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Essential Digital Tools

You will regularly use the following HCPSS provided digital tools at LKMS. These apps can be
accessed through HCPSS.me landing page (https:/hcpss.me), the LKMS website (lkms.hcpss.org)
or from the teacher’s Canvas course homepage.

o

Canvas - Access course content, grades, assignments, course calendars -
htlps://hepss.instructure.com
Synergy - Access family file (emergency card), attendance records, and standardized test

scores - hitps://sis.hcpss.org

Google Apps for Education (GAFE) - Create and share online documents and presentations -
htips://hepss.me

Mackinvia.com - Access research databases - hitps://hcpss.me
World Geography Online Textbook (6th & 7th grade) - McGraw Hill -

hitps://connected. megraw-hill.com
World Language Online Textbook (SuccessNet Plus - Spanish; Holt McDougal - French) - See

Teacher’s Canvas course for the website link
Naviance - Setting Postsecondary goals within lessons provided by Student Services -

hitps.//connection.naviance.comfAamily-connection/auth/login/?hsid=limekm

NoodleTools - Create a Works Cited - Access through Google Apps

https://docs google.com/document/d/ 1 gdHI2FSfRgujyQaOW2bFJIO0AgnZZC5zKM3UdBzgBG8/edit

22



Welcome to the LKMS
Library Media Center

Mrs. Garnto, Library Media Specialist
marilyn_garnto@hcpss.org

Hours are 8:00 A.M. to 3:30 P.M.

Come in & take advantage of all the resources
available to you before school

You can check out 3 Books for 3 weeks

Use www.mackinvia.com to use our databases, audiobooks,
& ebooks by using your Active Directory login

During lunch time, students can sign up for library media time
instead of going outside for recess

Our ELA and reading module classes come in at least
quarterly for a lesson and/or check out

In Canvas, we now have the LK Student Resource Course
where individual and group messages can be sent

Present your signed note from your teacher, sign in
at the clipboard on the circulation desk, and
let me know if you need help

Cell phones to be used for school related purposes only

Be respectful of others & the resources available to you.



Most

Technology at LKMS: Student Apps Access
HCPSS apps can be accessed from the HCPSS Landing Page: hitps://hcpss.me Use your active

directory credentials to log into these accounts.
Login Information: Your active directory login...

Username: first initial, first 5 letters of last name, last 4 of school ID # (ex. gtaylo5347)
Password: you created it!

Username:

Password:

Access grades, class calendars,
assignments & class information

S

Access your drive to create documents and
share with teachers & students.

Access research databases;‘j_a

Access the LKMS library media catalog.

Useful Technology Tips:

Use Firefox or Chrome to access Google Apps (GAFE) or Canvas

Make sure your Internet Browser is updated and allows pop-ups from Canvas/Google Apps.

Make sure Adobe Flash and Java are installed and updated on your Internet browser

Log out of any personal gmail accounts. **Tip: Use 1 browser for all school accounts and a different
browser for parent or personal accounts.

Use a student account to access Canvas assignments, documents, links instead of a parent account.

https://docs.google.com/document/d/ ITI3MDMRAQQZebY jHixI4EcoClO14Rzn-a_azaqOx2-60/edit
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f,/ 3

Google Apps for Educatlon. e ) i
Use this app to create documents, spreadsheets, presentations, and forms. Share these documents with
classmates and teachers. Upload files, videos, and audio as storage between home and school. Google Drive
saves automatically and can be accessed from any computer or device (download the apps).

How do | create a new document or presentation?

My Dirive

i Folder

File upload

L Google Docs

Congle Sheets

o Share e olhers
Google Slive

tore Enter first and last name of
student/teacher.

/ 4

- Cran

How do | share a document with a teacher or 3
classmate?
1. Click on the Share button in the upper-right Choose sdiling privileges
corner of the document

Shara with others o o= Or

e R B 2. Send them the Shareable link.

You need permission
| can’t access a document link! What do |

do? Want in? Ask for accss, of swilch 10 an account with par
inaid 1 et memarybocklioms @ gmail.com
[ e Rt J Switch accounts. You are
logged into a personal gmail
account!

https://does.google.com/document/d/ 1I3MDMRAQQZobY jHixI4EcoCIO 14Rzn-a_azaqOx2-60/edit



Google Apps for Education (GAFE) Continued...

How do | print a document?

Go to File...print. If you are using Chrome, the document will print directly from the Internet Browser. If you are
using Firefox, the document will need to be saved first as a PDF. Then, open the download document and use
the print icon button.

| can’t write on the document! What do | do?

