

Multiple Student
Lesson Summary

bultiple Lessons The McGraw-Hill Companies ]

Activity
Correlation
EP cFramHill of MeGravwHill Education, a division of MoGrameHill Companies, Inc.,

5 Mew od, Hew rod 10020, Copyright ® 2002 &lencoedoGrawHill. All rights resenved.
Stuchy time - Manthly

Studhy time - Quarterl our Terms of Use and Privaey Poliey before you explore our'eb site.

To report 3 technical problem with this ek site, please contact the site coordinator.

From the drop-down menu, choose the report you wish to generate.

Select or enter the appropriate information. (If applicable, the start and end dates may be left blank.)

If applicable, click Show Lessons.

If applicable, select the lesson(s) you wish to include in the report.

Click View Report. (Alternately, to download a report to Microsoft® Office Excel, click Download Report.)
To print the report, right-click on the report window and choose Print; or choose Print from the File menu.

O 0NNk

Using PassKey Reports

The Reporting System in PassKey is designed around Management by Exception. Three reports will be used on a daily basis. The top
level report is the Roster Report. It will show how each student is doing in a class. If a student is having difficulty with a lesson, the
teacher can run the Multiple Lesson Report to find the lesson that the student is having difficulty with. If the teacher desires more
information on how the student studied the Lesson, they can then run the Lesson Summary Report. It will show the time spent in
each part of the Lesson and the number of times the student used the HINTS as they went through the Lesson. Both are very important
for the teacher to know how the student studied the Lesson. The Lesson Summary Report will also show the number of times a student
branched while taking a Lesson.

In addition to the three reports above, the Study Time Reports should be used to track the time spent in studying the PassKey Lessons
either by Month or Quarter.
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Status Codes and Explanations

Status Code Explanation
Cl Diagnostic completed.
S0 Assigned but not started.
S1 Started first attempt, but not completed.
S2 Started second attempt, but not completed.
S3 Started third attempt, but not completed.
P1 Started, completed, and passed on first attempt.
P2 Started, completed, and passed on second attempt.
P3 Started, completed, and passed on third attempt.
F1 Started, completed, and failed on first attempt.
F2 Started, completed, and failed on second attempt.
F3 Started, completed, and failed on third attempt.
R1 Reassigned first time, but not started.
R2 Reassigned second time, but not started.
R3 Reassigned third time, but not started.
NT Pretest or posttest not taken. In a diagnostic, the

posttest will always show NT.
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Sample Reports

Roster Report
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Multiple Lesson Report
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Lesson Summary Report
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Study Time - Monthly Report
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Multiple Student Report
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Activity Report
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Correlation Summary Report
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IEP Report (Page 1)
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Software Support Hotline: 1-800-282-4123

Email: epgtech@mcgraw-hill.com

Hours: 8:00am to 6:00pm EST, Monday through Friday

A

Sales and Marketing: 1-800-598-4077

Glencoe/McGraw-Hill Technology Group
8787 Orion Place
Columbus, OH 43240-4027
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