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I. Introduction

The CCSSO Collaborative Communities provides a password-protected online platform for
education professionals to collaborate across the globe. The CCSSO Communities site hosts
multiple groups or communities. Individuals are granted an account and Community access
based on requests by Community Facilitators. Community members may be part of several
online communities.

Each community has several primary tools at its disposal such as a Message Board, Document
Library, Calendar, bookmarks and a directory of community members.

Objectives:
¢ The Communities site is designed to be a platform that enables members to work as a
virtual team to achieve project outcomes.
e |tis a forum for discussions and activities related to work, research, and feedback on
drafts and products.

The Communities should be used for:
e Shared access to documents, draft tools, and meeting results.
e Communication regarding the development of documents and tools as well as
discussions relating to the goals/outcomes of the projector product.

Login Instructions and First Steps:

Step 1: Go to http://communities.ccsso.org

Step 2: Login (email address) and Password (if this is your first log in, you will use the
password provided to you in the account confirmation e-mail, and will be prompted to
change your password) If you've forgotten your password, please click on the “Forgot
Password?” link beneath the login area and a new one will be emailed to you which can be
reset afterwards.

Step 3: You will see the home page for the community of which you are a member. If you
belong to more than one community you can access other communities by selecting a
community name from the drop down box in the upper right corner of your screen (indicated
by the red arrow in picture below). Simply click on the small, black arrow, and highlight the
community you want.

2 CCSS0 Communities - Seconday School Redesign - Microsoft Internet Explorer

File Edit View Favorites Tools Help Links ] Intranet  #&] Agenda-x & SharePoint
Qsack ~ O B [ @ | SO search 7 Favorites &3 - & 3

Address |4&] http:/jcommunities. cesso.org:B080/cfportal layout?p_|_id=PRI. 1403. 1

Google |[Cl- v |Go 52 Ef -~ €9 Bookmarks~ B 3blocked | " Check ~ 'y Autolink =~ S| AutoFil [eg Send to-
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Welcome, Jessica Papp!
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Secondary School Redesign (Private)

COUNCIL OF CHIEF STATE SCHOOL OFFIC
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Seconday School Redesign  Docwment Library

Welcome! Please go to the
Document Library to access
background materials and
information related to CCS50's
product development. This is where

Message Boards

Categories My Posts Recent Posts Statistics
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http://communities.ccsso.org/

Il. Edit Your Profile & Upload a Photo

It is a great idea to include a photo of yourself in your profile. Follow these simple instructions to
add personalization to all your community posts.

Click on My Account
Once you are logged in, click on “My Account,” which can be found under your name at the top
of the screen.

Welcome, Michelle Bishop!
hEAcsount - SigreChot

‘ ‘ SSO COUNCIL OF CHIEF STATE SCHOOL

The “My Account” page allows you to update your name, email address, time zone or password.
Change any information as necessary and click on the first save button.

Change or Upload Your Photo
Step 1: On the far right side of your “My Account” page you will see a ? on a square.
This is where your photo will go. Click on “Change” under the square.

|'3 CCS80 Communities - Admin Home - Windows Inted et Explorer
.ﬁ. s it floommuniies cosso.ong: 080 ot sl 7p_|_id=PRI lS.J&pj_d-E&pj_a-cbﬂ'r-Mﬁ_p_Fl&e-ﬂ-&-mtﬂoj__‘!'] by | s

(BedtinContrbute  TPotinBog - Fle Bt Vew Faerdes  Toedh  Heb

i S5 = | 8 Moot Outhook Wb Aooess CCSS0 Commanities - A4, 3 | J8National Bducatbor Tranng 4.... & -

Welcole Joe Bloggal

Camnmirity Eor (Praate)

CCSSO

AdminNeme  Cowbent Management

Profla

Couxcir oF CHIEF STATE SCHOOL OFFICHRS

Prafix v_l Usar D Irbesay. com. 1 )

[T e TE P ——— Eirthday wmunry o]t ] 1970 e

Negde Mama Cander
Organtzation

Eantar
;‘:rma % Lacatas LL-2a il L _
H =l Joo Titie
Fhchredma ol

Emiil Address  somimdoues g 9
B

Display

LIAgUANE | Eglih Lnres Som) |
Tiree Zone | (00T | QuT w|
Grasbing alogeme Jou Blogge
Fasohmion | 539 oy 092 Fisais | w)
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Step 2: On the screen that appears, upload your photo by clicking of Browse and
selecting an image from your system. Your photo must be a GIF or JPEG that is 120

pixels tall and 100 pixels wide.

lser Portrait

pload a GIF or JPEG thatis 120 pixels tall and 100 pixels wide.

| Erowse...