Most likely your teacher has made this document as “view only”. You must make a digital copy of this
document by going to File...Make a copy. Rename it. You will now be able to edit this document and you will
find it in your Drive.

A friend shared a document with me and | can’t find it! What do | do?
Go to your “Shared with Me” drive on the left-hand navigation bar.

What other apps can | access with My Drive?

You can access NoodleTools to create a Works Cited or Reference list. You can access a calendar, Google
Classroom, and other apps. See the screenshot below to learn how to access these apps.

HEPSS

Sometimes, when | try to log into GAFE, it asks for my email address!
You do have an email address associated with your account, though it is not active. Enter your
username @inst.hcpss.org as your email address when prompted.

https://docs.google.com/document/d/ 1r3MDMRAQQZobY jHixl4EcoCIO | 4Rzn-a_azaqOx2-60/edit
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.=+ Canvas — User Interface

Course View

Al Viewe Course Stream

To Do
Annoumcements -
8 x
Advanced Algebra B Sriphi
Drscussions 1 y
5~ T i Dy Hormg : 5
Assignments Mr. Allen e :
Hagpte “W Corming Up =3
Virtua' Class: Welcome (o Advanced Algebra
Calonkar & A ¢t Suyecea
@ At tho concuson of Bis course s expoited thal studenis woll hesas domonstrianed e abilty fo solve and roodaet ;
B

problens relatedc o

1 Problem Suoiving
3 - < *
Unit 2 Sequences Recent Feadbar

war Modisis and Systems

~

sns, and ranstormations 44 nut of 1

4 Functions, Re

Unnt § Exporerd Power and Loganitmic unctions

Unit § atrices and Linear Systems

chenoneal Fusctions

1. Course Navigation Menu: The links help you move to specific locations in the course. Teachers can customize what links are shown in a course.

2. Course Menu Button: This button will hide or show the course menu, providing additional screen space for content.

3. Sidebar: This area helps you see what you need to do in a course. It features a to-do list for assignments that need to be turned in, a coming up
section for assignments and events in the next 7 days, and a recent feedback section showing assignments that have recently been graded or
given feedback. If the browser window is sized small, the right hand sidebar will disappear and horizontal sidebar controls will drop under the
center panel. Expand the window restore visibility.

For more information, please visit: hitps://community.canvasims.com/docs/DOC-4368

P He,



Canvas
Use Canvas to access course calendars, grades, assignments, and course content or resources.

Use these resources to help you navigate Canvas:
Parents: http://www.hcpss.org/connect/quides/

Students: hitps://hepss.instructure. com/courses/34478/pages/canvas-student-guide

Access all of your courses by clicking on the course icon
from the Global Navigation toolbar and choosing “all
courses”.

Customize your Dashboard by setting your favorite courses

All Courses

ik

2 ]
7] semurmaraons s - B : Use the calendar icon on the Global Navigation
% = 1 ' |toolbar to access homework assignments,
{\‘3‘-} : ‘ tests/quizzes, and projects. Be sure to include on an
mk4%. event or assignment for more details or resources.
W e s Also, make sure your course calendars are “active”.
il i You can only see course information if the square
#sunmes - | NEXE 10 the course name has a color.
Ng S
" Name Due Scors Outof
1{_\ Sy 16 0¢ 11 5 ] 75 o
Click on the Grades icon from the Global Navigation bar to o)) , 5
view all course grades, assignments, and assignment 3 o 305 2 B me
feedback. To view assignment feedback, you will need to click ! 5
on the assignment name and choose “view feedback”. 4
(B) - ;
Click on the alerts next to the assignment name to view - & 3
comments etc. Here is a guide to icons you may see on your
assignment list.
¢ 0=azerooramissing assigrment
¢ —=The assignmenrt is not graced yet, The teacker is still in the process of collecting ard
grading the assignments. It is NOT being calculated as a zero.
* %" This assignment is muted, meaning the teacher is in the process of grading
tlj}r:jes,sign;ﬂent and the scores are NOT yet calculated as part of the final
¢ EX _% he student is excused from this assignment arc it will NOT be calculated as part of
the final grade,
https://docs.google com/document/d/ 1I3MDMRAQQZobY jHixl4EcoClO | 4Rzn-a_azaqOx2-60/edit 4/5



Canvas Continued...

