Using My Access! for the first time;
1) Assign numbers to students (or use desk numbers)

2) Give speech about “privilege vs. right” to use computers and a demo of what to do when students get computer (damage check/power on/ DON’T GO AHEAD)

3) Clear aisles (for no tripping) and clear desks of everything 

4) Distribute essays to type (Soda Machines) (Forewarn that “2” has been the average score on this timed writing)

5) Assign responsible cart monitors

* Monitors unplug all cords (pulling out on thick plug end)

6) Students line up in groups of six and cart monitor uses two hands when distributing computers

7) Students return to their desks and check computer for damage

8) Students turn on computer and wait for instructions from teacher 

9) LCD demo (log in instructions)

10) Open Internet Explorer

11) Show how to get to My Access! web page (type: “gomyaccess” in the address bar and hit “return.”

12) Recommend students add page to “Favorites.”

13)  Show how to log-in to My Access!  (example for John Doe/id #123456)

Name: doej456

Password: 123456

14) Show how to “start” an assignment

15) Show how to “save” and “resume” an assignment

16) Show how to “Submit” an assignment and “View results”(usually on day two)

During the last 8-10 minutes of class:

17) “Log out” of My Access!

18)  Quit Explorer

19) Log out of computer

20) Shut down computer properly (do not close until screen goes black)

21) Cart monitors take their places and students line up as they are finished with the shut down process

* Students say number out loud to cart monitor to speed the process

22) Monitor plugs in all computers securely so they may charge

23) Teacher checks finished cart to make sure all computers have been returned before dismissing class

Note:  If teacher has a few minutes to spare, review the entire process with the class to see if they remember the proper order for the next day.

Day two:

Follow steps from #3 above, but allow the students to log in and get started on their typing without a demo.  After about ten minutes, review the “submit” process and show students the new assignment (Day as a Bird?) and some of the “bells and whistles” that have been added. Encourage prewriting, especially graphic organizer cluster level 3 (for narratives).
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