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[3 eBackpack’

WEB TEACHER GUIDE

This guide will cover basic usage of eBackpack for a teacher
(assighments, storage, homework review, collaboration, and Act As
support). If you need any additional help, please use our Support
Center, Facebook, or Twitter. We want you to have an excellent
experience using eBackpack and intend to provide exceptional
customer service.

eBackpack provides a separate Student Guide through our support site at
http://support.ebackpack.com.
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Starting Out
Your Account Login Page — Your eBackpack Website Address

P

mu‘ -mmsm:T)mnamnm login ¢ || B - Google R B ¥+ #

Nt

eBackpack’

Sign In
User Name:
Password:
Signin | Forgot your password?

| am a parent...

e  Your web address will be provided by your eBackpack account administrator. This will generally be accessible from
your school website and may look something like https://MYDISTRICT.ebackpack.com - or -
https://MYSCHOOL.ebackpack.com

https:// .ebackpack.com
Username:

Password:

e  You will need your username and password. If you forget them, you can either (a) contact your school or district
administrator for that information, or (b) use the Forgot Password functionality (if it has been enabled by your
school or district administrator and an email address has been added to your user record in eBackpack). A
password reset link will be sent immediately to the address provided.
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® .
GyeBackpack Edison eBackpack ¥
& Actions Home

& Home Monday 7/14 Tuesday 7/15 Wednesday 7/16 Thursday 7/17 Friday 7/18

a6 Assignments (8) 9A Assignment 1 9A Assignment2 9A Assessment (Quiz) 1

[ Calendar 10A Assigament+ 10A Assignment 2 10A Assessment (Quiz) 1

45 Classes & Groups 10A Quiz 11A Assignment 2 11A Assessment (Quiz) 1

4 Graded Work (0) A sonment

& Awaiting Review (0)

Class & Group Requests(1) — * 3 Recent Activity
ooooo Y
ooooooo q P
b ;&L Boeaaas u New Assessment Quiz created
™) My Files |

=1 Demo

[ 1st period Classes & Groups My Files Calendar Assignments (8)
@ Assessment (Quiz) 1

Syllabus.docx has been created in 1st period

dh Assignment 1 1 Code of Conduct.docx has been created in 1st

ah Assignment 2 i % ﬂ @ period
[0 2nd period ! ?
+ [M 3rd period
@@ E-Portfolio Class Rules.pdf has been created in 1st period
E-Portfolio Awaiting Review Class & Group Requ...

i Trash

Quick Start Web Guide.pdf has been created in
1st period

© 2010-2014 eBackpack, Inc. Use is subject to our Terms & Conditions.

Your home screen provides a quick view of activity within your eBackpack as well as navigation to different pages.
e Calendar
o Automatically populates assignments by due date and time
o Colors are automatically assigned to different courses
o  Strikethreugh-markings indicates the assignment has been marked as complete
o Quickly navigate to assignments by tapping on the assignhment name
e Recent Activity
o Lists recent assignments you’ve created and files you’ve uploaded
o Access those events by selecting the event name
e Navigation Tiles
Quickly jump to different pages within eBackpack by selecting your tile of choice
Classes & Groups provides a list view of all classes you are part of
My Files stores your personal files from year to year
Calendar provides a month view of assignments

O O O O

Assignments lists all current assignments and assessments
= Onthetile, the number in red indicates your number of late assignments, yellow the number
of assignments due today or tomorrow, and the number in parentheses the total number of
assignments you have yet to complete
E-Portfolio stores important documentation
Awaiting review lists all ungraded submissions
=  The number in grey indicates how many ungraded submission you have pending
o Class & Group Requests links to all pending requests to join classes or groups in which you are admin
=  The number in blue indicates the number of pending requests
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My Files (Personal, Private Storage Area)

My Files is your personal storage area in eBackpack. The files and folders stored here are generally only visible by
you. (In some circumstances, school administrative personnel will also have access.) These are files that you have
uploaded to eBackpack that will be available to you whether or not you are using your personal computer.
Loading material into the “My Files” section of your eBackpack account makes these files available to you whether
you are at home on your desktop computer, at school on a computer lab machine, at the library on your laptop, at
your grandmother’s house on her computer, at the coffee shop on your iPad, or anywhere else where you can
connect to the internet.

You can also create and use folders and subfolders on eBackpack to keep your material organized. Your My Files
storage will remain with your account year to year, unlike your class folders which will be refreshed at the
beginning of each school year, semester, etc. depending upon your school’s implementation. Therefore, eBackpack
recommends creating assignments, etc. in your My Files and then copying them to classes each year.

