Everyday Mathematics® 

TEACHER’S ASSESSMENT ASSISTANT 
Part I – Loading the Assessment Assistant

1.  Quit any applications that are currently running.

2.  Insert the Worksheet Builder CD-ROM into the CD-ROM drive.
3.  On the Toolbar, click START, then choose RUN.


Macintosh – Double click the Worksheet Builder CD-ROM icon on your desktop.
4.  Type d:\setup.exe.


Macintosh – Double click the Worksheet Builder Installer program icon, then follow the installation instructions 
as they appear on your screen.
5.  Press Enter.


Macintosh – Click Continue to proceed with the installation.

6.  This operation will open an installation wizard to guide your installation.

Open the program.  You will see a two-paned window.

The Everyday Mathematics assessment items are on the left, and a blank worksheet is on the right.

To open a new worksheet other than when you first begin the program, select [File] [New].
In the left pane, you will see, in order:

Library Title (grade level)

Unit Number and Unit Title


Click on the triangle ( to the left of Unit Number and Unit Title



Lesson Number, Review and Assessment




Click on the triangle ( to the left of Lesson Number, Review and Assessment




Four categories appear:

1. Adapted Oral Assessment

2. Adapted Slate Assessment

3. “Checking Progress” Written Assessment

4. Alternate Assessment Options



Learning Goals



Click on the triangle ( to the left of Learning Goals




The Unit learning goals appear with a goal number; B, D, or S; and an explanation of the goal




Click on the triangle ( to the left of a specific goal and a list of problems matching that goal will 



appear
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ASSESSMENT ASSISTANT WORKSHEET BUILDER
Part II – Basic Essentials
Worksheet Builder provides several vehicles for transporting items from the Library List to the Worksheet.  
If you include free-response items on your Worksheet, students will not be able to complete the assignment online.
I.  CREATING A WORKSHEET
Add a random selection of problems 

Selecting [Add Random Items] from the Library menu will add randomly selected items to your worksheet. If you have a specific level selected, the items will be selected only from the selected level. For example, if you have a Topic selected, the items will be randomly selected from only that Topic.
· Highlight the topic from which you want to place items on the worksheet.

· Click [Library] [Add Random Items].

Save Often.
Add problems by Topic, Section, or Objective 

A.  You can click and drag one item at a time from the Library List to the Worksheet.

· To select individual questions from Unit I, start on the left side.

· Click on the triangle ( to the left of the unit name.  Clicking will expand its contents. Clicking a second time will hide the contents under the unit name.
· Each triangle you click will open up another level.
· Once you see a code like this [1.2.2], you’ve found a question level.

2. 
Double click on the code and the question will appear in a separate window.


OR

3. 

Click [Edit] [Show Item] and the question will appear in a separate window.

4. 
You can review the question and make edits.

5. 
Press [New Values] and see what happens.  Press it again until you see values you want.

6. 
Click [Add] and the question will appear on the right pane – the worksheet. Click [Close].


OR
1. 
Click on the question and drag it to the right; it will automatically be added to your worksheet.
2. 
You can open and edit questions directly from the worksheet pane as described above.

Save Often.

B.  You can press <Ctrl> while clicking individual items and then drag the group of items from the Library List to the Worksheet.  You can press <Shift> while clicking the first and then last of consecutive items and then drag the group of items from the Library List to the Worksheet.
C.  You can drag an entire group of questions over to the worksheet together.

· Click and drag the line that has a triangle ( to the left of the unit name to the right pane.

· All questions in that unit name will be added to the Worksheet in the right pane.
Add multiple variations of selected problems 

Selecting [Add Multiple Items] from the Library menu allows you to add multiple variations of selected items, or the entire library, to the Worksheet. You can add a maximum of 1000 items to a Worksheet. 
· Highlight an item you would like to have multiple versions of added to the worksheet.

· Click [Library] [Add Multiple Items] and choose the number of versions you want.

· Click [Add].

Save Often.
To Delete Items in the Worksheet

· Highlight the item in the right pane that you want to delete.

· Click [Delete] or Click [Edit] [Cut] or Click [CTRL X].
II.  PRINTING THE WORKSHEET

From the File menu, select [Print], or click the Print icon to open the Print dialog box.
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ASSESSMENT ASSISTANT WORKSHEET BUILDER
Part III – Advanced
I.  CREATING A NEW ITEM
When you create a new item, it is inserted below the selected item in the Library List.

1.
With the Library List active, select the item above where you want your new item placed.

2.
Do one of the following:


§
Click the New Item icon. 


§
Select [Create New Item] from the Library menu.

3.
Double-click the "user created item" to open it for viewing and editing.

4.
In the Item View dialog box:


§
Enter a description of the item in the "Description" field.


§
In the "Keywords" field, enter words or phrases for use as search parameters with the Find 



function. Separate each word or phrase with a comma.


§
In the "Item spacing" field, enter the amount of space, in inches, between items on the Question 



sheet. For this item only, this will override the default set in the Page Layout dialog box.


§
In the "Answer spacing" field, enter the amount of space, in inches, between answers on the 



Answer sheet and the Key sheet. For this item only, this will override the default set in the Page 



Layout dialog box.

5.
Click [Edit] to open the Item Editor dialog box.

6.
In the Question/Key panel , enter the question in the top panel, and, if the item is free-response, enter the free-
response answer in the bottom panel.