Click on the Inbox icon from the Global
Navigation bar to message teachers and/or
group members. This will look similar to an
email message; however, you will only be
able to send messages to people in your
courses. The Inbox should be used for
instructional purposes only.

o
Campose a now
MBssaGe

o

0

o

o

Make sure to connect your school Google (GAFE) account with
Canvas. Go to Account from the Global Navigation bar and
click on Settings. Under settings, make sure to register
Google Drive with your school account. The email address is
your username @inst.hcepss.org. In Settings, you can also set

Student Resource Course

The LKMS Student Resource Course is a LKMS student
community. Students can access grade-level or
school-wide events and resources. It is recommended
that you check the calendar and announcements often to
keep up with school happenings. Here you may also
access the Canvas student guides to get more help
navigating Canvas.

https://docs.google com/document/d/ 113MDMRAQQZobY jHixI4EcoClO] 4Rzn-a_azaqOx2-60/edit

your notification preferences and change your profile picture.

@ STUDENT RESOURCE COURSE
HOMEPAGE

Library Media
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NoodleTools FAQ

What is NoodleTools? NoodleTools is a website application that Howard County pays for students to use. It
assists students in creating a Works Cited (MLA) or References (APA) list for a research project.

‘§F © W
i

How do | access NoodleTools? Go to HCPSS.me and Log into @ w7 m

Google Apps. From the Waffle Menu, choose more, and click on i s

the NoodleTools application. Your username and password is the & ﬂ &

same as your active directory. . e

€
e o4
bor ewanpir  Hatory 101 regart o Deorpe Wahington
How do | start a new source list? Choose
RELA LA v greibmon, B8 wd
& i s i Create New Project. Name it. Choose MLA
i g S i ICNiC g Mamesot of Stvle, 1681 i} (ELA/S.S.) or APA (Science) and choose Junior.
PAPORTION 15 GG Wt wh § basc Torm (*NHD or 8th grade Science GT choose
[ Advanced.)

How do | enter one of my sources? Choose “Create New Citation”. Choose where you found the source and
then the source type. Remember, a database is a collection of reliable, expert reviewed sources that Howard
County pays for you to access through MackinVia. A website can be found through a Google Search.

Coroate nérw CASECO

Where s 17
Drat gl

Whnat s 27

g A -
- &) .
-
Arvreiongy Lot tagj IR

B R

Figm ov vics Reotring Pyt o bmage orn Oaglal

e Prads Sogpae

How do | access the research databases to locate reliable sources? Howard N
County pays for several subscriptions to research databases. Go to HCPSS.me and ?““‘ Mackinvia
click on MackinVia. The home page is a list of research databases available to you. -

https://docs.google.com/document/d/ 1 Wsn87021YY KJ6kTvkMm23pUdq-XmQyj8jphTa7AFWDg/edit



NoodleTools FAQ

Tools OR
= How do | copy and paste a citation
from a database? In the database,
Copy the Citation! find the correct MLA or APA citation
G -~ , o under the tools menu. Highlight and
copy the citation. In NoodleTools,
create a new citation, choose your
Quick cite: Copy & paste a citation source type, and choose next to “Quick
Cite”, “Copy and Paste a Citation”.
Paste your citation in the manually
edited text box. If the URL is not
Paste the Citation! included in the citation already, add it

/ & Permalink in the URL textbox. Click submit.

_ How do | check that my citation is accurate? As you are entering the citation information, click on
fimeradl ] APA guide or MLA guide in the upper-right corner of your screen. This will show you how the citation
should appear in your Works Cited list. Pay close attention to order of information, capitalization,
punctuation, and text formatting.

How do I find the correct URL from a database? If at all possible do not use the URL
from the web address bar from your source. Use the URL provided by the Permalink
button. This will guarantee you can access to this source easily again.

How do | cite my research study that | found on Google Scholar? From your search results list, you should
see a “Cite” link underneath each potential source. Click on the “Cite” link to copy and paste the citation
information into NoodleTools. Open the source to get the correct URL for your citation. Most of the time, these
sources will be journal articles found on a website.