N

Step 3: Click “Save” and you are done. Your photo will now appear both on your “My
Account” page and whenever you post a message to the message boards.

lll. Message Boards
A message board is the place where discussions can take place within the community.

In the sample community pictured below, you will see displayed the various categories that have
been created for discussion. In this sample, there is one category for each of the strands in the
Secondary School Redesign project. Each category has its own set of threaded discussions.
The numbers on the right show how many posts have been made to these threaded
discussions. In order to view and join the dialogue, you can select a category and read the posts
of others as well as your own posts.

While, in most cases, only community facilitators can add new categories, all community
members can add new threads and posts.
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Welcofe, Jessica Papp!
IyFREEount - SignOit

COUN

CCS50

Seconday School Redesign  Document Libra

Welcome! Please go to the
Document Library to access
background materials and
informaticn related to CCS50's
product development. This is where
tool drafts will eventually be posted
Then provide your feedback on
those tool drafts via the message
board for your respective strand

Community Members

EEE——

Secondary School Redesign (Private}

FirstMame
Middle Mame Leadership for Facilitating High School Redesign
LastMame Postsecondary Education Options

i

Email Address

Show All Membais Secondary School Redesign Project Partners

Transforming Instruction

SCHOOL OFFICERS

Categories Threads Posts

o o
1 1
0 (o]
v] 4]

RE ®E

RE QB

TIP: To view only the things you have posted, you can click on “my posts”
posts and replies will display. See green arrow above.

and only your

TIP: The “Recent Posts” tab at the top of the message boards is an easy way to
streamline your use of the threaded discussions. As these discussion take place several
posts will be displayed, if you click on the “recent posts” tab, you screen will list all of the
posts chronologically with the most recent posts at the top of the list. See yellow arrow

above.

How to Post a Message

Step 1: Select a category by clicking on it with your mouse. In the example below we have
selected the topic of Adolescent Literacy. This category has multiple threads. The first one
(red arrow) is marked as urgent and several are bold (yellow arrow). Bold denotes threads

that you have not yet read.

Calegones » Adelescent Literac

Threads

Thread Started By

(®] First draft ool component - literacy self-assassment rubric Melissa KcCabe

[+ General Comments Colleen O'Brien
Reviey BA from expens Jacqueline Bourassa
English lasson plan Tracy Fair Robesson
General Comments an the first four lesson plans Diane Girard
Content Area literacy expert Anzwears have been posted! Jessica Papp
Feedback on Contant Area L leracy Guide Diane Girard

First draft tool component - lesson plans :1: Jessica Papp
Review of Content Literacy Guide Terilyn Moore

Views  Last Post

Date: 711007 2212 PM
By Jawizs Fage

By: Disra Gieard
Date: 772707 9:88 AM
By: Jessica Papp
Date: 77207 3:04 P
By: Jeasica Papp

m &
m &
@ #
@ #
@ #
@ #
@ @
@ #
@&
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Step 2: To add a thread to this category, click on the button that says “Post a hew thread
See arrow below:

Calegones » Adolesceni |

Threads

Thread Started By Posts  \Views  LastPost

o s o pucd 10 00T 213 PM
[®] First draft tool componant - ieracy sell-assassment rubiric Melissa WeCabe 2 % HE s | 1;3_’?
Overview General Comments Calleen O'Brien 1 10 =@
Reuiaw A ORA fiom amas Iarnuisling Raarasss 1 17 IR IERL IR o G

Step 3: On the page that appears, type in a subject (much like an email) and the content of
your post. Your content goes in the “body” of the message. When you are finished click on
“Post New Thread”

Message Boards

Message

Subject St 24 Lbag Vins ,

wsax]mr g sT e OHIEE EEXE N
'-";;'_1 1ike the laceat drafe. I foucd the conteas ueseful.
Clickable Emalicons

oO®
8Q

Body

1

PO0RLBOOPD
(ol BRBLEY | L eledeié] o)
PLOPELRECPI®D

snanymous [

Pemmissions Conj

|_Pos ew Trowad | azacr Filas || Prasews || Sanosl |

When you post the new thread, your photo and name will be displayed to the left of your
message.
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Message Boards -
Categories My Posts Recent Posts Statistics

Categories » Adolescent Literacy » Review of Latest Work

Threads [ Previous | Next] Igf Post Mew Thread @ Subscribe

Review of Latest Work

Michelle Lee Review of Latest Work | 1/15/08 10:48 AM & Reply @, Reply with Quote ¢ Top
Bishop

m I really like the latest draft. | found the content useful.