Enter or edit your item in this panel. Using the commands in the Edit and Style menus, you can create 
virtually any type of item. Using copy and paste, you can add graphics. If you are creating a math item, you 
choose [Insert Equation] from the Edit menu, you can use Equation Editor.


If your problem requires a free-response answer, enter it in the lower panel. You can also use the 
commands in the Edit and Style menus to enhance your answer.

7.
If the item is assisted response, click the Answer/Distractors tab and enter the answer in the top panel and one 
reasonable distractor in each of the remaining four panels.


Enter the answer to your assisted-response item in the top panel. You can use the commands in the Edit and 
Style menus to enhance your answers with graphics.


Enter one plausible distractor in each of the four panels. Blank panels are ignored. You can use the 
commands in the Edit and Style menus to enhance your answers with graphics.

8.
Click the Answer Format tab to select either Multiple Choice or Free Response as the answer format.

9.
Click [OK] to return to the Item View dialog box.

Save Often.

II.  CUSTOMIZING YOUR WORKSHEET
From the Main Menu, select the icon desired or click [Worksheet] [Insert].
Except for Headers and Footers, the instruction will be inserted at the position of your cursor, but may be moved easily with a drag and drop.

A.  Adding Headers and Footers
Use headers and footers to add information to your worksheets. For example, you can create a header that has your name, class name, page number, and date and time. You can even add graphics.  

When you create a header, the information prints at the top of your worksheet; footers print at the bottom.
From the Worksheet menu, select [Insert Header/Footer], or click the Header or Footer icon to open the Header/Footer dialog box. From this dialog box, can completely customize your headers and footers. You may add headers and footers to the Question, Answer, and Key Sheets. You may use them all pages, odd or even. Or even just on the first page. When you have finished, click [OK] to return to the Main screen.

Save Often.

B.  Adding Annotations 
Annotations are descriptive text that is added within the body of your worksheet. The annotation can be attached to the problem immediately following it in the worksheet. Consequently, if the item's position on the worksheet is changed, the annotation will move with it. 

The annotation remains attached to the item when you use ascending, descending, or random sorts. If you use "drag and drop" to move a item, the annotation will no longer be attached to the problem.

1.
Select the item to which you want to attach the annotation.

2.
From the Worksheet menu, select [Insert Annotation], click the Insert Annotation icon to open the 
Annotation dialog box.

3.
From this dialog box, can completely customize your annotation. You may add annotations to the 
Question, Answer, and Key Sheets. You may use them all pages, odd or even. Or even just on the first page. 
When you have finished, click [OK] to return to the Main screen.
Save Often.
C.  Adding Breaks 
Start a New Page, Section Break, and Optional Break are your choices, the most useful of which is Start a New Page.

D.  Column Count

Column Count allows you to print items in more than one column, the most useful of which is 2 columns.  Word problem items will still print in one column for readability.
III.  Changing Font and Style

Style Menu

The Style menu allows you to apply different styles to your text. You define the various styles by selecting [Standard Styles] from the main screen's Edit menu. The styles available are:

Body

Title

Highlight

Variable

Symbol
Selecting [Character Style] or [Explicit Style] allows you to apply a style, different from the default styles, to the text. The style changes you make affect only this worksheet.

Save Often.

IV.  EQUATION EDITOR
When you need to insert an equation into a user-created problem, Worksheet Builder starts Equation Editor. Equation Editor helps you create simple to complex math items by providing palettes or symbols and templates, in addition to various commands available from the Equation Editor's unique menu selections.
Save Often.
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ASSESSMENT ASSISTANT WORKSHEET BUILDER
Walking along the toolbar trail…

Users of Microsoft Word should be quite familiar with many of these features.

FILE


New


Open


Close


Save


Save as


Print


Print Preview


Exit
EDIT


Cut


Copy


Paste


Clear


Select All


Show Item – allows you to open, view, and edit the item selected

Standard Styles – allows you to choose size of 75%, 100%, or 150%;  the [Advanced] button allows you to make 
changes on format of the item text
LIBRARY


Expand All - shows all levels (Topics, Sections, Objectives, and Items)


Collapse – hides all levels under the category name


Show Details – shows symbols of categories of item 


Find


Create New Item – allows you to write your own item(s) for the worksheet


Add Selected Items – allows you to click and drag one item at a time from the Library List to the Worksheet, or 


you can press <Ctrl> while clicking individual items and then drag the group of items from the Library 


List to the Worksheet.

Add Random Items - adds randomly selected items to your worksheet. If you have a specific level selected, the 


items will be selected only from the selected level.

Add Multiple Items - allows you to add multiple variations of selected items, or the entire library, to the 



Worksheet.


Library Info


List of libraries loaded

WORKSHEET

Insert – choose from Header/Footer, Annotation, Start New Page, Section Break, Optional Break, Column Count, 


Distractor Stacking

Layout - choose from Page, Item, Question, Distractors, Dividers

Select New Values – change the values in the item

Shuffle Settings – choose to shuffle the questions, answers, and/or distractors

Sort – sort in ascending, descending or random order by item number

Show Library Names


Show Details – shows symbols of categories of items in the right pane

Information – allows you to add worksheet information on title, author, description, information, and 



recommended time

List of worksheets open

HELP


Index – allows searching by keywords


Using Help – directions for use


About Worksheet Builder – copyright data
