



Thinkport Lesson Builder
Getting Started in Lesson Builder

If this is the first time you’ve used Thinkport’s Lesson Builder, you should start with a Structured Lesson Plan. This way, you’ll be sure to include all of the elements of a lesson plan that the MSDE (Maryland State Department of Education) recommends. The unstructured option is there to give you the option to write plans that adhere to your county or school requirements. 

Select a plan by moving your mouse over the circle next to “Structured Lesson Plan”.
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Select Continue.

Create a New Lesson 

Choose a name that makes sense to you. This is for your convenience and will not be the title that students, parents or anyone else will see. 

Note: When naming anything on Thinkport, try to avoid using special characters such as &, %, $, #, @, etc. These characters have special meanings to Web-based applications such as Thinkport. Using them in your titles might create unexpected problems. Punctuation such as colons, commas, and dashes are fine.

When you have chosen a name, move your mouse over the icons that appear under Where do you want to save this documents?” These folder icons and names are the same as what are in your Idea Box. When you move your mouse over one of the folder icons, you will see a little hand appear. Move your mouse over the folder icon next to the folder you want to save the lesson in and select it. The icons will change.
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This feature works just like Windows. You are basically browsing through a directory structure. In the example above, you’ve moved from the My Idea Box folder into the Recent Items folder. If you select the icon with the up arrow, it will take you out of the Recent Items folder and back up into the My Idea Box folder. 

If Recent Items is the folder you want to save the activity to, select Save and Continue. 

Note: You can move the lesson into another folder at any time by accessing your Idea Box. If you don’t have folders set up in your Idea Box yet, you can set them up later and then move your lesson into the proper folders.

Using the Lesson Builder Toolbar
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Once you get past the first step (Create a New Lesson), a new toolbar will appear. This toolbar will stay with you as you build your activity and allows you to stop at any point during the process to preview, save, print, export, submit or exit. 

Note. You do not have to complete all of a steps in developing a new lesson in one sitting. If you select the  [image: image4.png]&save & Exit



 button in the toolbar, the information you have put into Thinkport to this point will be saved in your Idea Box. You can go back at any time and pick it up where you left off. You can open lessons and activities from the Idea Box. From Preview mode you click on Edit. The Lesson Builder takes you right back to where you left off. 
Even within a Lesson, you can skip around to the different stages or sections and fill out the forms in whatever order is most convenient for you. If you partially fill in a section, make sure that you select the Save icon -- [image: image5.png]


 -- or [image: image6.png]Save & Continue ©



 before you move to a new section. 

If you skip sections and then do a preview or printout, those skipped sections will not show up in your preview. As you go back and fill in the empty sections, your preview will fill out as well.

If you are in a situation where you might get frequently interrupted from using Thinkport, make use of the Save icon. For security reasons, Thinkport will log you out if you don’t select any links or buttons in 20 minutes. Anything that you haven’t saved (using this button) might get lost when you log in again.

The other tools help you out in the following ways.
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 - Allows you to see all of the information you’ve put into the lesson so far on a single page.  Preview will open in a new window.
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 - This is the Save button. It allows you to save an incomplete form if you want to move to something else or if you need to log out of Thinkport.
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 - This is the Print button. It will display the Preview page so that you can print it out.  
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 - Export allows you to save the Preview page as a Rich Text Format (.rtf) file that you can open in Microsoft Word or any other word processing program.
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 -  The Submit button allows you to submit your lesson for consideration to be posted on Thinkport.
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-The Technical Tips button helps you when you need to know how to complete a section of the builder.
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-The Things to Consider button helps you when you need to know what to enter into a section of the builder.

Lesson Information 
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This is the point where you are creating names for the lessons that others will see. If your titles are longer than what seems will fit in the field, just keep typing. Even if you can’t see all of the letters on the form, they will be captured by the system.
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Note: The links on the left side of the screen give you an overview of where you are in the process of creating a Lesson. These words are actually links. You can move from page to page within the lesson using these links.
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Note: Notice that the title of your lesson now appears at the top of the page. If you get distracted while you are doing this or need to come back to it later, this allows you to keep track of which lesson you are working on. 

Lesson Details 

Subject
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Select a Subject Area from the “drop down list” by first selecting the down arrow (by clicking on it) and then selecting the subject area that best fits this lesson. When you do that, the page will flicker (“refresh”). Your page will automatically scroll up so that the subject list is now at the top of it. If you want to get to the toolbar again, it is still there. Just scroll up by using your mouse or by hitting the “Page Up” button on your keyboard.