From the My Files screen, you can upload a file to your account. You can also add a folder, as well as move, copy or
delete files and folders. The following functions are available:

Add a Folder

GyeBackpack’ Edison eBackpack w

+ Add Folder _

+ Add Assignment

P Q 4+ DB e @

L
+ Add Assessment Add Files Download View Move Copy Comment Rename Delete Turnlin
Name a File Name: Quick Start Web Guide.pdf
Last Modified: Jul 11,2014 2:19pm

Size LastModified | ot virys Scan:  Clean at Jul 11, 2014 2:19pm

View Versions (1) History

This file does not yet have any comments.

4 Join a Class or Group...

On the left hand side of your screen under your eBackpack tab is the Add a Folder Actions drop down box. This is
where you can create folders and subfolders for more specific organization. To create a folder, click the “Add Folder”
button and then give your folder a name. The folder will be created as a subfolder to the selected folder. Folders can
also be moved with the drag/dropped ability by using your mouse to organize them.
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Add a File
L] .

ﬁeBackpack Edison eBackpack w
& Home

&k Assignments (7) @ @ Q

(& Calendar Download View Move Copy Comment Rename Delete Turnin

s Classes & Groups Na » File Name: Quick Start Web Guide.pdf

Si Last Modified Last Modified: Jul 11, 2014 2:19pm
4 Graded Work (0) Zs astModilied | oqt virus Scan:  Clean at Jul 11, 2014 2:19pm

e Class & Group Requests(1)
+ @ eBox (0) This file does not yet have any comments.
5 Demo
+ [@ 1st period
+ [ 2nd period
+ [ 3rd period
8 E-Portfolio
@ Trash

Select any folder under your “My Files” or your Green Folders that you want to put a file(s) in from the left side of
the screen. On the right side of your screen, in the top row choose Add Files. Then decide on where you want to
import from (i.e. My Computer, Google Drive, Dropbox, OneDrive, or box) then click Select to Browse to find the
desired file(s). Depending on your web browser, you can select and add up to 10 files at one time. Click “Add
File(s)”and it will be uploaded to the selected folder in your eBackpack account.

View

Viewing Quick Start Web Guide.pdf

) pooe 1 02 () (B zoom 7w (& () [3) (Wl

& eBackpack’ quick START WEB GUIDE

Add a Folder, Assignment, or
Assessment

Add new resource folders, assignment folders,
and assessment folders using the Actions drop

Many files can be viewed directly in eBackpack. After selecting a file within a folder, click the “View” icon to view the
file. This will allow you to view the file within eBackpack without ever having to download the file.
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Download

GyeBackpack’ Edison eBackpack ¥

. & Actions... - .

& Home

@b Assignments (7) + 2 .*. @ o a
Calendar Add Files \§ Download JJ View Move Copy Comment Rename Delete Turnin

s Classes & Groups Name o File Name: Quick Start Web Guide.pdf

: Last Modified:  Jul 11,2014 2:19pm
4 Graded Work (0) Size Last Modified | oct virys Scan:  Clean at Jul 11, 2014 2:19pm

#= Class & Group Requests(1)

+ @ eBox (0)

This file does not yet have any comments.

=) Demo
+ [ 1st period
+ [ 2nd period
+ [ 3rd period
@ E-Portfolio
o Trash

Select a file within a folder and then click the download button to download the file to your computer. You will then
be able to open and work with it on your local computer.

Copy

GyeBackpack’ GyeBackpack’

. = Actions... v .
+ Add Folder T T -

+ Add Assignment & Assignments (7) o X Q "I"
4+ Add Assessment Add Files Calendar Add Files Download View Move§ Copy
 Rename Name - 2 Classes & Groups Name A
+ Move Size Last Modified 4 Graded Work (0) Size Last Modified

4= Class & Group Requests(1)

¥ FOLDER | fsi  FILE

= Demo

Select the file or folder that you want to copy by clicking on it. Then click the copy button. For folders, this is on the
top left hand side under eBackpack. For files, this button is on the right hand side in the top row and says “Copy”
underneath it.
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Move

GyeBackpack’

+ Add Folder

+ Add Assignment

+ Add Assessment

[ Rename

4 Move

it Copy

W Delete

48 Join a Class or Group...

+
Add Files
Name -
Size Last Modified

FOLDER

Page 8 of 25

GyeBackpack’

@k Assignments (7) + 3 Q E
[ Calendar Add Files  Download  View Copy

4 Classes & Groups Name - A
4 Graded Work (0) Size Last Modified ]

y
s | |

2= Class & Group Requests(1)

e F|LE

5 Demo

Select the file or folder that you want to move by clicking on it. Then click the move button. For folders, this is on
the top left hand side of the screen under eBackpack. For files, this button is on the right hand side in the top row
and says “Move” underneath it. Additionally you can move files and folders by clicking a folder then dragging its new

location.

