₪₪₪ MY ACCESS! Common Practices ₪₪₪

I. Archiving the Previous Year’s Groups/Classes (for returning teachers only): 

1. On the main menu, click on Setup Groups and Assignments.

2. Find the class period you would like to “ARCHIVE” and click in the circle for that class.

3. At right, click on the “Status Change” icon which looks like a light switch.
4. At the “You are attempting to archive a group . . .” click on “OK”

5. Continue the same process for all your previous year’s groups.

II. Creating a New Class: 

1. On the main menu, click on Setup Groups and Assignments.

2. Click on the button labeled Create a Group.

3. **Important** Group name must be: teacher’s last name (space) period (space) numeral 
(Ex. Dixon period 1).  Enter any other desired information and then click on Save. 

4. The same screen will appear; double check your group information and then click on Save and Exit.
III. Adding a New Student to your Class List: (this is to be used when one of your students changes periods, or when a student who was using My Access! in a different class gets moved into your class)

1. On the main menu, click on Setup Groups and Assignments.

2. Scroll down until you find the class period into which you are going to be entering the new student, and then click on the appropriate small circular button to select that group.

3. Colored icons are showing to the right of your group name; click on the Students icon.

4. The list on the left is your current class list for that period; the list on the right is the list of students that you can add to your class list.

5. On the list to the right, check the box(es) of the student(s) that you would like to add to your class list.

6. When you are done checking the box(es), click on Save.

7. Check your class list to be sure that the student was added, then click on Save and Exit.

IV. Dropping a Student from your Class List: (this is to be used when a student is no longer a member of your class)

1. On the main menu, click on Setup Groups and Assignments.

2. Scroll down until you find the class period from which you are going to be dropping the student, and then click on the appropriate small circular button to select that group.

3. Colored icons are showing to the right of your group name; click on the Students icon.

4. The list on the left is your current class list for that period; ignore the list on the right.

5. On the list to the left, check the box(es) of the student(s) that you would like to drop from your class list.

6. When you are done checking the box(es), click on Save.

7. Check your class list to be sure that the student was dropped, then click on Save and Exit.
V. Entering a New My Access! Writing Prompt: 

1. On the main menu, click on Setup Groups and Assignments.

2. Scroll down until you find the class period into which you would like to add the new assignment, and click on Assignments.

3. At the bottom right, click on Add Assignment.

4. Click on the appropriate grade, type, and set (to be scored by the program, you must choose the “IntelliMetric” set), and then click Find Prompts.

5. Click on the Prompt Name of the desired prompt and then click Select this Prompt (in the middle above the prompt).

6. A Microsoft text box will appear; click on OK.

7. Select the desired settings and then click on Next; do this for the “General Settings, My Tutor & Editor, and Tools & Timer.  

8. Once you have selected your settings, click Save and Close.  

9. The new writing prompt should now be displayed in your assignment list for the selected period.

10. Click on Save and Exit.  

11. To enter the same assignment into multiple classes, repeat steps 1-10 for each class period.

VI. Creating Your Own Writing Prompt (“My Prompt”): 
1. On the main menu, click on Create a Writing Prompt.

2. Click on the yellow, Create New Prompt button on the lower, right side of the screen.

3. Accept Vantage’s rules and regulations.

4. Fill in the blanks on the Prompt Name screen that appears (be sure that you make the prompt Available for Assignments); click on Next.

5. Type the directions for your prompt on the Directions screen that appears; click on Next.

6. Type the prompt on the Prompt screen that appears; click on Next.

7. If there is a passage that your students will need to refer to, type it in the Passage screen that appears; click on Save.

8. You will be shown a preview of the prompt that you created.  Check to be sure that everything is correct and then click on Final Save.

9. Your prompt is now saved in the My Access library of My Prompts.

VII. Assigning one of “My Prompts” (barely different from assigning a regular prompt):

1. On the main menu, click on Setup Groups and Assignments.

2. Select the period to which you would like to assign your newly created prompt and then click on Assignments.

3. Click on Add an Assignment.

4. You do not have to change the grade level or writing type.  Instead, uncheck “Intellimetric Prompts” and “Pilot Prompts;” leave My Prompts checked.

5. Your new prompt (and any other self-made prompts) will now appear.

6. Select your new prompt and then follow the steps for assigning a regular prompt.

7. **Note: If you would like for your students to receive an approximate holistic score, be sure to say Yes to the Score Approximator when you are setting up the prompt.  However, keep in mind that this is an approximator…scores should be used as a source of general reference, not as a final grade!
( Created by S. Dixon ’06  (  