Website Link

-
{#oF) leberpuh com

How do | know if it is a regular webpage on a website or if it is a newspaper article or magazine article
on a website? You may have to do some sleuthing. Some are well-known newspaper/magazine websites
such as The New York Times or Washington Post. Other websites, it may be helpful to go to the bottom of the
page or the top of the page and read the “About” link that tells about that particular website. Sometimes a
description of the website can be found with a simple Google search. Clues that it may be a
magazine/newspaper website are the articles regularly include an author and/or date of e-publication.

https://does.google.com/document/d/1 Wsn87021YY KI6kTvkMm23pUdq-XmQyj8jphTa7AFWDg/edit 2/3



NoodleTools FAQ

How do | know what information to input into the citation? How do | know if it is formatted correctly?
NoodleTools guides you with each citation. If it has a red star* next to the textbox, that information is required
for that source. Complete all other text boxes if you have that information available to you. Leave blank if that
information is not found. When you click in a textbox, an instruction guide will appear, telling you when and
how to complete that field. Pay close attention to these instructions to learn if that textbox is required and the
capitalization formatting for it.

Aaucts ttie
Ciing n sttt | Article ntle
! Capialize sontence slyte [only the lirgt |
Engith translation of aice's titde | leher pf the Frst word niha Wia snd in the
sutititlo {f any), as weil as the lirst lgttor of
| any peaper nouns)
Page

Import. L0

| 1mpant from WorldCat )
How do | enter a book? , e
Choose “+Create New Citation”. Choose .
“Print” and then “Book”. Next to the Import
tab at the top of the screen, type in the ISBN ki
number located on the back of the book. . ,
Choose Search. Highlight the correct book bed o ——

Fakarer s
and choose “Import Selected Source.” Verify ! o e
the information and click continue. Scroll to 4

the bottom of the page and click “submit”.

nt{Export

Print/Export to Word How do | print my Works Cited?
i view as Web Page (HTML)
| Formatting Options...

Docs. Choose “Allow” if prompted and then print as normal.

https://docs.google. com/document/d/ 1 Wsn87021Y Y KI6kTvkMm23pU4q-XmQyj8jphTa7AFWDg/edit

Go to Print/Export at the top of your source list. Choose print/export to Google
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HCPSS Mobile Applications

We want to make sure you have access to all of the mobile applications provided by HCPSS to
keep you up-to-date and informed of your child’s progress.

e Canvas Student App — Students can access Canvas course content, grades,
announcements, calendars, and submit assignments.

¢ Canvas Parent App — Parents can access student grades, weekly calendar,
announcements, and can set student activity and grade alerts.

¢ HCPSS News and Events App — Stay up-to-date with local school and county news and
events. It can be customized for multiple schools all in 1 app.

° HCPSS Nutrislice — View school menus and nutrition information.

Download the mobile applications at http://www.hcpss.org/mobile-apps/

You may find the following information helpful when viewing your child’s Canvas courses. First,
below is a key to the symbols that may appear next to your child’s assignment.

* (0 =azeroora missing assignment

* — =The assignment is not graded yet. The teacher is still in the process of collecting and
grading the assignments. It is NOT being calculated as a zero.

e ** This assignment is muted, meaning the teacher is in the process of grading

the assignment and the scores are NOT yet calculated as part of the final
grade.

* EX-—The student is excused from this assignment and it will NOT be calculated as part of
the final grade.

Second, make sure you have set your notification preferences so you are receiving all news and
information from your child’s teachers. See the picture below to help you set your Canvas
notification preferences.

How Parents Set Notifications in Canvas

Parents log into Canvas through HCPSS Connect with their login information

http://www hcpss.org/connect/

4 To receive an email from Inbox messages.

Conversations

To receive an email from announcement messages.

Conarse AL svitios w
: RS - W - B

53 = I o R "
o - X Bl .
3{_,,,,._mw-”‘““""‘ TTTTIESSES80 Teachers can send general Announcements out to the whole
P S S v ¢ o class. Individual or whole class emails through Inbox.
Al ~ B < B Additional resources on hcpss.org/connect. h -~ c
e CPPSS

o T - LR




Canvas and Google Apps (GAFE) System Requirements & Internet Browser Troubleshooting Guide
Operating Systems

e Windows 7 and newer (users on Windows 10 need to download the Windows 10 Anniversary Update to
submit Canvas assignments)
Mac OSX 10.6 and newer

e Linux - chromeQS

Mobile Operating Systems

e iOS 7 and newer (versions vary by device)
e Android 4.2 and newer

Screen Readers

Macintosh: VoiceOver (latest version for Safari)

PC: JAWS (latest version for Internet Explorer)

PC: NVDA (latest version for Firefox)

There is no screen reader support for Canvas in Chrome

Supported Browsers

Though Canvas supports the current and first previous major releases of the majority of Internet Browsers, we
recommend the following browsers:

e Chrome 53 and 54
e Firefox 48 and 49 (Extended Releases are not supported)

We highly recommend updating to the most current version of your preferred browser. Your browser will notify
you if there is a new version available.