Rename

GieBackpack’

<+ Add Folder
+ Add Assignment
+ Add Assessment

W Delete

42+ Join a Class or Group.

+
Add Files

Name -

Size Last Modified

FOLDER

GyeBackpack’

& Home

&b Assignments (7) +

+ & Q b od
[ Calendar Add Files Download View Move Copy Commentf§ Rename

1 Classes & Groups Name a |File Name:
Last Modified
4 Graded Work (0) Size Last Modified | g4 virys Scan:
& Awaiting Review (0)
= Class & Group Requests(1)
+ g €Box (0)

[ Demo
+ [ 1st period

+| [ 2nd period

Files and folders can be renamed at any time using the rename icon. To rename a folder click the rename icon in the
drop down box on the left side underneath eBackpack. To rename a specific file, click the file then click the rename
icon on the right side on right side of the screen in the upper row.

© 2012-4 eBackpack, Inc.
Jump to Table of Contents

http://www.eBackpack.com 7/14/2014



http://www.ebackpack.com/

eBackpack Web Teacher Guide

Page 9 of 25

Delete
(eBackpack’ GyeBackpack
|rEmseioeme =1
& Home
+ Add Folder eI T
o + i @ 4+ B cf @
(=] Calendar Add Files Download View Move Copy Comment Renar

+ Add Assignment

+ Add Assessment

& Rename

+ Move

) Copy

@ Delete

4 Join a Class or Group...

&+
Add Files

Name -
Size Last Modified

FOLDER

s Classes & Groups
4 Graded Work (0)
& Awaiting Review (0)
&= Class & Group Requests(1)
+ @ eBox (0)

5 Demo

+ [ 1st period
+ [ 2nd period
+ [ 3rd period
@ E-Portfolio

Name

Size Last Modified

B L s

FILE

a  File Name Qui
Last Modified: Jul 11, 2 18]
Last Virus Scan:  Clean at Jul 11, 2|

This file d

Files and folders can be deleted at any time. When a file is deleted, it will go to your Trash. You can restore files from
the Trash for about 30 days. To delete a folder use the drop down box under eBackpack, and to delete a file select

the given file then click delete in the top row on the right side of the screen.

TIP: If a file is in the Trash for 30 days or more it will be purged. Once a file is purged it can no longer be recovered.

Comment

Comment on Quick Start Web Guide.pdf

Comment:

Comment here!

You can add comments to files in the My Folder section of eBackpack. Comments made in the My Files section are
not visible to anyone else unless the file is moved or copied to a class or group folder.

© 2012-4 eBackpack, Inc.
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GyeBackpack’

. & Actions...

G Home

& Assignments (0)
Calendar

4 Classes & Groups Name
4 Graded Work (0)

& Awaiting Review (0)

#o Class & Group Requests (1)

+ @ eBox (0)

=1 Demo
+ [ 1st period
+ [ 2nd period
+ [ 3rd period

ot
Add Files

Edison eBackpack w

B @
Download View Move Copy Comment Rename Delete Turnin
o File Name: Quick Start Web Guide.pdf

Last Modified:

Jul 11, 2014 3:01pm
Last Modified | ot virus Scan:

Pending

This file does not yet have any comments.

If you update files, eBackpack will keep all previous versions of files, so clicking the Versions tab on the right side of
the screen is a great way to see the differences between document updates.

Turn In

Submit Quick Start Web Guide.pdf

Would you like to submit this file to a class or a specific user?

Submit to Class

Class:

Assignment:

Comment:

Selecting the “Turn In” button allows you to submit files that are in your “My Files” section to an entire class or just
one specific student or administrator. Just change the drop down menu from “Submit to Class” to “Submit to User”.
Type the user’s name or select it from the drop down menu.
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Class & Group Folders }&L

This area holds folders that you create for each Class, Club, or Group that you belong to (these will be green folders).
You can either be an administrator or a member of these Classes, Clubs, or Groups. Typically, a teacher will be the
administrator of a green folder and students will be members. However, a teacher might also be a member of a
group (e.g. English Department) with another teacher or supervisor being the administrator (e.g. English Department
Chairperson).

As Teacher (Administrator), creating a green folder for each of your Classes allows you to easily provide material to
all the people who have been set up as Class members. Creating Assignment Folders lets the Teacher (Administrator)
collect student work, organize it by class and assignment and view the status of the assignment (which students have
submitted the assignment, which have not, when they were submitted, whether they have been graded or not, and
so forth).

