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Welcome to the home of The Paraeducator Learning Network!
You are about to embark on a fabulous learning opportunity that we believe
you will find both meaningful and easy to use!

ABOUT THE PROGRAM

The ParaEducator Learning Network is an online training and assessment program designed to provide the ongoing
professional development paraeducators need to help all students succeed and to become “highly qualified” as defined by
the No Child Left Behind Act.

ABOUT THE WEBSITE

ProVenance is an Internet-based content delivery system. The system provides relevant information to help you learn the
various facets of the supportive role you perform in the classroom. This system also maintains a personalized transcript to
help you and your administrator track the courses you have successfully completed.

INSTRUCTIONS

The purpose of this document is to provide instructions to organizational users for how to access The Paraeducator
Learning Network within the ProVenance delivery system. If you have any questions about this information, please
contact your administrator.
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STEP 1 — SIGNING ON TO THE INTERNET:

ﬁ To access The Paraeducator Learning Network powered by ProVenance, you must always log on to the Internet

and open your custom website: www. provenancesolutions.com/provenance/ |KSTriCounty607/ |
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STEP 2 — LOGGING IN TO YOUR ACCOUNT:

To log in to your account, you will need your email address and password. You should have received this information in an
email when your account was activated. If you already have an account in The ParaEducator Learning Network, you will use
your email address and current password to log in.

IMPORTANT: If you need to update your email address, you must call Scott Balsmeier at 1-800-669-9633 or email
him at sbalsmeier@masterteacher.com. You can, however, change your password at any time (see Step 3).

@ FrOVENANCE | e

TROUBLESHOOTING:

Forget Your

ProVenance Password? Enter your
email address and click

the Forgot Password

link. If you have a
registered account, a
new password will be
emailed to you.

TROUBLESHOOTING:

If you attempt to log in and get a message that your email is invalid, please double
check that the URL is correct first (the URL is customized for your organization).
If the URL is correct, please contact your administrator to create a new account
or to confirm that you're using the correct login information.
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STEP 3 — CHANGING YOUR PASSWORD:

If you want to change your password to something other than was given to you, click on the My Account tab in the top
menu bar, then click [=elis Zaerill=].
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»  Communication = Subscriptions - Content - Content

Valcoma Damao Ona . You have signed in a3 Organizational User | Sign Out

My Messages My Profile

Email: dcdeme_i@&mt.com

No Messages found.

Find and click Change Password. Complete the form and click EI¥[513211 .

£ ProVenance - Mozilla Firefox

Wl Most Visted | | ParaEducator Lesm
_ ProVenance
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My Account My My My Local Search
» Communicstion - Subscriplions ~ Conlent ~  Content

- My Account > My Profile

My Profile

*First Name: Demo One
Middle Imitial:

“Last Name:

Ema m
Password S

cle Organizational User
in. Passing Score 7
Address

From this page, you may also update or correct information in your profile if there are any misspellings or incorrect information.
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STEP 4 — CLAIMING A LICENSE:

IMPORTANT: You only need to complete this step the FIRST time you use the system!
If you have already claimed a license, continue to Step 5. If not, click on the My Subscriptions tab in the top menu bar.
Then click the My Available Subscriptions link.
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My Transcripts
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In the drop-down box next to Subscription Type, select Learning Network.

August 10, 2009 €3 03 Suppart Center | Help

. i VEN \ CE Welcome Demo One , You nave signed in as Organizational Uzer | Sign Out

LEARNING SOLUTIONS

My Account My My My Local Saarch
Communication = Subscriptions = Confent =  Content

scriptions > My Available Subscriptions

ble Subscriptions

Select the circle next to The ParaEducator Learning Network and click the button. You have now taken a license to
The ParaEducator Learning Network and can now access coursework. If you receive a message that there are no licenses

available, contact your administrator.
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STEP 5 — ACCESSING AND COMPLETING COURSES:

To access courses, click on the My Subscriptions tab in the top menu bar. Then click the My Assigned Content link.

August 10, 2000 €3 [ Support Center | Help
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My Account My My Local Search
»  Communication Content = Content

My Available Subscriptions: ¥

Welcome Damo One , You have signed in as Organizational User | Sign Out

My Assigned Content

My Transcripts

My Available Subscriptions B My Assigned Content B My Transcripts

In the drop-down box next to Subscription Type, select Learning Network. In the drop-down box next to Learning Network,
select The ParaEducator Learning Network.

August 10, 2009 6 £ Support Center | Help
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My Account My My Local Search
= Communication = Content = Content

r_ My Subscriptions > My Assigned Content
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Title of &
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Learning Network: The FaraEducator Learming Network

'w Courses

w Resource Bundles

Select the circle next to View Courses and the courses will appear at the bottom of the screen in 3 categories—Not Started,
Started, and Completed. Your administrator will determine which courses you have access to. If you are looking for a course

that’s not listed in one of the three categories, contact your administrator.

august 10,2008 ¢ B3 Suppert Center | Help

Walcome Demo One . You have signad in ax Organizational User | Sign Out

My Account My My My Local Search

Communication - Subscriptions - Content hd Content
Subscriptons > My Assigned Content
My Assigned Content
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v

Course List

Canfidentiality Yes 30/2008
and
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From the Course List, click on the course title to begin taking a course. The course will appear in a pop-up window. Each
course will have three sections or modules: Course Objectives, Learning Module, and Post-Test Module. The following
sections will explain each module in more depth.

TROUBLESHOOTING:

If the course doesn’t open when you choose it

from the Course List, make sure you turn off
your pop-up blockers.

