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Workshop description 

Schoology is a learning management system for schools that allows users to 

create, manage, and share content and resources. This introductory course 

will review the basics teachers need to know to begin using Schoology 

including:  profile set up, course setup, managing membership and gradebook 

setup.  Participants will also learn how to create folders and how to upload 

resources into those folders for student use.  No prior knowledge of 

Schoology is required.  Teachers will work on desktop computers, but are 

encouraged to bring an iPad to this workshop. 

 

  



3 
 

Table of Contents 

Starting Schoology ....................................................................................................... 5 

Logging in ........................................................................................................................ 6 

Items that are set up for you..................................................................................... 7 

Overview of the Schoology home page .................................................................. 8 

Profile setup ................................................................................................................... 9 

Adding a photo to your profile ............................................................................... 10 

Adding information to your profile...................................................................... 11 

Account Information ................................................................................................. 12 

Notifications ............................................................................................................................. 12 

Account settings ..................................................................................................................... 13 

Privacy settings ....................................................................................................................... 14 

Viewing Connections ................................................................................................. 15 

Adding Connections ................................................................................................... 16 

Suggested Educators............................................................................................................. 17 

Course Setup ................................................................................................................ 18 

Changing Course Options ......................................................................................... 20 

Other Settings .......................................................................................................................... 21 

Parent/Visitor Settings ........................................................................................................ 21 

Default landing page ............................................................................................................. 22 

Membership ................................................................................................................. 23 

Viewing members .................................................................................................................. 23 

Adding Members .................................................................................................................... 26 

Deleting/unenrolling members ....................................................................................... 28 

Making another teacher an admin in your course ................................................... 29 

Gradebook Setup ........................................................................................................ 30 

Adding Grading Periods ...................................................................................................... 30 



4 
 

Grade Setup .............................................................................................................................. 31 

Adding Grading Categories ............................................................................................ 32 

Weighting Grading Categories ...................................................................................... 34 

Final Grade Settings .......................................................................................................... 35 

Automatically Calculated Grades ................................................................................. 35 

Custom Overall Grade....................................................................................................... 35 

Adding Materials ........................................................................................................ 36 

Creating Folders ..................................................................................................................... 37 

Uploading Resources ............................................................................................................ 39 

Additional Professional Development Opportunities ................................... 40 
 

  



5 
 

Starting Schoology 

There are two ways to start Schoology: 

1. Click on the Start button in the 

lower left hand corner of the 

desktop and choose one of the 

Schoology links. 

 

 

 

 

 

 

 

 

 

 

 

 

2. Open an Internet browser, click in the address bar, type in 

www.eastiron.schoology.com and click the “Enter” key. 

 Note:  after you have used Schoology a few times on your 

computer, you will only have to type in a few of the letters and the 

computer will automatically fill in the address. 

Helpful tip:  Create a bookmark for Schoology on your preferred Internet 

browser (go to the site; click on the “star” in the upper right hand  corner 

and then click on “Add to Favorites”) 

  

http://www.eastiron.schoology.com/
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Logging in 

Your login for Schoology is your regular 

computer network login.  For example, 

jsmith 

password 

1. Click in the box marked “username” 

and type in your username. 

2. Click in the box marked “password” 

(or use the “tab” key to tab over to the next box) and enter your 

password. 

3. Click on the “log in” button. 

 

Note:  Schoology is a very reliable program, however, sometimes you 

will enter your password correctly and it will reject it.  Simply re-

enter the login information and click on “log in”. 

 

Helpful hint:  Note that when you change your network login (or your email 

login), this will automatically change your Schoology login. 

 

Note:  After you have logged into Schoology several times on your 

classroom computer, it will remember your username (but not your 

password).  If you close the Schoology program and then restart the 

program within a short time, it may automatically log you in. 
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Items that are set up for you 
 

 All teachers, administrators, and counselors have Schoology accounts. 

 All students have Schoology accounts.  (While they are enrolled at 

EICSD, the district establishes and maintains the student accounts.  