Organizaticn:
CC550

Posts: &

Joined: 4/2/07 @ m

How to Attach A File
You may also want to attach a file that you want to share with your message. To do this,
click on “attach file” located at the bottom of the message page. See arrow in picture below:

Categaries » Adolescant Literac

Subject
¥|sizelw]| B r 0 8 Tyles JH|IZE|EERE N
|

Body

Anonymous [

Permissions Configure

I Post Hew Trrasag Il ALt I Eravias ” Canoml |
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Clicking the “attach files” button will allow you to attach up to five files. To add a file to the
message, click “browse” and a dialog box showing the contents of your computer will open.
This process is similar to attaching files to an email.

HAORNC

— Bm_
File 2

Browse...
File 3 Browse...
File 4 Browse...
File 5 Browse...

TIP: If you share a file by attaching it to a message, you should indicate whether or not
you mind if that document is shared externally. It is important to note to others if the
document is private or public.

How to Reply to Posts
You can reply to posts by other community members.

Step 1. When others view your posts or you view others’ posts, replies can be made in
two ways. The first is by simply clicking on the “reply” button. The second is by clicking
on the “reply with quote” button. Both will take you to a window that allows you to enter
your reply; however the “reply with quote” option will include quoted text from the post
you are replying to.

‘ ( SSO COUNCIL OF CHIEF STATE SCHOOL OFFICERS

Seconday School Redesign  Docwment Library

Message Boards 4

Categories My Posts Recent Posts Statistics

(9]

ategories » Adolescent Literacy » First draft tool component - literacy self-assessment rubric
Threads [ Previous | Next] ﬁ Post Mew Thread @ Subscribe

First draft tool component - literacy self-assessment rubric

Melissa First draft tool component - literacy... | £27/07 2:12 AM @ Reply @ Reply with Quote {r Top
McCabe

Hello everyone! The draft literacy self-assessment rubric for content a
would like your feedback on this toolkit component as soon as possible.
Melvina Phillips, one of the tool developers, so she can incorporate your i stions into her final draft. The
self-assessment rubricis located in the document library under Adolescen™lteracy and CCSS0 Product
Development Drafts. Once you review it, please post your comments right here on the adolescent literacy
message board, either as a reply to this post or as a new thread.

chers has been developed and |
then share your feedback with

Step 2: Once you click “reply” you will see a page similar to the “post new thread” page.
You can type your reply in the body section and when you have finished, click “reply” at
the bottom left and your reply will be posted. Scroll to the bottom of the page to see the
post that you are replying to.

You also can attach files to a reply. To do this follow the same steps as attaching files to
a message.
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Body

Ananyl

Fermi

s O

s Configure =

IHESH—'” Attach Files || Preview || Cancel |

Replying To:

Melissa
McCabe

draft tool component - literacy... | 8/27/07 2:12 AM

Ello everyone! The draft literacy self-assessment rubric for content area teachel

winnld like wanir feadhack an thie tanlkit fammnaneant ac cnnn ac nnecikhla il the

Once you have clicked “reply” you will be returned to the thread and can see your post,
with photo and name, displayed at the bottom of the page. All posts are displayed in
descending order, with the most recent posts at the bottom of the page.