MobDULE 1—COURSE OBJE :

This section contains two important pieces of information: Course Instructions and Course Objectives (what you can expect to
learn by taking the course).

« The first page you'll see in every course is the Course Instructions (see the graphic below). To move to the next page in
this section, click the right arrow &) beside “Next” on the bottom right side of your screen.

« The second page will be the Course Objectives.

« To advance to the Learning Module, click the Next button on the top left side of the screen (above the area that lists the
course name and each module).
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Course Instructions

Follow these easy steps...
Step 1: Take the pretest.

Some courses may have a pretest which must be completed before accessing the unit
material.

There are 5 types of questions that may appear:

« True/False.

* Single Select - only one correct answer,

+ Multiple Select - more than one correct answer (all correct answers must be
checked).

e Sequencing.

d = Matching.

Read the directions and click the link to start the test. You will be asked one question at
a time until all questions are answered. The pretest Is used to determine your knowledge
of the subject prior to reading the course material. The pretest score is not used to
calculate your final course score.

Step 2: Read through the unit material. v

Page 01 of 02

BcourseID=SCORM.

W.provenancesalutons.com piayer 2 fskins imain. doeanner] 53A-7D004737F04Calearmeartiame=Demo One L




MODULE 2—LEARNING MODULE:

Each Learning Module will have several units that consist of one more pages.
- IMPORTANT: To navigate within the module, you will need to read every page in every unit.
« Advance through the pages in Unit1 by clicking the right arrow &) beside “Next” on the bottom right side of your screen.

«  When you have gone through every page in Unit 1, advance to Unit 2 by clicking the right arrow beside “Next” on the
bottom left side of your screen.

« The last unit in every course will either be a list of the References used in the course or will be a list of Knowledge &
Application questions. Your administrator will determine whether or not you need to complete those questions.

« Once you have read through all the content, click the Next button on the top left side of the screen to navigate to the
final module—the Posttest.

If you don’t have time to read through the
entire course in one sitting, you can stop and
click this button from the top menu bar. The

next time you open the course, you will return

Each course also contains a
Glossary of Terms. Look for this
button on the top right corner of

A iy to where you left off.

0

| sm| =

PLN 103 Leamning Wodule

For stude
materials, *'u:ucal and h. al t'w inf £
(1IEPS), notices to nts, progress rcporh anfi Tlej|1t|un aLu»mmpnt:. CuLIl d nlso be
included.

You are a directly involved educator. As a result, you have the right to know information
that will help you provide appropriate support to students

Remember, you are only allowed to have access to information about the students with
whom you work

Looking at records and test results, participating in IEP meetings, and working closely with
and watching a student are formal ways to find out more about a student and his or her
abilities and needs.

These strategies are carefully monitored and documented in records and IEPs.

You should also be aware of more informal ways to gather information about students, £l
such as asking questions and listening to conversations.

These methods, while useful in gathering more information, are also less strictly
controlled. Always remember that it is not only unprcfr—n;bmml nd dishonorable to break
confidentiality, it is also illegal.

"

J Back Unit 02 of 07 MNext J J Back Page 02 of 02 MNext
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MoDULE 3—PoOST-TEST MODULE

The posttest consists of 10 multiple-choice questions pulled randomly from a question bank to evaluate your understanding of
the content.

« Follow the directions provided to complete the test.

« The posttest questions will advance automatically after you each answer. If you choose to a question, it
will be counted as wrong.

« You will receive your score automatically after you complete all ten questions.

IMPORTANT: In order to get credit, you must take and pass the posttest associated with each course.
Your administrator will set the passing score.

2} ProVenance - Moz
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Ben is an elementary student with muscular dystrophy and must use a wheelchair.
While you are working with Ben in a classroom, a student asks, "Why does Ben have
to use a wheelchair?" What are the best responses?

"I'm sorry, but I can’t tell you why Ben has to use a wheelchair.”

"Ben has an inherited disease called muscular dystrophy that weakens and degenerates
his muscles.”

"Sometimes people with muscular dystrophy can't walk and have to use a wheelchair to
get around.”

=2

STEP 6 — ACCESSING AND PRINTING YOUR TRANSCRIPT:

To access your transcript, click on the 'My Subscriptions tab in the top menu bar, then click on My Transcripts. Only
courses you have passed will appear in your transcript.
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My Transcripts
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To print your transcript, choose Print from the right side of the screen.
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STEP 7 — REVIEWING THE OTHER TABS:

My Communication

Use the My Messages link to communicate with your administrator and other users (privately or with a group). Use the My
Forums link to view and/or take part in public or private discussions.

August 10, 2008 €% (3

Support Center | Help @
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VEN AN CE Waleoma Dame Ona . You have signed in a5 Organizational Usar | Sign Dut
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My Search
Subscriptions - Content - Content

My Local

B My Forums

My Local Content

From this tab, you can access courses and other resources that have been developed by your administrators and other users.
Any courses that are developed locally will be delivered in the same format as The ParaEducator Learning Network courses.
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Search Content

From this tab, you can search the system for specific content that you're interested in. Your search results will only show
content with which you've been assigned. You can search by Title, Keyword, or Subject by typing in a word(s) like “autism” or
you can simply search content using specifications like Learning Resource Type or Intended End User.
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Neep HeLp?

There is a Help link on the top right corner of every page in ProVenance. Simply click this link if you have a question or can’t
figure out what to do next, and you'll be given specific instructions on what you can do on that specific page.
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