When a student graduates or leaves the district, he/she may create 

his/her own personal Schoology account to which to copy the 

information stored on the school account before he/she leaves.) 

 All classes and rosters will be pre-loaded into teachers’ accounts in late 

August/early September.  (This means you will NOT need to add classes 

or type in your rosters.) 

 

 



Overview of the Schoology home page 
 

 

 

  

1. Main menu 

2. Messages from 

Schoology users 

3. Join requests 

4. Notifications 

5. User profile 

6. Account 

settings 

7. Calendar & 

assignments 

8. Educators with 

which you might 

wish to connect 

9.  Posts 
10. Vertical navigation 

bar 

If you get lost, click on the “Home” button to get 

back to the home screen. 



Profile setup 

 
Your profile is how others on Schoology will see you, from students, to 

parents, to other teachers.   

From the Home screen, locate your name in the upper right hand corner and 

click on it (not the arrow next to your name).  This is your profile screen.  

 

On the profile screen, you can: 

1. add a profile image, 

2. post an update, 

3. give information about yourself and your interests, 

4. write a blog, 

5. see the other Schoology users with whom you are connected, 

6. see the number of content items you have posted on Schoology as 

well as the number of students with whom you are connected 

7. see your groups (groups are not classes, but rather voluntary 

groupings of individuals; these can be used for clubs or teams) 

1 

2 
3 

4 

5 

6 

7 
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Adding a photo to your profile 

 
You can add an actual photo or an image 

(clipart/avatar) as your profile picture. 

Locate a photo that you have on your 

computer or that you have downloaded 

from the internet to your desktop.  (You 

can also take a selfie using your mobile phone or iPad and then email that 

photo to yourself.) 

To add a photo for the first time, click on “Add your photo”, you can either 

choose an avatar or click on “Attach file” and navigate to picture that exists on 

your drive.   

To change your profile picture, hover over your current 

picture/avatar and click on the “Edit Picture” box.  Click 

on the “Attach File” button and navigate to the picture 

you wish to attach and click on “Open”. 

 

 

 

 

 

 

Note:  You can also edit your existing profile picture (crop/resize) and 

delete your profile picture. 

Helpful Hint: Having a personal photo will make it easier for staff/student to 

find you, as avatars tend to look similar. 
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Adding information to your profile 

 
To fill out your profile for the first time,  click 

on “Write a short bio” 

Fill out the section the below, starting with the 

“About Me”, then “Interests & Activities”, and 

finally “Contact Information”.   This is all optional, so fill out whatever you 

would like known by others.  Keep in mind that your students, their parents, 

and the district will be able to see this information.  

 

Remember to click on the “Save Changes” button at the bottom of the page. 

If you already have a profile and would like to change it, click on the “Edit” 

button in the upper right-hand corner. 

Helpful Hint: You can update/edit profile information whenever you like. 
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Account Information 

 
Click on the downward facing arrow to the right of your 

name (upper right-hand corner of the screen). 

To go to your school’s Schoology page, click on your 

school name. 

 

 

 

Notifications - Schoology sends you notifications when actions occur that 

involve you. You can select which notifications you would like to receive. 

There are several levels of notifications, which you can choose to receive via 

email, via mobile phone, or not at all: 

 Academic notifications (FOR CLASSES - updates, comments on posts, 

etc…) 

 Group notifications (FOR GROUPS - updates, comments on posts, 

etc…) 

 School notifications 

 Personal notifications  (private messages, comments on blog, etc…)  

Since most of us get too much email as it is, I would recommend setting most 

of the notifications to the “Off” setting. 

Remember to click on the “Save Changes” button at the bottom of the screen. 
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Account settings 

 
On this screen, you can: 

 Change your password (NOT recommended!  Remember that your 

Schoology login is also your network and email login.  If you change 

your network or email password, your Schoology password is 

automatically changed.  The reverse is NOT true:  if you change your 

Schoology password, it does NOT change your network or email 

password.) 

 Enter a preferred first name 

 Enter an alternate email 

 Change your timezone 

 Connect your other social media accounts to Schoology (facebook, 

Twitter) 

 Share your Schoology calendar (Note:  this is a one-time dump of your 

Schoology calendar into another calendar such as Outlook or Google.  