The functions available to administrators and members are:

Administrator (usually the teacher)

Class Settings:

° :
GyeBackpack Edison eBackpack w
> Actions (& 1st period No announcement has been set... w’ (|
& Home
¥ Class Settings (73 Class Administrators
ah Assignments (0) =
faul kp 74
[ Calendar Join Code: LF86UVAJ9 LDeen::Jht Assignment 18y » Edison eBackpack @
) Ronda Smith
& Cl &G
i Sasses s LbWS Class ID COURSE-6140  Default Due Time 9:00 AM
4 Graded Work (0)
Member Commenting:  No Member File Sharing No Class Assignments
& Awaiting Review (0)
Complete: | Not Complete: ¥
 Class & Group Requests (1) \F/’:Jst::;i“\/\lebsne Public P ¥
& eBox (0) Y Name Due ~ Complete
My Files » Class Roster Parent Codes (% :\ss\gnment 7114 9:00 AM 0
= Demo
About this class... ez
() 1st period ) :\ézfsimem 7/18 9:00 AM 0
@ Assessment (Quiz) 1 No description provided. (74 z)
& Assignment 1 No description provided.
dh Assignment 2 Class Materials -+
8 2nd period Drop files or Select to upload
+ [B 3rd period
No Class Materials present
@ E-Portfolio

Open the class folder and select the Class Settings edit option the main window.
e Member Commenting / File Sharing: Here you are able to enable Member Commenting or Member File Sharing
based on the account wide settings.

o Member commenting allows members to add notes inside of the class. The comments will be visible to all
members.

o Member File Sharing allows members to place and remove files from a class or group. This is typically for
use with small student groups or for department wide sharing. Files will be readable by all members of the
class or group.

e Default Assignment Length and Due Time: Set your defaults for assignment length and due time

o Each individual assignment can be manually changed to be different from the defaults

© 2012-4 eBackpack, Inc. http://www.eBackpack.com 7/14/2014
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Roster:
© 5
GyeBackpack Edison eBackpack ¥
= Actions. (& 1st period No announcement has been set... g’ (&]
E7E"T) » Edison eBackpack 7
& Home Parent Codes (% e
f ASSNMEnt() Members Class Assignments
] Calendar Edison eBackpack Danny eBackpack ® [l compet ot G
% Classes & Groups edison2 (farmer)  danny (farmer) ompee: olompee
4 Graded Work (0) Eddie eBackpack ® Nanto Bue = ST
# Awaiting Review (0) eddie (mrmer Assignment 2,14 500 AM 0
# Class & Group Requests(1) Sarah eBackpack ® 1 }
 an eBox (0) sarah (farmer) Assessment o o 00 0
) My Files Sophie eBackpack ® (Quiz) 1
= Demo sophie (farmer)
[T 1st period
B 5 Add New Member
@ Assessment (Quiz) 1
&% Assignment 1
v Gsshnnent2 About this class... aE
+ [ 2nd period
: L No description provided... 73
+ [[ 3rd period ; ]
P | & Public| No description provided...

& F-Portfolio

Open the class folder and select the Class Roster section in the main window. You will be able to see class details
including the administrators (typically other teachers and faculty for this class) and members (typically students) of

the class, club, or group. You can also print out a list of Parent Codes for the members on the class roster.

About this class...:

GyeBackpack

& Actions

& Home
#h Assignments (7)
[ Calendar
s Classes & Groups
4 Graded Work (0)
& Awaiting Review (0)
#~ Class & Group Requests(1)
+ @ eBox (0)
™) My Files
=1 Demo
™) 1st period
@ Assessment (Quiz) 1
@k Assignment 1
&b Assignment 2
+ [ 2nd period
+ [ 3rd period
M E-Portfolio

(& 1st period
» Class Settings @

» Class Roster Parent Codes [

About this cl; e
] No description provided.. (74
o Public] No description provided.
Class Materials o+
Drop files or Select to upload
No Class Materials present
» Class Discussion 0O (0) &

Edison eBackpack w
No announcement has been set... wh' (|

Class Administrators

» Edison eBackpack (74

Class Assignments

Complete: ./ Not Complete: ¥

Name Due « Complete

Assignment

: 7/14 9:00 AM O

Assessment
(Quiz) 1 7/18 9:00 AM (]

This is where you can provide a description or outline for the class. There are two sections for separate

information.

© 2012-4 eBackpack, Inc.
Jump to Table of Contents

http://www.eBackpack.com

7/14/2014


http://www.ebackpack.com/

eBackpack Web Teacher Guide Page 13 of 25

Class Materials:

Edison eBackpack »

G eBackpack'

& Home

dh Assignments (0)

[ Calendar

4 Classes & Groups

& Graded Work (0)

& Awaiting Review (0) ‘ No description provided...