Next, select the second down arrow and select a more narrow subject. You do not have to select a narrow subject if you don’t want to. The page won’t refresh this time. As soon as you are happy with the subject areas, select the Add Subject button. The screen will refresh again and your broad and narrow subjects will appear on the page.
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You can add more subjects if the lesson warrants it. If you want to remove a subject, simply click on or select the blue box with an X in it. That icon means “delete”.

Grade Level

Chose your grade level by selecting it from the drop-down list. You can only select one grade level at a time. Once you’ve selected the grade level from the drop-down list, select the Add Grade Level button. If you want to select another grade level, go through the process again. The different grade levels will appear in a list. If you change your mind on one of the grade levels, select the blue X button and that grade level will be delete. [image: image15.png]Grade Levels
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When you have finished, select the Save and Continue button.

Challenge Question

The Challenge Question is an area for you to do free-form writing. Put your cursor in the box (by clicking anywhere inside it) and just start typing. If you want, you can copy and paste text from an existing electronic document. 

Note: If you need time to pull your thoughts together, select the Save - [image: image16.png]


 -  button at the top of the window every once in a while. For security reasons, Thinkport will log you out if you don’t select any links or buttons in 20 minutes. Anything that you haven’t saved (using this button) might get lost when you log in again.

The tools along the top of the box allow you to format your text as if you were in Microsoft Word. 
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If you want to put a word in italics, highlight it and select the “I” button. You can’t extensively format your document with pictures, fonts, colors or columns, but this will do most of what you need. The tools in this toolbar are:
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 Boldface text
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 Italicize text
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 Underline text
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 Align text on the left
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 Center text
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 Align text on the right

· [image: image24.png]


 Create a numbered list
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 Create a bulleted list
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 “Outdent” (opposite of indenting text)
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 Indent text
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 Cut text for pasting elsewhere
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 Copy text for pasting elsewhere
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 Paste cut or copied text
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 Undo or redo a change you made to the text
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 Add a link to a Web page
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 Insert a thin horizontal line in your text
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Because of a special quirk in how Web-based applications like Thinkport work, certain typographical symbols need to be handled separately. Use the drop down list under Symbols to create these symbols rather than typing them in yourself.

Overview

The Overview section works in exactly the same way as the Challenge Question. Type in your overview, formatting it the way you want. When you are finished, select Save and Continue.

Standards and Indicators - Stage 2

Select the button that reads Add Standards and Indicators. It will take you to a new page, but nothing that you’ve done up to now will be lost. The new page gives a tool called the “Standards Explorer”.

Select the standard from the Standard Sets drop-down list at the top. Select a grade range from the drop-down list next to that. For some standard sets K-12 is the only choice at this level. The page will refresh.  For the purposes of this example, we’ll use the Maryland State Content Standards set. 
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The “+” next to the folder icon indicates that there are more options under a particular Standard. To get at those additional options, select (click on) the “+”.

Note: When you click on any of these icons, the page will refresh. Remember to give it time to do that.

Once you’ve drilled down to the Standard group that is most appropriate for your Lesson, click on the folder icon next to it. The page will refresh one more time and a new column will be created on the right. Those are the actual standards. 

Notice that there may be several pages of Standards to view. To move from page to page, either click on the green arrows on either side of the pages or type a page number into the field after “Go to page:” and select Go.
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Find the standards that most closely relate to your Lesson and select the Add button. When you select the Add button, a new page appears.
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This page details the Indicators that are associates with the standard you have chosen.. Select the appropriate grade level from the drop-down list. 
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Next, you need to select the specific Indicators that related to your Lesson. To select an Indicator, just click in the box next to the Indicator.
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When you have selected all of the relevant Indicators, select Save and Continue.

This brings you to your full list of Standards and Indicators. Notice that the indicators have been added automatically.

To add another standard, select the Add Standards and Indicators button that appears at both the top and the bottom of your list. That will take you back to Standards Explorer.

Repeat this process until you have applied all of the standards and indicators that relate to your activity. 
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Once there is a list of standards, you can use the [image: image40.png]


 and the [image: image41.png]


 buttons to reorder the standards in terms of relevance to your Lesson. Use the button with the X in it to delete a standard from your list.

When you are finished, select Save and Continue.