Given that your assignments will show up on this calendar, it is NOT 

recommended that you do this as it will clutter your personal calendar.) 

 Link or merge multiple Schoology accounts (Note:  this is what 

graduating or departing students will do prior to leaving the district so 

as not to lose their Schoology data.) 

 

Remember to click on the “Save Changes” button at the bottom of the 

screen. 
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Privacy settings 

 
You can select different levels of privacy to indicate which Schoology users 

have access to your profile, groups, courses and portfolios.  

The default is that the whole district can view these items.  You may wish to 

restrict access to your materials to those students in your course.   

To change these privacy settings, simply click on the level of access you wish 

to give for each item.  A green check will appear in each box you click. 

 

 

Remember to click on the “Save Changes” button at the bottom of the screen. 

Helpful hint:  Keep in mind that sharing the calendar for your course is helpful to 

other teachers who can better plan a student’s workload if they know what you 

have assigned. 
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Viewing Connections 

 
To see your connections, click 

on the word “Connections” 

along the left margin from 

within your profile. 

You can view your 

connections’ profiles by 

clicking on their names (or on 

their profile pictures). 

You can also see your 

connections by going to the home screen and clicking on the word “People” 

from the vertical navigation bar on the left. 
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Adding Connections 

 
From the home screen, click on the word “People” from the vertical navigation 

bar on the left.   

 

1. Click on “School Directory”. 

2. Choose the school at which the desired connection works.  (Note:  

Students are included in the school directory along with faculty & staff.) 

3. Locate the person with whom you would like to connect. 

4. Locate the “Add connection button” (this looks like a man 

wearing a blue shirt with a green and white plus mark).  

5. Click on the icon to the right of the person’s name to which you wish to 

connect. 

6. You will not be “connected” until that person accepts your request  

 

Note:  You can only “connect” with other adults.  The other icon (and the 

only one that is available next to students’ names) is the “Message” icon 

(envelope), which allows you to send a private message to the person. 

Alternatively, to send a connect request to someone, you can navigate to a 

person’s profile using the directory and then click on the “Connect” button in 

the upper right-hand corner of the screen. 

  



17 
 

Suggested Educators 

 
Schoology also suggests other educators with whom you may wish to connect. 

Simply click on the person’s name or profile picture to send a connection 

request.  

 

When another educator sends you a connection request,  you will see it in the 

Notifications section of the main menu in the upper right-hand corner.  Click 

on the icon to accept or reject requests. 
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Course Setup 

 
The district will automatically push all of your courses and student 

rosters from Infinite Campus to Schoology in late August.  You will NOT 

need to create your regular courses. 

If, however, you would like to offer a course in addition to your regular classes 

(for instance, to remediate/provide extra help for a student or to teach a 

special skill to an after school club), you can create additional classes. 

For the workshops that will take place in the summer, we will create a 

fake class since your regular classes have not yet been loaded into 

Schoology.   

From the main menu, click on “Courses” and then click on “Create” to create a 

class. 
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Fill in the requested information including: 

1. The course name 

2. Course code 

3. Subject area 

4. Level 

5. And MOST IMPORTANTLY, select the four grading periods (“2016: 

Quarter 1”, etc…)    This will allow you to add grades in the future. 

Then click on the “Create” button.  

 

To edit a course, click on the word “Courses” from the main menu and then 

select the course name.  
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Changing Course Options 

 

The two primary options you may wish to change include: 

 Course picture 

o Having an icon that is unique to the course (instead of the grey 

book) will help students easily identify the course and will allow 

you to easily distinguish among multiple sections of the same 

course. 

o Hover over the grey book and then click on the words “Edit 

Picture”.  The process is the same for adding a profile picture. 

 Details 

o Under “Course Options”, you can add details that will be helpful to 

students and parents such as: 

 Course description 

 Location 

 Meeting dates 
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Other Settings 

 
In this section, you can control who can post updates, make comments, and 

edit discussion responses.  In the beginning, it is recommended that this be set 

to “Course Admins” only.  As students demonstrate maturity with Schoology, 

you can open this option up to them by clicking on “All Members”. 