4= Class & Group Requests (1) No description provided... 1 Name Due « Complete
'+ @ eBox (0)
- (™) My Files

[ Demo

‘ Complete: -/ Not Complete: ¥

Assignment
1

Assessment
(Quiz) 1

7/14 9:00 AM (]

Drop files or Select to upload
| Sylabus docx aox®@
@ Assessment (Quiz) 1 | Code of Conduct docx ao X @
dh Assignment 1 | Class Rules pdf a0 @

& Assignment 2
1M 2sdpancs DClssDiseusson @008

This is where you can see any files that you or any of your student body have shared to the class. All members of
the class will see these files. If you want to send a handout to everyone in the class, simply add a file to this folder
and it will be immediately available to all members.

7/18 9:00 AM ()

Class Discussion:

GyeBackpack® Edison eBackpack w

& Actions... v

& Home

& Assignments (7) Drop files or Select to upload

[ Calendar

4% Classes & Groups

4 Graded Work (0)

& Awaliting Review (0)

4+ Class & Group Requests(1)
1+ @ eBox (0)
- ™) My Files

[ Demo

Assessment =
(Quiz)1 7/18 9:00 AM (]

@ Assessment (Quiz) 1
& Assignment 1
& Assignment 2

[ 2nd period

v
@ E-Portolio ‘ i Homimen

This is where you can add and view comments from other class admin and members. As an admin, you may also
moderate any comments by clicking on the “X.”

Member comment ®

Eddie eBackpack Friday 07/11/2014 15:49 PM

© 2012-4 eBackpack, Inc. http://www.eBackpack.com 7/14/2014
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Members

GyeBackpack’ Eddie eBackpack ¥

& Home
& Assignments (3)
[ Calendar
s Classes & Groups
4 Graded Work (6)
+ g eBox (1)
- [ 1st period
ah Ass!gnment 1
+ l 2nd period
-~ MR E-Portfolio f
+ Il 12th
W Trash

Follow all directions written on the document. Completed: [ No |

Due May 28, 2014 9:00 AM
Turn-in Allowed:

Drop files or select to submit

e Access files that have been shared to the group in the Assignment Materials box. Members can download the
file, view comments, add comments (depending on account settings), and copy the file to the My Files area.

e Turn in work by clicking the “+” button in the Assignment Submissions box. To view any submitted files, select
the “eye” icon in the Assignment Submissions box.

© 2012-4 eBackpack, Inc. http://www.eBackpack.com 7/14/2014
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Working with Assignments

Assignment Folders

eBackpack makes it easy to create an Assignment Folder where you can share files, post additional information,
and then collect the work from your students in one easy, well organized location. You will want to create an
Assignment Folder for each assighment where you are collecting electronic work files from students, whether the
assignment was given to the class by verbal instructions, notes on the blackboard, a handout, an electronic file, or
any other means. Assignment Folders not only organize the work so you can find it easily without searching
through countless files and locations but it also allows you to see the status of any class and assignment instantly
(you can see which students have submitted the assignment, which have not, when they submitted, and whether
you have graded and returned the work to the student.)

Create an Assignment Folder

e Tocreate an Assignment Folder first select the My Files Folder or Class/Group you want to create the
assignment in by clicking on it.

TIP: Create assignments in My Files you can easily update and then repurpose them next year. Use the copy
folder capability after you create an Assignment Folder to duplicate the assignment for other classes or
drag/drop it to another class!

e Once you have the appropriate class selected click on the “Actions...” drop down box on the top left-hand side
of your screen and select “Add Assignment”.

GreBackpack’ Edison eBackpack v
‘You have added 1 file to My Files.

+ Add Folder -
+ Add Assignment B
+ Add Assessment + - Q "I" E ® 4

Add Files Download View Move Copy Comment Rename Delete TurnlIn

Rename Name . File Name: Quick Start Web Guide.pdf

Move Size Last Modified  Last M_odiﬁed: May 27, 2014 11:21am
Copy Last Virus Scan:  Clean at May 27, 2014 11:21am

Delete _ View Versions (1) History

This file does not yet have any comments.

48 Join a Class or Group...
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e This will pull up a dialog box where you determine:

Add Assignment
Add an assignment to My Files.

Name:

Instructions:

Description of assignment requirements and directions for completion.

Due: Friday, April 18th 2014 -at- 8:00 am Central Time (US & Canada)

4/18/2014 8:00 AM

When should this assignment be completed?

Allow Turn-In: Yes No [ Allow Late Turn-In:

Should this assignment folder accept file turn-in?

Add Cancel

o Name: Name the folder appropriately such as “Homework 5/21/2014”, or “Chemistry homework —
Chapter 2”. Specific names will help you keep track of what assignments are year over year and will make
searching for documents and turned in work much easier.

o Provide text instructions to the students. You may include a URL to be hyperlinked within your instruct
ructions. The next section will describe posting files (documents, videos, images, etc.) that you may want
to reference in your instructions.

