Morning Meeting Setup Assistant (For Middle School/Older Students)

A.  Which Activities to you want visible (to be able to choose from)

	 FORMCHECKBOX 
 Good Morning
	 FORMCHECKBOX 
 Say the Whole Date
	 FORMCHECKBOX 
 Monthly Activity Page

	 FORMCHECKBOX 
 Who is at School
	 FORMCHECKBOX 
 Alphabet
	 FORMCHECKBOX 
 Songs

	 FORMCHECKBOX 
 Citizenship
	 FORMCHECKBOX 
 Numbers
	 FORMCHECKBOX 
 Let’s Read a Book

	 FORMCHECKBOX 
 Kids at Hope Pledge
	 FORMCHECKBOX 
 What’s the Weather
	 FORMCHECKBOX 
 Motor Activity

	 FORMCHECKBOX 
 Days of the Week
	 FORMCHECKBOX 
 What’s for Lunch
	 FORMCHECKBOX 
 Finished

	 FORMCHECKBOX 
 What is the Month
	 FORMCHECKBOX 
 What are we doing today?
	 FORMCHECKBOX 
Where do we live?

	 FORMCHECKBOX 
 Writing Paper
	 FORMCHECKBOX 
 Weather Online
	 FORMCHECKBOX 
 Literacy Group Split


B.  Attendance Page (Who is at School) Directions:

1. List all of your students in the column to the left

2. Choose what you want (one of the right 4 columns)

3. Put an X in the box if it is one of the first two columns (and take pictures of the kids and have them saved on your computer)

4. Fill in specific text info desired if it is one of the last two columns

5. In the examples below, there are three students in the class.  One named Matthew, who during attendance is working on identifying his first name.  The second student named Joe who is working on recognizing his picture and needs auditory support when clicking on the picture.  The third student, Elisa, who is working on recognizing her phone number, rather than her name.

	Name of Student
	Picture with Speech
	Picture no speech
	Text with Speech (please type in what you want.  E.g. first name, last name, phone number…)
	Text no Speech (please type in what you want.  E.g. first name, last name, phone number…)

	Matthew Press
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Matthew

	Joe Student
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	Elisa
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	321-123-4567
	     

	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     


C.  Kids at Hope Page (2 options):

Do you want the:  

 FORMCHECKBOX 
 Writing with Symbols setup – Kids at Hope

 FORMCHECKBOX 
 Fill in the blank setup – Kids at Hope FITB

D.  Numbers Page:

Do you want the: 

 FORMCHECKBOX 
 Counting to 10 (one to one with manipulatives and animation)  - Numbers 1 to 10

 FORMCHECKBOX 
 Counting to 31 - Numbers to 30 by 1 (for calendar math)

 FORMCHECKBOX 
 Counting to 100 – numbers to 100  

E.  Monthly Activity Page: (meant for activities that are completed during that particular month.  E.g holidays, themes, time based events)
	Month:
	Activities to be Attached

	January
	     

	February
	     

	March
	     

	April
	     

	May
	     

	June
	     

	July
	     

	August
	     

	September
	     

	October
	     


	November
	     

	December
	     


F.  Songs Page: (meant for songs that are sung any time of year)
	1.
	     

	2.
	     

	3.
	     

	4.
	     

	5.
	     

	6.
	     


G.  Books/Motor Pages: (meant for books/motor activities that students might read/do any time of year)

	Books/Literacy
	Motor Activities

	1.
	     
	1.
	     

	2.
	     
	2.
	     

	3.
	     
	3.
	     

	4.
	     
	4.
	     

	5.
	     
	5.
	     

	6.
	     
	6.
	     


Directions for Making Changes
A. Buttons on Main Toolbar

If you decide that you don’t want certain buttons to show on the main toolbar, you can delete them from that toolbar.  However, you should duplicate the toolbar and hide it (in case you want to restore any of the buttons).  To edit the custom toolbar, you click on “Edit” then “Custom Toolbars and Buttons.”  To see more specific information on dealing with the toolbars and/or buttons, please see the video 5 listed below.

B. Attendance Page Options

When you are ready to add your students to the toolbar, please watch videos 8 & 9.

C. Kids at Hope and D. Numbers
If you desire to have the alternate versions of these two pages, please watch video 7.

E. Monthly - Please see the appropriate videos that meet your needs (1, 2, 3, 4 below).

F. Songs - Please see the appropriate videos that meet your needs (1, 2, 3, 4 below).

G. Books/Motor - Please see the appropriate videos that meet your needs (1, 2, 3, 4 below).

H. Deleting a button from a page – please watch video 6 below.

I. Summer Changes
These changes are necessary each summer so the calendar is updated to perform correctly with the new school year

a. Changing the year – please watch video 10 below.

b. Changing the monthly start date – please watch video 11 below.

J. Final Step – Republishing

The final step is to republish your calendar file so all changes are saved and all links that can be embedded into the new file are included with the calendar package (not all files, such as videos or external files not made from classroom suite will transfer independently upon export).  Please watch video 12 below.

Videos – Posted at www.region2library.org/dct.html
1. Adding a song to your calendar

2. Adding a video to your calendar

3. Adding an internet link to your calendar

4. Adding a file to your calendar

5. Deleting buttons from the main toolbar

6. Deleting a button from a page

7. Changing page links on the main toolbar

8. Attendance Step 1 – Adding your students

9. Attendance Step 2 – Telling the Computer which buttons to push

10. Summer Changes – Changing the year

11. Summer Changes – Changing the monthly start date

12. Final Step for everything – Republishing your file