 

 

Parent/Visitor Settings 

 
By definition, parents only have view access to strictly their own child’s 

courses and their coursework.  You may wish to “Hide comments/posts” from 

parents as this information is not as applicable as grade or assignment 

information. 
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Default landing page 

 
You can choose what information to display when the student clicks on the 

course page: 

 Materials (documents you upload to use in the course) 

 Updates (posts/updates listed in reverse chronological order) 

 

Remember to click on the “Save Changes” button at the bottom of the page. 
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Membership 

 
Your school rosters will automatically be pushed to Schoology from Infinite 

Campus before classes start.  However, there may be times when you will 

need to adjust membership during the course of the year (for instance, when a 

student adds or drops your class).  Schoology and Infinite Campus “sync” 

(thus additions and deletions will be reflected in Schoology automatically), 

but the timeframe/frequency with which this happens (Once a day? Once a 

week?) is not clear. 

 

Viewing members 
 

1. Click on “Courses” along the main menu and select the course you wish 

to view. 

2. Click on “Members” on the vertical menu along the left margin. 

3. All members of your 

course will be 

displayed. 
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The first people listed (including yourself) are the “admins” of the course.  

These people have full permission to make course changes.  They have a little 

yellow crown next to their names that indicates they are an admin. 

All other members (students) are listed alphabetically by last name.  You can 

click on any member’s name to see their profile and get more information 

about them. 

 

1. Member name 

2. Birthday 

3. Contact information 

4. Number of posts they have made, number of files, number of 

classmates 

5. Courses in which they are enrolled (Only a few may be displayed.  

Click on “See All” to see all of the courses in which the student is 

enrolled.) 
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Note:  While the email displayed is alink, the school’s email system is not 

set as the “default mail client” and therefore you cannot automatically 

send an email to this student via this link.  You can, however, message a 

student within Schoology by clicking on the “Message” box in the upper 

right-hand corner of any member’s page. 

 

 

Any message you send another Schoology user will appear on the right-hand 

side of the main menu in the Notifications section under the “Message” icon 

(envelope). 
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Adding Members 
 

To add a student or staff member to a course: 

1. Navigate to the course. 

2. Click on the “Members” button along the vertical navigation bar on the 

left. 

3. (You should now see last names beginning with A from your default 

school.  If the school is incorrect, click on the school and choose the 

correct school.) 

4. Click in the search bar and enter the last name of the person you wish to 

add.  Press the enter key (or click on the magnifying glass to the right of 

the name you typed). 

5. If the person has a Schoology account, their name will appear.  Click on 

the name or the image and click on the “Add Members” button at the 

bottom. 

 

 

Note: If you add another faculty member to your course, they are 

automatically added as a “student” not an “admin”.  (See page 29 for how 

to designate someone as an admin in your course.)  
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If the person doesn’t have a Schoology account created by the school, they will 

have to create their own and you will give them an access code.  (This should 

be a rather rare occurrence, but can be a temporary solution that gives a 

brand new student not yet in the school’s system access to instructional 

materials you have on Schoology.) 

 

 All – this will show all members of your course including admins. 

 Members – this will show only student members of your course (or 

other people who have the “student status” in Schoology). 

 Admins – this will show only the admins of the course – yourself and 

anyone you designate as an admin. 
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Deleting/unenrolling members 

 
To delete a member (= unenroll them) from your course (including admins), 

navigate to the member list of your course.  Then click on the gear icon to the 

right of the person’s name you wish to delete. 

You will see the following pull down menu which includes: 

 Send message 

 Preview course 

 Make admin 

 Unenroll 

 

Click on “Unenroll”.  The person will be removed from your course and will no 

longer have access to your course, its materials, and the course calendar. 
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Making another teacher an admin in your course 

 
There are significant benefits to making another teacher/staff person a 

member of a course.  For instance, if you are doing a research project, you may 

wish to collaborate with the librarian and to make him/her a course member  

and to give him/her access to course materials.  You can choose to only give 

them student access or to make him/her an admin (see next section). 