Learning Objectives – Stage 2

Select the Add New Objective button. This brings up the free-form writing tool again. Put your cursor in the box (by clicking your mouse anywhere in the box) and start typing. Format the text as you see appropriate. When you have written a specific objective, select the Add New Objective button. That will refresh the page, adding your objective above the free-form writing box. To add another objective, repeat the process.

The key here is to type in objectives one at a time.
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Once you have a list of objectives, you can reorder them according to relevance to your activity using the [image: image43.png]
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 buttons. The Edit button will put the objective back in the free-form writing tool so that you can edit it. Once you have edited the objective, select the Update button rather than Add New Objective. If you accidentally select the Add New Objective button rather than the Update button, a blank Objective will appear in your list. The button with an X in it will delete the errant Objective. The Cancel button will clear out whatever text is in the writing tool.

When you are finished with your list, select Save and Continue.

Assessment - Stage 2

The Assessment page works in exactly the same way as the other free-form writing tool pages. As opposed to the Objectives page where you type in objectives one at a time, you should type in all of your assessments here in a list.  Note:  This is not where you would upload any type of assessment that may be used.  In this section of the lesson, simply identify which type of assessment will be used.  

Type in your assessments, formatting them the way you want. When you are finished, select Save and Continue.

Lesson Resources - Stage 3

Select the Add New Resource button. 
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Select a category from the drop-down box.. Type in (or copy and paste from another browser window) the address of the site you want to add to your lesson as a resource. Whenever you create a Web site address in Thinkport, include the “http://" before the rest of the address. Thinkport puts this in automatically. It is important not to delete it.

The title of the resource is up to you. You can use either the actual title of the Web site or you can make up a title that is more relevant to your lesson.

Use the free-form writing tool to describe the resource. When you are finished, select the Add New Resources button. The new resource will appear at the top. Repeat this process until you have added all of your resources.

Note: You can go back at any time and add, edit or remove resources. If you are relying heavily on Web sites, you should check these links at least every quarter.
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Once there is a list of resources, you can use the [image: image46.png]
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 buttons to reorder the resources in terms of relevance to your activity. Use the button with the X in it to delete a resource from your list. 

Remember to pause whenever you use these reorder resources so that the page has time to refresh.

When you have added all of the resources you want to associate with this lesson, select Save and Continue.

Lesson Materials – Stage 3

You have a choice at this screen to add materials from your Idea Box or to add manual materials. Idea Box materials will be electronic reference materials that you have saved to your Idea Box before creating this activity. Manual materials are physical materials such as crayons, paper, etc. 

Idea Box Materials

Select the button that says Add Idea Box Materials. You’ll get a new page, and after a minute, your Idea Box will rise from the bottom of the page. From here you can add materials to the Idea Box, or simply access materials you put in earlier.  For information about how to use the specific tools in the Idea Box, review the Idea Box How-To.
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Manual Materials

For manual materials, select the Add Manual Materials button. A box will come up that allows you to select how the materials are to be divvied up. Then you have the word processor again to type in exactly what those materials are in the form that is most understandable to your students. Select Add Manual Materials button and the materials will be added above the free-form writing tool. 
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Once you have a list of materials, you can reorder them according to relevance to your activity using the [image: image50.png]
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 buttons. 

Note. You can only reorder like that if you put each material in separately. When you label materials with the same type, Thinkport automatically groups them together. 

The Edit button will put the material back in the free-form writing tool so that you can edit it. Once you have edited the material, select the Update button rather than Add Manual Material. 

The button with an X in it will delete the material. The Cancel button will clear out whatever text is in the text tool. Remember to pause whenever you use these reorder materials so that the page has time to refresh.

When you have added all of the materials you want to associate with this lesson, select Save and Continue.

Lesson Vocabulary – Stage 3

If you want to add vocabulary words, select the Add New Vocabulary button. If you don’t want to, simply select the Save and Continue button.

If you did choose to add vocabulary words, type the word in the field under “Term”. Then type the definition into the field under “Definition”. When you’ve finished, select the “Update” button. The page will refresh and the word will appear in your full list. 
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If you want to add another term, select the Add New Vocabulary button and repeat the process. 

When you are finished, select Save and Continue.

Procedures

The Procedures page works in exactly the same way as the other free-form writing tool pages. 

Type in your procedures, formatting them the way you want. When you are finished, select Save and Continue.

Lesson Day Plans – Stage 3

This is a true planning document for you to use in your classroom. Select the Add New Day Plan button.

Type in a title for your Day Plan. Type in the listing of days (in any format that is convenient for you) and then the elapsed time for each Day Plan. Type in a Challenge Question for that day.

