ATLAS Curriculum Mapping

Basic User Guidelines
LOGGING INTO ATLAS

1. From your Internet browser go to the Atlas site:  http://pingry.rubiconatlas.org
2. Click on the icon to login.

3. Select your name by

Using the drop down menu.
OR

Find your name thru the Search Name feature.  
To use this feature, click the search names button, then simply type a recognizable and distinct portion of your first or last name in the field

4. Enter your password.
5. Push the LOGIN button

CHANGING SETTINGS

Select the "Click here to change your user settings" hyperlink in the chalkboard in the Welcome screen.
Password Change
· The change password option will require that you enter your old password and new desired password
· Passwords may be any combination of letters and numbers, and must be 10 characters or less.  Make sure you select a password that cannot be easily guessed.

· Your new password will take effect the next time you log into Atlas.

E-mail Alert Change
· By default, when another user leaves you a note, Atlas sends you a notification by email.
· The email alert will give you information about who left you a note, in which map it was left, and when it was left.

BROWSING MAPS

1. 
Select the means by which you would like to browse: 

Teachers, Subject, Grades or Collaborations

· Each option lists all of the maps in the system filtered by the option you have selected.

· To view a map, click on the hyperlinked course name
· To better focus your search, click on the Schoolhouse icon which will filter searches by school type or name.
2. 
Once you have selected the method you wish to browse, and then picked the Teacher, Subject, or Grade you want to focus on, you'll see a results page.
· The "breadcrumb" at the top of the page displays the path you took to reach this location. You can click on the hyperlinked words to move backwards in your search path.

· Click on the hyperlinked Course name to see the entire curriculum map
· Click on the Notes tack to leave notes for other teachers. If click on Notes for your own course, you will see a report of your notes.
· Clicking on any of the column headings will resort the page by that column. Clicking on the same column again will sort it in reverse order.

· Click on any course name listed under Course column to view the curriculum map.

Hint: click on the little Aardvark [image: image1.png]


 on the top left corner will close the window.

MAINTAINING YOUR MAPS

To edit your curriculum maps, click on the "Maintain" button at the top of your screen.

Selecting a Course to Edit

· A list of courses for which you have editing privileges will appear.

· Click on any of the hyperlinked course names to begin editing.

Changing Time Periods (MONTHS)
When you first enter the Maintain screen, the current month is the one displayed.  To maintain curriculum within another month:

1. 
Click on any of the abbreviated month names that are displayed beneath the current month.

2. 
Click on the "Previous" or "Next" hyperlinks to scroll through the academic year.
Editing Maps

1.  
Click in any box, then type, change, or delete data directly in the Web interface.

2. 
Save your data frequently by pushing the Save button near the upper right-hand corner of the screen

3. 
If you want to delete all of the information within one field, you can use the delete button (the eraser) to the right of that field

Hint:
If you try to change pages or move to another month without saving, Atlas will prompt you to save or discard your changes.

CREATING UNITS

By default, unit names are not used when you first begin mapping
To create new unit:

from the Maintain screen:

1.
To begin working in units, simply type in a unit name in the box on the Maintain screen and save.
2.
To add another unit, click the Create New Unit button in the upper right hand side of the Maintain screen.  Enter the new unit name and save
from the Unit Planner screen:
1.
Click on the UNIT PLANNER button to the right of your course name in the Maintain screen

2. 
Click in the "Specify a unit name" text box and enter the name of your unit.

3. 
Select the time span of the unit using the "From:" and "To:" options.

4. 
Click "Save" to create the unit.  The unit now appears in the table above in the months you selected.

USING UNIT PLANNER

To edit your course units, click on the UNIT PLANNER button to the right of your course name in the Maintain screen

When you first open the Unit Planner for a course, only units already create will be shown

Adding a new unit

1. 
Click in the "Specify a unit name" text box and enter the name of your unit.

2. 
Select the time span of the unit using the "From:" and "To:" options.

3. 
Click Save to create the unit.  The unit now appears in the table above in the months you selected.

Selecting a Course in which to add Units

1.
A list of courses for which you have editing privileges will appear.

2.
Click on the corresponding units button to the right of the unit to begin editing
Moving Units/Changing Unit Order

1. 
Click on the unit name to select it.  A pencil will appear next to the unit.
2. 
Move the unit by clicking the right or left arrows in the direction you wish for it to move. This will adjust the month(s) in which the selected unit appears.
3. 
Move the unit up and down in the sort order using up and down buttons. This allows you to sort units without numbering them
Viewing Your Unit Map

1. 
Click on the eyeglasses icon to the right of the Unit name in the Unit Planner.

2. 
A separate window will open up displaying your unit map. 
Printing Your Unit Map

All maps are printable by hitting the print icon in you browser or by selecting File ( Print from the top left of the screen.

Increasing the length of Units

1. 
Select an existing unit selected by clicking on the unit name in the list.

2. 
You can select earlier months from the To: drop down to extend the unit earlier in your map.

3. 
Select later months from the From: drop down to extend the unit later in the year.

Deleting Units

1. 
Click the unit name that you want to delete.
2. 
Click the Delete button.  This will only delete months without information from this unit.
3. 
To delete units that contain mapping data, return to the Maintain view of your unit.  See Removing Units for how to delete an entire unit.
Removing Units

To remove a specific unit, push the Delete Unit button in the upper right hand side of the Maintain screen.

Hint:
Be careful this will delete both the unit name and all information within the unit.
Viewing your Unit Map

1. 
In Unit Planner, click on the eyeglass icon next to the unit that you want to view.

2.
Once you clicked on the Eyeglass icon this Unit Map opened in a new window.  To close it, click on the Aardvark on the top left.

WORKING WITH UNITS

Creation

By default, unit names are not used when you first begin mapping

1.
To begin working in units, simply type in a unit name in the box and save.
2.
To add another unit, click the Create New Unit button in the upper right hand side of the Maintain screen.  Enter the new unit name and save.

Once you have begun working with units within a given period, you can then add as many as you wish.

Tip:
If you have created multiple units within a given month, Atlas will sort them in the order created.  If you would like your units displayed in a different order, we use the Unit Planner to sort the units.
Note:
Once units have been created within a mapping period, the data, links, notes, assessment opportunities and school values are all based on a unit level.
Editing Multiple Units

Select month that you wish to maintain

Select the unit from the drop down menu in the middle of the Maintain screen. Edit the map.
You can move back and forth between units in a month and edit each.  If you haven't already done so, Atlas will remind you to save before changing from one unit to the next