To make another teacher an admin, first add them as a member (see section 

on “Add Members”), then click on the gear icon across from their name under 

the member list.  Then click on “Make Admin”.   

 

 

 

 

 

 

Click on “Confirm”.  The person now has the same permission rights as you for 

this course.  A little yellow crown will appear next to their name on your 

course membership list to indicate they are an admin. 
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Gradebook Setup 

Adding Grading Periods 
 

The very FIRST thing you must do to set up your gradebook in Schoology is to 

select the “Grading Periods”. 

1. Click on the word “Courses” from the main menu. 

2. Select the course you wish to set up. 

3. Click on “Course Options” along the vertical navigation bar (under the 

course icon). 

4. On the “Info” tab, click in the four boxes under “Grading Periods” that 

correspond to the 4 quarters (as of this summer, they are set to the 

following: 

a. 2016:  Quarter 1 

b. 2016:  Quarter 2 

c. 2016:  Quarter 3 

d. 2016:  Quarter 4) 

5. Click on the “Save” button. 

 
Note:  You must first select these grading periods BEFORE adding any 

assignments. 
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Grade Setup 
 

From within your course, click on the word “Gradebook” from the vertical 

navigation bar on the left.  Then click on the words “Grade Setup”. 

Note:  If you correctly entered the four grading periods (quarters) from 

the prior section, they will appear on this screen. 
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Adding Grading Categories 

 

1. Determine the components which will make up a student’s grade in 

your course (classwork, homework, quizzes, tests, projects, oral 

responses, written responses, etc…) as well as the relative weights of 

each component. 

2. Add a “category” for each component by clicking on the “+ Add” button. 

 

a. Fill in the name of the category. 

b. Choose whether to calculate the grade based on “Total points” or 

“Percent”. 

c. Choose whether to drop the lowest grade(s). 

i. You can drop up to a total of the lowest 10 grades. 

ii. To drop NONE, choose zero (0). 

d. Click on the “Create” button. 

e. Repeat steps A through D for all desired categories. 
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3. You can now “reorder” the categories by clicking on the double-headed, 

vertical arrows next to the categories and dragging them in the order 

you prefer. 

4. To edit a category (change the name, change the calculation, etc…), 

simply click on the category. 
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Weighting Grading Categories 

  
1. From within the categories screen, click in the box labeled “Weight 

Categories”. 

2. The weight of each category is defaulted to “100” and the % is split 

evenly among the categories (that is, if you have 4 categories, they will 

each will be worth 25% of the overall grade). 

 

3. Click in the box next to the category that contains “100” and change the 

weight by entering another numerical value.  Note that Schoology 

automatically adjusts the % weight of the category. 
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Final Grade Settings 

 

The scale of the final grade settings should be “numeric”. 

 

Automatically Calculated Grades 

 

There are several options for calculating grades: 

1. Round period/final grades (avoids decimals in reporting) 

2. Hide overall grade from student reports (you may wish to only show 

component grades until the 5 week or 10 week marks) 

3. Hide grading periods from student reports (not recommended as 

students are encouraged to monitor their own grades using Schoology) 

 

Custom Overall Grade 

 

You can add a custom overall grade column (for instance, if you wanted to 

grade a student out of a different scale such as an AP or IB scale), but this 

should only be a temporary measure as students should be able to monitor 

their % grades in Schoology. 

 

Remember to click on the “Save Changes” button at the bottom of the screen. 
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Adding Materials 

 
1. Click on the word “Courses” from the main menu and select a course.  

Notice that the first item along the vertical navigation bar is selected 

and an “Add Materials” button appears below the course name. 

2. Schoology will allow you to add assignments, tests/quizzes, files, links 

and more, but first, it is important to consider how you will organize 

your instructional materials (as this provides a model of organization 

for your students). 

a. Will you organize your course by units? 

b. Will you organize your course by modules? 

c. Within each unit/module, what subfolders will you want to use? 

i. Classwork? 

ii. Homework? 

iii. Assignments? 

iv. Other? 
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Creating Folders 

 

1. Once you have decided 

how you will organize 

your course materials, 

click on the “Add 

Materials” button. 