Step 3: To edit or delete your post, use the icons in the bottom right corner of your post.
The pencil and paper icon represents “edit” (blue arrow), and the trash can icon

represents “delete” (green arrow). You can only edit or delete your own posts.
Threads [ Previous | Mext] E&F Post New Thread 3 Subscribe

RE: First draft tool component - literacy self-assessment rubric

w
First draft tool component - literacy self-assessment rubric Melissa McCabe 6/27/07 9:12 AM
i RE: First draft tool component - literacy self-assessment rubric Jessica Papp  6/27/07 12:07 PM

Melissa First draft tool component - literacy... | 8/27/07 2:12 &AM @ Reply @, Reply with Quote ﬂ Top

McCabe
Hello everyone! The draft literacy self-assessment rubric for content area teachers has been developed and |
would like your feedback on this toolkit component as soon as possible. [ will then share your feedback with
Melvina Phillips, one ofthe tool developers, so she can incorporate your suggestions into her final draft. The
self-assessment rubricis located in the document library under Adolescent Literacy and CCSS0 Product
Development Drafts. Once you review it, please post your comments right here on the adolescent literacy
message board, either as a reply to this post or as a new thread.

Organization:

CCSS0 Welvina would particularly like your thoughts on the clarity of the rubric for the following main components:
Reading Comprehension Strategy Instruction, Explicit Support for Content Area Reading, Vocabulary

Fosts: 1 Development, Listening/Viewing, Writing, Speaking/Presenting, and Thinking/Metacognition. Also, is there

Joined: 4/3/07

Jessica Papp

Crganization:
P e

Posi

anything critical that you believe is missing from the rubric?

| would like to receive your comments on this tool component by COB this Wednesday, June 27. Thank you
=0 much for your thoughts!

RE: First draft tool component - literacy... | /27/07 12:07 FM as = reply to Melissa r-.|333:e.@ @, Reply ‘i]‘
with
e Cuote s

This rubricis very helpful

&S

Page 9 of 20



How to Subscribe to Posts and Threads

Subscribing to a category or thread will enable a feature that sends you an e-mail each time a
new post is added to the thread or category that you are subscribed to. This is a great way to
keep on top of the discussions occurring around the topics you are most interested in. There
are three ways to subscribe.

While viewing a thread you are able to subscribe to that thread by clicking on the word
“subscribe” located in the top right corner of the thread. You will know that you have subscribed

since the icon will change from I to @

While viewing a list of threads in a category you are able to subscribe to individual threads
by clicking the subscribe icon located on the right side of the screen.

While viewing the list of categories you are able to subscribe to an entire category. If you
subscribe at this level you will receive an e-mail every time a post is made to any one of the
threads in the category.

Categories » Adolescent Literacy » First draft tool component - literacy self-assessment rubric
Threads [ Previous | Mext] ﬂ’ Post New Thread @ Subscribe

First draft tool component - literacy self-assessment rubric

Melissa First draft tool component - literacy... | 8/27/07 2:12 &AM @ Reply @’ Reply with Cul <‘|]~ Top
McCabe

Hello everyone! The draft literacy self-assessment rubric for content area teachers has been developed and |

B L e T LT T T e T T T S T O T T | ST BT
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IV. Document Library
The Document Library is the place where community members can post documents or drafts for
sharing and review.

In our example community the Document Library can be accessed by clicking on the “Document
Library” tab to the right of the “Arts Education Assessment Consortium” tab. See red arrow
below:

——Welkcolf, MicheSe st Beshop!
T g - S R

' ‘ S‘SO COUNCIL OF CHIEF STATE SCHOOL OFFICERS

Ars Educaton Assessment Consorium Document Library ‘

SCASE ARTE is the only sixle-based, B B ik P ik
nationally focused group addressing the Catagocas k

demlapment and refinament of &S educabion

asseasment maberials for karge-scale. distict |

lexel, and chassroom-based assessment and

ARTS SCASS (Privata) e

How to Access Documents

Once you have entered the Document Library by clicking the tab, you will see that it is
organized by folders. The first screen is similar to what you would see if you were browsing files
on your personal computer. See picture below:

Weescaime. Michellellast s hop!

k2 gacht E—

‘ CSSO CHOUNCIL OF CHIEY STaAaTE SCHOOL DFFICH®RS

A Eoucaton ASSesemant Condormam DoCumsn) Libwary

Frldars

Fobdar ¥ of Foiders F ol Documsans
5 AnsAssessmant Arscles
o 2o =

8 BN IS0 PREIng SRl BT B £ AE EQ Rt B0 dalay ST L T B G TINS5 TR

4 Retreat ideas

Lata-aly 1o ot dedarata-

_ PCASS Arls Mootings
Jufigidery Annapain Merbog. February 2000, Low Argeden. Oct 200T