Set a Due Date and Time, or use the default day and time.
Determine if students should turn in assignments through eBackpack and, if so, whether or not eBackpack
should be allowed to turn in assignments after the due date/time. (Late assignments will be clearly

marked.)
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Share Files/Comments for an Assignment

e Select the Assignment Folder.

&eBackpack“ Edison eBackpack ¥
& Actions Worksheet
&nltioms Assignment folders in My Files and E-Portfolio are not shared with other users
&k Assignments (3)
[ Calendar
4 Classes & Groups Instructions @ Due Soon: Wed, 5/28 8:00 AM
4 Graded Work (0) Completed: [ No |
& Awaiting Review (2) Use your prior knowledge to complete the attached worksheet o
Due May 28, 2014 8:00 AM @
#= Class & Group Requests (1)
dh eBox (2) Turn-in Allowed: [
=] Late Turn-in Allowed:
My Glies Assignment Discussion
Worksheet
[ 1st period No comments present for this assignment T ©) & (0)
[ 2nd period Discussion -
[T 3rd period
[ 4th period Assignment
M E-Portfolio pateriais
I Trash Drop files or Select to upload

No Assignment Materials present

Add Files by selecting the “+” in the Assignment Materials box. This is an easy way to distribute detailed

instructions, reference material, or background notes or any other information to the class.

e Add Comments to your files or assignment if you want to provide additional detail for an assignment. For
example, you might want to use the “comments” feature to provide additional information if some students
seem confused over a particular aspect of the assignment or you might use this feature if it becomes
necessary to change the due dates because of weather or other unusual circumstances. The comments
feature provides a written, instant communication to all members.

e [t'simportant to note that once you add a file or comment to an Assignment Folder that file is immediately
available to all the members of that class.

Review an Assighment

Work that has been turned in by your students for an assignment is accessible through your eBox, through the
Assignment Folder, and in your Awaiting Review tile of your home screen.

From the Awaiting Review section you can click on the Assignment name to take you to the assignment
submissions tab or you can click on “Grade” to take you into grade and review.

Awaiting Review

Class 1 Assignment 1 2 3 67%
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From the Assignment Folder, you may access submitted files in a few ways.

e  STEP 1: Click on the Assignment Submissions box or status bar

Page 18 of 25

23 Classes & Groups Assignment Discussion
4 Graded Work (0)
& Awaiting Review (4)
#e Class & Group Requests(1)
&k eBox (1)
+ (™) My Files
[ 1st period
@ Assessment (Quiz) 1
@& Assignment 1
&4 Assignment 2
™ 2nd period
+ [T 3rd period
@ E-Portfolio
1 Trash

o
GyeBackpack
& Actions... 1st period - Assignment 2
& Home
& Assignments (10) anywebaddress.com
[ Calendar

e &

Teachers can leave comments for students in the

Edison eBackpack

Due July 16, 2014 9:00 AM @
Turn-in Allowed: ™

Late Turn-in Allowed:

area.

Edison eBackpack Monday 07/14/2014 07:37 AM

Assignment e &
o =
Assignment =
Materials

Drop files or Select to upload

No Assignment Materials present

Export[@® ==

Assignment
Submissions

Drop files or select to submit

No submissions available

e  STEP 2: Select the Grade button to view and grade

[ Calendar

2 Classes & Groups Assignment Submissions
4 Graded Work (0)
& Awaiting Review (4) Last a First
# Class & Group Requests(1) — —

+ dy eBox (1)
™ My Files
[T 1st period

@ Assessment (Quiz) 1

¥ Awaiting Review ' Missing

eBackpack Eddie

ah Assignment 1
& Assignment 2
+ [ 2nd period
[T 3rd period
@ E-Portfolio
I Trash

GyeBackpack’
& Actions 1st period - Assignment 2
e T NS
& Home
& Assignments (10) anywebaddress.com

714739 AM &

Grade Many (& Export %

Grade

Reviewed

Edison eBackpack ¥

Due July 16, 2014 9:00 AM (73
Turn-in Allowed:

Late Turn-in Allowed:

Assignment

e &

Assignment -+
Materials

Drop files or Select to upload

No Assignment Materials present

Assignment Export[® ==
Submissions

Drop files or select to submit

No submissions available

Within the Assignments Submissions view:

o You can then check a box to select either “Turned In”, “Missing”, “Deleted” or all three boxes

o The summary screen will now let you see which students have “Turned In” the assignment, which

students have not yet completed the assignment (“Missing”) or all the students and their status (if all

boxes are checked). If students turn files in twice, they will be listed twice for an assignment.