2. Choose “Add Folder”. 

a. Enter the title of 

the folder. 

b. Choose a folder 

color.  (Remember 

that visual cues can 

help students navigate better.  Consider color-coding your 

folders.) 

c. Optional - Enter a description for the folder.  I like to put the unit 

objectives in the folder description so that they are prominently 

displayed. 

d. Optional – Enter the dates for which the folder is visible to 

students. 

e. From the “Availability” menu, choose whether the folder is to be: 

i. Visible 

ii. Hidden 

iii. Available after start date 

iv. Available during date range 
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Uploading Resources 

 
Make sure that before uploading a resource, you are “in the right spot”.  That 

is, if you want a resource to be located within a folder, make sure you are in 

that folder before adding it, otherwise, you will have to move the resource 

into the folder after the fact. 

1. Click on the “Add Materials” button. 

2. Click on “Add File”.  (This is a basic explanation of the process.  More 

detailed information on how to add a variety of file formats will be 

covered in the Schoology 2 workshop.) 

3. Choose “File”.  

 

4. Click on “Attach File”. 

 

5. Navigate to the file on your desktop computer. 

6. Click “Open”. 

7. When the orange “Uploading” bar changes to a grey “Complete” bar, 

click “Add”. 
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Additional Professional Development Opportunities 
 

Please consider expanding your knowledge of the instructional uses of 

Schoology by checking out the other workshops available this summer and 

during the 2015-16 school year on www.mylearningplan.com: 

 
Schoology 2 – Uploading & Organizing Instructional Materials 
Workshop length:  2.5 hours 
Monday, September 28th & Wednesday, September 30th  2:45-4:00 p.m. 

In this course, participants will learn how to set up an organizational system 
on Schoology for instructional materials (documents, links, multimedia) and 
then to upload these materials (creating & editing course/unit folders, 
preparing course materials as PDFs, uploading & editing course materials, 
using the “Collections” and “Resources” functions on Schoology, and using 
Notability in conjunction with Schoology to reinforce good organizational 
skills in students). 

 
Schoology 3 – Assignments & the Grade Book 
Workshop length:  2.5 hours 
Monday, October 19th & Wednesday, October 21st  2:45-4:00 p.m. 

In this course, participants will learn how to create assignments, attach files, 
links, and media to an assignment, assign tasks to various courses, and modify 
assignments (annotating and grading student work, adding feedback, 
gradebook setup, creating grading categories, weighting categories, adding & 
editing grades). 

 
Schoology 4 – Quizzes as Formative & Summative Assessments 
Workshop length:  2.5 hours 
Monday, October 26th & Wednesday, October 28th  2:45-4:00 p.m. 

In this course, participants will learn how to create quizzes using a variety of 
questioning techniques including:  true/false, multiple choice, rank order, 
short-answer, fill-in-the-blank, and matching.  Advanced options for each type 
of question will be discussed including timers, feedback, subjective questions, 
allowing for partial credit, using a word bank, randomizing choices, using 

http://www.mylearningplan.com/
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audio/video prompts, and allowing students to submit audio or video 
answers.   

 
Schoology 5 – Digital Portfolio for Students 
Workshop length:  2.5 hours 
Monday, November 2nd & Wednesday, November 4th  2:45-4:00 p.m. 

In this course, participants will learn how to use digital portfolios for students 
to store and manage their own customizable, portable digital profiles, 
attaching research papers, certificates, endorsements, test results and other 
learning projects.   Portfolios in Schoology will act as an extension of a user’s 
profile, highlighting a user’s academic and extracurricular achievements, and 
following them throughout their educational career. Users will choose which 
content, including, but not limited to graded items, research, certificates and 
endorsements, and how to display it on their personal profile. Portfolios will 
be portable and can be private or public and sharable with peers, faculty and 
potential employers.   

 