Each folder contains a combination of sub-folders and documents related to a particular topic or
category.
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Step 1: Choose a folder and you will be directed to a page that shows a list of sub-folders
and/or documents. In the example below, we clicked on the SCASS Arts Meetings folder and
can now see the related sub-folders:

Dacusmesnt Library =

Folders

Fiodiier ol Folders ol Documants
3 Annapolis Meoting, Fotruary H008 0 1

- Los Angebes, Ot 2007

Documiants

Step 2: Click on the subfolder you would like to view. In this case we clicked on the “External
Resources, Reports, and Data” subfolder. Inside this subfolder there are 3 documents. Each
document displays a icon to the far left that indicates the type of document (PDF, Word, Excel,
Power Point).

Documenis
[[2ssteament || dcasneman | |
Discummend Sire Drvmioada Locked
E_'IH-.-_'.-:'-'!.!'r:'-._::.'. il iy il ] Mo i""lk
E_II' A Aganda 135 5 & Mo r_'-iL
W) Hotes from Fhoenis Mestng 5 Mo IJ

Step 3:_To view the documents, click on the title of the document. A dialog box will appear
prompting you to either open or save the document.

TIP: Just like the message board, you have the ability to streamline your navigation by

either viewing “My Documents” or “Recent Documents”. “My Documents” are those that
you have posted. “Recent Documents” are the most recently posted.
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Document Library

|

Folders

Dotuments

Dhocuirmi Sira Downlonds Locked
m-ts-.'c-'n::_:'erac Instructon for Adolescents - Cenler on Instruction, 2007 BE2TE 3 Mo e
m::-:'s‘z:-rc'.!iacenl Literacy Data, 2007 1028k 2 Ha [_‘}-
¥} CCS30 Adolescent Literacy Resources, 2007 125k 1 Ha £+

How to Post Documents

To add a document to the document library, click on the folder where you want to add the
document. Then click on the “Add Document” button.

We have clicked on the folder “Adolescent Literacy” and the sub-folder “Final Drafts for
Adolescent Literacy Toolkit".

Decusmeend Likrary =
Folders

Dotument

Bocumant Sire

Dovwrioods Locked
!] Teacher Sefl Assossmant Planning Tool FiAL &T.0 a I l'j\
@] Teacher 320 Assessmant Rubric FINAL 1115 11 Mo [
8] conent expert O & A liath Sed 1 Final 50 Sx i Mo (i

Next, complete the document upload form with the file, the file name and a description. To
upload the file, click on “Browse” to locate the file on your system.

Page 13 of 20



Document Library

Duacurnent

Folders » 3. ADOLESCEMNT LITERACY » Final Drafts for Adolescant Literag

ool kit

Upload documents no larger than 432845k

File &\Docsmants snd Settingsihlichelle'kly DocumantiBishop Browsa
Title Submit 8 Bescuroe Suidenos

Thisy ias a Test To demcnstzate adding a document.
Description

Pamissions Configura

Click “Save” when you have added all the relevant information about the file.

How to Download a Document
Navigate to the folder and document you would like to download and click on the document
name. You should receive a dialog box similar to the one below. Click on “Save” to save a copy

to your computer. Click on “Open” to open the file in the associated program, such as MS Word
or Adobe Acrobat Reader.

Documant Library &

Felders
Folders = S| Prep Do !.Fihﬂmlud E-a
[ pou want bo open of zave thiz fe?
Domuments Lgﬂ Ham  Glofsary. 000
_l Typer  Microsolt Weed Document
|_Acd Documems || dss Shemet From communiieg.copse,on
Document [ tpen. | [ 5ave | [[.Cance | [IiGScES Eocksd
] Glozsany Mo RS W
’j Rhea TachCentr = c"
th Bl ‘Wihle: Flet from the bnbemel o be uselul, some ez can poleniially Mo U"Lﬁ\l@g
) e |I¢'*':J|‘._¢-'-.‘.WH 1F yoois e ol sl ol e, b i el o
=l save this e Mg U‘gfﬂﬂ

WY S lachrant . Shasan far

R

To view other details about the document, click on the view button. B
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V. Bookmarks

Bookmarks are a way for community members to share relevant web sites and links.

How to Access Bookmarks

Bookmarks, similar to documents, are organized by folders. This example has five folders with

links.