From the assignment submission area, you can download, Grade Many, or Grade student work.

o Download:

=  This will let you save the file to your local computer from eBackpack. You can then use the file on

your local computer.
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o Grade Many:

Grade Many

Class: 1stperiod
Assignment: Assignment 2

Grade:  Grade applied to all selected students

Review: Comments made to all selected students

Include: Awaiting Review
Reviewed

m Missing

m Cancel

= Grade many allows you to quickly provide a grade for all or some of your students at one time
e Simply select the grade many option,
e Enterin your grade and review to be sent back to selected students
e And choose which students should receive this grade and review

o You may select all submissions awaiting review, all that have already been
reviewed, and/or all missing submissions
= This option is perfect for a quick grade of “completion” work, permission slips, or a way to
provide feedback to students who have yet to turn in necessary assignments.
o Grade:

eBackpack Grade & Review .

Class: 1st period e
P 1 of 1 Zoom: 55%
Assignment: Assignment 2 e o 29 E] @ I;]
Grade Many Mark It: @
Move This Submission @

Due: Wed 7/16 9:00am
From: Eddie eBackpack
Submitted: Mon 7/14 7:39am
Delete This Submission
File Name: eBackpack Assignment.docx (5 KB)
Download

S ——— eBackpack Assignment

teacher.”

Grade: | alpha-numeric grade

1. When was eBackpack founded? December 2010

Review:  Additional comments

2. What is the name of eBackpack’s mascot? Eddie

Shows{F7] Esndind i 2i Reviswea B[ ™| Detatad (7] Missig 3. True or False: eBackpack can be found in all 50 states
Last Name + FirstName Grade and several foreign countries.

eBackpack Danny

eBackpack Eddie . =
eBackpack Sarah 4. True or False: eBackpack makes completing digital
eBackpack Sophie

homework easy.

=  The eBackpack Grade and Review interface allows you to view certain types of files while you
review the student work. After selecting a student submission, you can see information about:
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e  What they turned in

e The submission comment that they made when they turned in the assignment

e Aswell as let you add a grade or points and a comment.
When reviewing an assignment you can send a file back to a student (for example if you add
comments inside of a history paper or presentation). To close the grade and review interface,
click “Close Grade & Review” in the upper right hand corner.
You may also provide a grade and review for students who have not submitted a file by

e  Selecting the box next to “Missing”

e Clicking on a student name

e And finally, entering in a grade and review for that student
The ability to grade “missing” work is a great option if you are grading student presentations,
projects, or work that ought to have been turned in.

Exclusive to eBackpack, you can Mark It(sm) — Add annotations and comments directly on the student work
inside of eBackpack. Mark up student work directly on the viewable portion of the screen with sticky notes in
various colors. See the Mark It options and instructions inside of the user interface grade & review area.

0O O O O O O

© 2012-4 eBackpack, Inc.
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Works in all modern browsers! Click, type, and drag.

Full Support for the iPad® using your finger!

Add sticky note comments where they matter most - on top of your students work.
Quickly grade and review turned in homework without downloading the files.
Change colors, size, text size and color, move and more!

Click the ? icon in the viewer area to learn about Mark It
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Automatically Graded Assessments

Assessments, Quizzes, Tests, and Surveys

eBackpack allows you to create and customize your own automatically graded assessments, quizzes, tests, and
surveys within any modern web browser. Adjust your quiz to allow for question and answer choice randomization,
single or multiple attempts, feedback after each question or after each attempt, and more! After your students
complete the assessment eBackpack generates a report to show you the class average, high, and low in addition to
a question by question breakdown.

Create an Assessment Folder

e To create an Assessment Folder first select the My Files Folder or Class/Group you want to create the
assessment in by clicking on it.

GyeBackpack’ Edison eBackpack ¥

+ Add Folder -
+ Add Assignment -
+ Add Assessment + — Q "I" E ® &

Add Files  Download View Move Copy Comment Rename Delete Turnin

Rename Name . File Name: Quick Start Web Guide.pdf

Move Sz Last Modified Last Modified: May 27,2014 11:21am

Copy Last Virus Scan:  Clean at May 27, 2014 11:21am

Delete

This file does not yet have any comments.

% Join a Class or Group...

TIP: Create assessments in My Files you can easily update and then repurpose them next year. Use the copy
folder capability after you create an Assessment Folder to duplicate the assignment for other classes or
drag/drop it to another class!

e  Provide instructions and deadline, just as with an assignment folder, and add any necessary documents and/or
comments.
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Create Assessment & Adjust Settings

e To create an Assessment, select the “Create Assessment” button and follow the eBackpack prompts.

