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Note: Many screens and reportsDiGIMS Online appear as pop ups. In order to use
DiGIMS Online effectively, you will need to turn off any pop bfockers on your computer.

Set up Teacher Profile

1. On theDIGIMS Online dashboard, click oMy Account.
2. Enter information in the categories listed andicBave
3. SelectCancelto exit.

Change Password

On theDIGIMS Online dashboard, click oMy Account.
Click onChange Password

Enter aNew PasswordandRepeat Password

Click Change Password

Log in using new password.

arnNpE

Add/Edit your Language Book Indesptional

What does it mean to Add My Language Book Index?

o This means that an index of page/exercise numbans your language book is
added to DiGIMS Online.

o (If you do not use a language book, an index csm laé created from worksheet
numbers and/or websites.)

Why is my Language Book Index added?

0 Page numbers and exercise humbers from your largoagk are automatically
added to student reports, providing each studetit @ompletely individualized
instruction.

How is my Language Book Index used?

o Individualized Self-Edit reports inform your studdmw you assessed her writing
assignment and specifically references page numbeher language book to
assist with the revision process.

0 Based on your assessmebDtGIMS Online suggests exercises in the student’s
language book that heshe should complete for iddalized review and/or
remediation.
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How do | add My Language Book Index?
o Import the index from our bank.
o Customize your own index.
0 Import a customized index from a colleague.

To Import a Language Book Index from our bank

1. On theDiGIMS Online dashboard undénitial Setup, selectAdd/Edit Your

Language Book Index

Selectls My Language Book Index Available to Import?

Locate your language book in our bank and doulité &b open it. (When opened, the
index will appear in code.) Save the index.

Return to theAdd/Edit Your Language Book Index screen.

Selectimport an Index

Browse to find the saved index.

Click Import .

wn

No oA

To Export a Language Book Index so that a colleagumay import it

1. On theDIGIMS Online dashboard undénitial Setup, selectAdd/Edit Your
Language Book Index

2. Click on thelndex for the Language Bookyou wish to export.

3. Click Export Index.

4. Save the index.

To create a Custom Index

1. On theDiGIMS Online dashboard undénitial Setup, selectAdd/Edit Your
Language Book Index

2. Click Create Custom Index

3. Enter the name of tHeustom Index and clickinsert.

The name of you€ustom Index can be a general name that indicates that
many resources (textbooks, websites, worksheeiss clotes, etc.) will be
included in the collection. For example, thastom Indexname could be
English 9 Resources English 9 Inclusion Resources

4. Beside the name of yo@ustom Index, selectLocation of Skill Explanation &
Exercises

DiGIMS Online will use theWhere Students Can Find Explanation of
Skill column to gather reference information that wilpepr on each
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student’s individualize&elf Edit report so that he/she may work
independently to find help on the writing skillseakng revision. You may

add any textbook page number, website address, obwarksheet, date of
class notes, etc. to this column.

DIGIMS Online will use thel.ocation of Additional Exercisescolumn to
suggest individual writingxercises for students. You may add exercises
from textbooks, websites, worksheets, etc. Mudtgxercises may be entered.
Exercises will be automatically assigned to stusliéaised on their individual
writing needs.

5. To add arExplanation locationand/orExerciselocation, click onClick Here to Add
Index Data.

6. Type in theExplanation Location. (Examples include: p.58, Worksheet 28, Notes on
transition words, www.transitionwords.com)

7. Type in_oneExercise Locationand_click the green arrowTheExercise Locationwill
appear on the pop up screen. Repeat this progsasumany exercises as you would
like to add. (Examples include: p.194exB, Traosig Worksheet)

8. Click Save

9. To edit anExplanation location and/oExerciselocation, click the name of the
Explanation location orExerciselocation you wish to edit. Make your changes i th
pop up screen and sel&dve

10.To delete arExplanation location, click the name of thexplanation location. In the
pop up screen remove tBgplanation location by placing the cursor at the end of your
typed location name (or highlighting the entiredtion) and hitting backspace on your
keyboard. Clicksave

11.To delete arExerciselocation, click theExerciselocation. In the pop up screen click on
the Exerciselocation (in blue) that you wish to delete. Clisave

Enter Classes and Students

1. On theDIGIMS Online dashboard undénitial Setup, click Add/Edit Classes and

Students

Click theAdd Classbutton.