Links to Related Websites

Folders | | My Entries Recent Entries

Folder

[ Arts Education Websites

3 National Endowment for the Arts
) SCASS Item Development Website
) SEADAE

) State Member Websites

# of Folders
1]
1]

]

# of Entries

el
o

4

Click on a folder to see the bookmarks. We have clicked on “State Member Websites,” and the

seven bookmarks in this folder are visible.

Lindks. to Redated Websites =
Falders
Enfrias

Entry URd
F— v
Califernia -]
Delaware

Minmésata [0}

Mew Hampshire [y
Miw Jersey [}

Mew Jersey Ants Education Census Sile LR

How to Add New Bookmarks

[

ade stabe azus

Wi DD e, S Qi

doe shate deus

eduCalion SLabe md . udimd ke Fimil

e slale.nh.usiaducation

wwiw Sabe nj usteducation

¥.amsedn|.org

Visits

To add a bookmark, click on “Add Entry” (see above). A bookmark entry form will be displayed.
Complete the form with the name of the Bookmark, the URL or web site address and a

description. Click “Save” when you are done.
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Links to Related Websites

Entry

Folders » State Member Websites

Mame Google
URL hitp: . gocgle. com

Thisz iz & test entry to show how Bookmarks are added
Description

Permissions Configure =
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VI. Calendar
Some communities have chosen to include a calendar in the community.

How to Post and Event
To post an event, click on the “Add Event” button.

Summary

o

January 15, 2008
E MT W 7T F 5

Thne Ttk Typea

There are no events on this day

Enter the event date, time, description and type of event. Then click “save” and your event will
be added to the calendar.

Calendar
Events
Start Date sanuary e 28 [ne][ 2008 [m] 5] [t [ae][ 00 ][ ot [ae]
Duration 1 |»|Hours | 92 |»| Minutes
All Day Event |

Time Zone Sensitive

Title Tt Evest

Thiz iz & Tear ayent To damonscrace cthe cal

Dascription

Type AN ey :]
P lons Configure
Ex0|EET)
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You can also schedule repeating events and set reminders for an event. Before clicking on
“Save” in the directions above, scroll down the screen to see the Repeat and Reminders tabs.
Set your preferences and then click “Save.”

Fepeat

@ Meyer Donotrepeatthis event.
O Daily

O Weekly

) Monthly

O Yearly

(® Mo end date

End Date . . . . . .
) End by | Jznusry s 15 || | 2008 .V.H 12 | s ]| :51 [ae]| PM [l

Reminders

Remind me | 15 Minut=s V hefore, and again | & Minutes v before the event by:

() Do notsend a reminder

(*) Email Address (michelleb@consultant.ccssa.org)
O swms

O Am

O i1ca

O msn

O ym
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VIl. Community Member Directory
The Community Member Directory provides community members with contact information for all
members of the Community.

How to display all members
To see a full list of all community members, click on “Show All Members”.

Community Members

First Mame Middle Mame

Last Mame Email Address

Show All Members |~

Email the Community

A full list of the community membership, with email addresses will be displayed.

First Mame Midd®e Hama Last Name Emall Address

Hame Ermail Address

Tom Aldarson temalderson@bsd k12.deus
Michella Lee Bishop michele@takeaslep com
Jang Bonbright jeonbright@nces.cg
Richard Bunmows richard bunmowsEiausd net
Mancy Can RCAmECde.ca.gov

Hatfian Dards riathan dads@ecae kK12 mn,us

chd Fredrick Tredvw@earmlinkne

Deborah Hansen ghansen@don k12 de.us
Hiather Hinnita haatharhisniladahng sam

How to email the community
Community members can email the entire community by clicking on “Email the Community”.

Community Members

First Mame Middle Mame

LastMame Email Address

Show All Members |

Email the Community _
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Depending on your email program, a new email message screen should appear with the
address of the community in the "To:” field.

' 2 Untitled - Message (HTML) E]@

i Fle Edit Yew Insett Formak  Tools  Actions  Help

idgend | Accounts < | [ =4 | 4 9 % | & [l TE attach as adobe POF | [ | ¥

i
: il -0 -|AlB zu|ElEEici=mEel |
scassarks@lists. cosso.org
Bec...
Subject:

Questions? Concerns? Feel free to e-mail them to communities@ccsso.org.
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