[;)eBackpack” Edison eBackpack ¥
= Actions... Quiz
G Home
& e ) Instructions (73 Due Soon: Wed, 5/28 8:00 AM
Calendar Do your best! Completed: [ No |
4 Classes & Groups I I Due May 28, 2014 8:00 AM @
) G Gl Wem () Allow Taking Assessment:

& Awaiting Review (3)
Late Turn-in Allowed:

2 Class & Group Requests(1) Assessment Discussion
+ @ eBox (3) =
No comments present for this assignment .
= My Files Assessment Settings
Quiz An assessment hasn't been created.
& Worksheet ]
+ [ 1st period Assessment 0) $ (0)
+ [ 2nd period Discussion
+ [ 3rd period
- [T 4th period Assessment 4
g Materials
@ E-Portfolio
@ Trash Drop files or Select to upload

No Assessment Materials present

e Adjust your Assessment and Feedback Settings

Quiz Close @

Assessment Settings

Attempts Allowed

1 : attempt

Shuffle order of questions for each attempt

Allow student to revisit previously answered
questions

Allow student to skip questions without answering
Feedback Settings

Provide scoring and feedback immediately after
each question

Provide scoring and feedback on attempt after
submission

General Feedback

B I U &= =

o Specify how many attempts your students should have, if questions should be shuffled from one
attempt to the next, whether students can revisit or skip questions. Determine if you’d like to provide
students with feedback after each question and/or each attempt. Provide generic feedback for
students after each submission.
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Create Assessment Questions and Content

e Add multiple choice, true/false, and yes/no questions to your assessment by selecting the “Add Question”
drop-down button.

Quiz Close

Questions

No Questions
Please add questions to this assessment before continuing.

Add Question v

i= Multiple Choice

i= True/False

= Yes/No

e Change the point value of your question, designate as extra credit, add question content, and provide your
answer choices and any necessary feedback.

Question 1

Scoring

Point Vals - Extra Credit
oint Value 100 =] point xira Credi n

Set the total point value score for this question Mark this question as scoring points that are not counted against the total points in the assessment

Question Content

Prompt

B I U = =

Question content here!

This is the main text of the question
Choices

Shuffle display order of answers

m Allow more than one choice to be selected

Number  Text Answer? Feedback
Answer choice 1 n = v ox
2 Answer choice 2 (this one is correct!) @ L A
Answer choice 2 n = 4+ v ox

Quiz Close @

o Turn on answer-choice shuffling and allow multiple choices to be selected.
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E-Portfolio

The E-Portfolio function allows students to select and store a collection of their most important works. Since the E-
Portfolio stays with the student from year to year throughout their schooling, it can illustrate the progress made by
the student. It may be constructive for the teacher to review this prior work with the student. It can also be helpful
if the teacher assists the student in selecting new items to add to their collection. E-Portfolios aren’t just for students.
Teachers and staff can also use this section to save and document important works such as awards, certifications,
and continuing education documentation.

Act As...

eBackpack has an “Act As...” function that allows users to inherit the permission and see the user interface exactly
as another user would see it. Using this function, you can easily assist another user without knowing their
username or password.

Please select the user you wish to act as below.

User's Name: -
)

Danny eBackpack (danny) 10th Gr. Student
Eddie eBackpack (eddie) 12th Gr. Student
Sarah eBackpack (sarah)  9th Gr. Student
Sophie eBackpack (sophie) 9th Gr. Student

To use Act As — simply select it from the menu in the top right corner and select the name of the person that you
would like to act as. When you are done acting as a user, click the “Stop Acting As...” link in the upper right hand
corner to return to your personal screen. Using the Act As functionality lets teachers easily help a student identify
if they turned something in to the wrong class, help them with their folders and files, or even help them change
their password (depending on account settings).

Tip: Usage of the Act As function is fully recorded for reporting purposes.

(Note: The Act As functionality is controlled through account settings set by your eBackpack account administrator.
The eBackpack account administrator is able to control what users you can Act As or if the Act As capability is
available to you. This may be limited to just the students in your classes, to anyone in the school, or this capability
may not be available.)
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Other

Trash

Trash is where any file goes when you delete it. The system may purge files that have been in Trash for 30 days or
more. After your trash purges, files are not recoverable.

Settings & Reports

You have access to reports on your account in regards to logins, file uploads, and homework turn in. Based on your
school account settings, you may be able to change your password and adjust other features.

Support ’

If you need additional help with anything, please ask. We are here to make sure you have a smooth experience.
eBackpack can be reached in various ways.

Help is available at http://support.ebackpack.com and by selecting the drop-down menu next to your name when

you are signed in to the website.

1. Knowledgebase of Frequently Asked Questions
2. Trouble Ticket Submission

3. Latest News and Updates on eBackpack, Inc.

4. Access to the latest Guides & Documentation
5. eBackpack Status Site

Videos tutorials are also located at http://ebackpack.com. Your school may make other support resources

available.

Facebook (http://www.facebook.com/ebackpack)

Twitter @eBackpack
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