Select the Save and Continue button.

Setup Directions

The Setup Directions page works in exactly the same way as the other free-form writing tool pages. 

Type in your Setup Directions in the way that is most clear for you, formatting them in any way you want. Be as specific as you can. Remember that you can come back at any time after you have finished this Lesson Plan and change or update this page.

Teacher Presentation and Motivation.

The Teacher Presentation and Motivation page works in exactly the same way as the other free-form writing tool pages.

Type in an explanation of how you will present information and motivate your students. Be as specific as you can. When you are finished, select Save and Continue.

Lesson Activities 

Once you’ve set up your Lesson Day Plan, you need to add lesson activities to it.

Type in a title for your Lesson Activity and select an Activity Type from the drop-down menu that best matches your activity.
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The page will flicker for a minute as it refreshes. Pause for a minute and let it change.

Activity Description

When the page has finished refreshing, put your cursor into the free-form writing tool and begin typing a description of your activity.

Focus for Media Interaction

Focus for Media Interaction works in exactly the same way as the other free-form writing tool pages. Type an overview of the Focus you want into the first section. Type in any Viewing Activities and Post Viewing Activities in the free-form writing tools under each of those headings.

If there are no activities for Viewing or Post Viewing of a video or multi-media piece, you can leave these areas blank  This section only needs to be included if the lesson involves interaction with multi-media of some sort.

When you are finished, select Save and Continue. This will return you to the Lesson Activities page.

The Activity you just defined will now appear on the Lesson Activities page. 
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Once there is a list of activities, you can use the [image: image55.png]
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 buttons to reorder the activities in terms of relevance to your lesson. Use the button with the X in it to delete a material from your list and use the Edit button to bring a specific activity back up so you can edit it.

Remember to pause whenever you use these reorder activities so that the page has time to refresh.

When you have added all of the activities you want to associate with this lesson, select Save and Continue.

Day Plan Summary

You are almost done with the Day Plan. On this page, Thinkport will summarize the Day Plan that you have created. If you see anything you want to change, you can use the Back button at the bottom of the page or the links along the left side of the page.

If the summary is to your satisfaction, scroll down on the page and type in your Daily Wrap-up. 

The Daily Wrap-up page works in exactly the same way as the other free-form writing tool pages. Type in a list of your thoughts in the way that is most clear for you, formatting them in any way you want. 

When you are finished, select Save and Continue. That puts you back on the main Lesson Day Plans page. To add more Day Plans, select the Add New Day Plan button and repeat the process.

If you are finished with the Lesson Day Plans, select Save and Continue.

Enrichment Options – Stage 3

The Enrichment Options page works in exactly the same way as the other free-form writing tool pages. There are two areas here in which to think about your lesson: the Community Connection and the Parent-Home Connection. Type in your thoughts in the way that is most clear for you, formatting them in any way you want. 

When you are finished, select Save and Continue.

The next page brings up two more free-form writing tools that offer you an opportunity to record your thoughts on the enrichment options in terms of Field Experience and Cross-Curricular Extensions.

When you are finished typing up these thoughts, select Save and Continue.

Teacher Reflection- Stage 4 

This is a chance for you to record your hopes for the lesson and, eventually, your observations of how effective the lesson was.

This page works in exactly the same way as the other free-form writing tool pages. Put the cursor in the writing tool (by clicking anywhere in the box) and start typing. Format your thoughts in any way you would like. When you have finished, type in your name as the Lesson Author. If you are modifying someone else’s lesson, type in your name in the Modified By field.

Use the drop-down list to select your program and type in the name of your school system. Use the drop-down list to select your school. 

Note. Whenever you select an option from a drop-down list, the page may refresh (flicker). If you see this, hesitate and let the page show up again. You shouldn’t lose anything you’ve already typed in. If you are concerned about losing the information you’ve typed into the free-form writing tool, select the select the Save - [image: image57.png]


 -  button at the top of the window before filling out the other fields on the page.

When you are finished, select Save and Continue.

Conclusion

This is your Lesson Plan. Read through it to make sure that everything is correct. If you see anything that you want to change, you can quickly get back to that page by using the  links on the left side of the page.

Once you are satisfied with your Lesson Plan, you can print it, export it as an RTF document to save on your own computer, or submit the Lesson Plan to Thinkport for public viewing.

Finding Your Lessons

Open your Idea Box and locate the lesson in the Recent Items Folder.
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