Some supported browsers may still produce a banner stating Your browser does not meet the minimum
requirements for Canvas. If you have upgraded your browser but you are still seeing the warning banner, try
logging out of Canvas and deleting your browser cookies.

Required Components (Please make sure your Internet browsers have these components updated)

Flash (hitps://helpx.adobe.com/flash-player.html) is required for recording or viewing audio/video as well as
uploading files to a course or an assignment. Other than these features, Flash is not required to use most
areas of Canvas. Please note that some browsers may no longer support Flash.

The Java plug-in (https://www.java.com/en/download/installed8 jsp) is required for screen sharing in

Conferences. Please note that some browsers do not support Java. Otherwise, there are no other browser
plug-ins used by Canvas.

JavaScript must be enabled to run Canvas.



Use the links above to verify installation of these components and follow on-screen instructions to update these
required components.

Firefox

Updating the Browser:

1. Onthe

menu bar click the Firefox menu and select About Firefox.

2. The About Firefox window will open and Firefox will begin checking for updates and downloading them
automatically.
3. When the updates are ready to be installed, click Restart Firefox to Update

Clearing the Cache/Cookies. (recommended if you are having login problems, problems accessing pages or

content, or pro

Mac

el S

PC

BN

Unblock Pop-ups:

pop-up blocker settings: @ Genesl Content
Q scarch

To access the

1. Click the menu button = and choose

blems accessing links)

In the Firefox menu bar, click the Firefox option.

Select the Preferences link.

Click the Privacy tab.

Under the History heading, click the clear your recent history link.
Select the Cache checkbox.

Click the Clear Now button.

In the Firefox menu bar, click the Open menu icon.

Select the Options icon.

Select the Advanced icon, then select the Network tab.

Under the Cached Web Content heading, click the Clear Now button.

= conren DRAA content
Preferences. @ Asplcanione ‘
2. Select the Content panel. 50 ey {"“"j‘:" - -
& Sty ¥ VI otions

3. Inthe Content panel below Pop-ups:

®

Allow: Click th
Remove Site:
exceptions list.

Uncheck the box next to Block pop-up windows to disable the pop-up blocker altogether.

A click on Exceptions... opens a dialog box with a list of sites that you want to allow to display
pop-ups.

The dialog box offers you the following
choices:

Allowed Sites - Pop-ups

You can specily which websites are allowsd 1o opan poo-up windows., Type
he exact address of the site you want ta allow and then click Aliow.

is to add a website to the exceptions list. R N
Click this to remove a website from the n

Remove All Sites: Click this to remove all of the websites s Sl in the

exceptions list.



Chrome

Updating the Browser:
On your computer, open Chrome.

1.

g,
3.
4.

At the top right, click More
Click Update Google Chrome. If you don't see this button, you're on the latest version.
Click Relaunch.

Clearing the Cache/Cookies. (recommended if you are having login problems, problems accessing pages or
content, or problems accessing links)

Mac

IE i 1O P ==

PC

el S e

On the browser toolbar, click the Chrome menu icon.

Select the More Tools link.

Select the Clear browsing data link.

In the data drop-down menu, select the time range where you want to clear browsing data.
Select the Cookies and other site and plug-in data and Cached images and files
checkboxes.

Click the Clear Browsing Data button.

In the Chrome browser toolbar, click the Chrome menu icon.

Click the More Tools link.

Click the Clear browsing data link.

Use the drop-down menu to select the time range you want to clear browsing data.

Clear browsing data by selecting checkboxes. Select the Cookies and other site and plug-in
data and Cached images and files checkboxes.

Click the Clear Browsing Data button.

Unblock Pop-ups:
On your computer, open Chrome.

1.

O g kWM

At the top right, click More

Click Settings.

At the bottom, click Show advanced settings.
Under "Privacy," click Content settings.
Under "Pop-ups," select an option:

O
o]

Do not allow any site to show pop-ups
Allow all sites to show pop-ups

To allow pop-ups from a specific site...

o

e}

o}

(o]

On your computer, open Chrome.

Find a page that has pop-ups blocked for you.

In the address bar, click Pop-ups blocked Lx.

Click the link for the pop-up window you'd like to see.

To always see pop-ups for the site, select Always show pop-ups from [site] 2 Done.