In the pop-up box, type the name of your classp#réeod, and the grade. (Period and

grade entries are optional.) Selbwert. Entered classes will automatically be saved.

4. After classes have been set up, sefelt/Edit Students.

5. Select the class.

6. Type the student's name. TablLianguage Bookand select theanguage Book Index
you wish for the student to use for assistanc®eil-Editing andSuggested Writing
Exercises If noLanguage Book Indexhas been entered in thetial Setup, the field
will remain blank.

7. SelectAdd Student or tab to theAdd Student button and predSnter on your keyboard.
All entered student information will be automatlgadaved.
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Customize Grading Scale

1. On theDIGIMS Online dashboard undénitial Setup, selectCustomize Grading
Scale

2. Enter the lowest percentage for an “A” on your gngdscale and pre€nter on your
keyboard. The highest percentage for a “B” willcanatically calculate. Continue
entering the lowest percentage for the other Igitades.

3. Click Save

Add a Writing Assignment

1. On theDIGIMS Online dashboard undé&triting Assignments Administration, select
Add/Edit Writing Assignments.

2. Click theAdd New Assignmentbutton.

3. In the pop-up box, type the name of the writinggresent, draft #, due date, and points
possible. Seledhsert. For multiple drafts of the same writing assigmiseenter each
draft as a separate assignment.

4. Select a writing assignment. Sel&8&ills to be Gradedfor the writing assignment.
Click the box next to the skills you wish to gragigéh the selected writing assignment
andSave (Warning: At least one skill must be selectaeddach of the following areas:
Focus, Development, Organization, and Style.)

a. To add a custom skill, click th&dd a Custom Skill button. Select the
Assessment SubjecandAssessment Category Type a custom skill and click
Insert. (Remember to select your custom skill and saye i

5. SelectStudents to Complete Assignment.

6. Select the correct assignment from #ssignmentpulldown.

7. In order to select specific students within a clatisk the + beside the class to expand
the class and show all students’ names. To salestudents in a class, click on the box
next to the name of the class. To select or dessgiecific students in the class, click on
the boxes next to their names.

8. SelectSave

Grade Writing Assignments

1. On theDIGIMS Online dashboard undé&triting Assignments Administration, select
Grade Writing Assignments

2. Select thAssignment Class andStudent you wish to assess.

3. Grade thaNriting Process by selecting an assessment level for each skdd any
comments desiredSaveyour entered assessments. (To add/delete the Istiéd, go to
the DIGIMS Online dashboardAdd/Edit Writing Assignment, Skills to be Graded)
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4. To grade spelling, punctuation, and grammar hobdly, click on theGrade
Conventions Holistically button. (To grade holistically, all Writing Pra=eskills must
be graded and save — see step 4.) On the popegnsollow the directions to show the
rubric. Click on theGrade Writing Conventions Holistically box that is above the
Writing Conventions column of the rubric. Click on the desired asses# level in that
column.

5. To grade spelling, punctuation, and grammar indially, click on theGrade
Conventions Individually button.

a. Atthe top of the screen, choose one of the folhgngrading styleshy
Frequency of Errors, by Page Number, by Paragraph Nmber, or by Line
Number. Warning: changing the grading style after grgdias begun will
delete the previously entered assessments.

b. The grading style you choose will determine hovdstis are able to identify
where errors occur in their papers. This inforomatiill be included on the
individualizedSelf-Edit Reports. You may choose to be as general or as
specific as you like for each student. For examplou choose byine
Number, you will enter the number of the line in the stntls paper where
the error is found. If you choose Byragraph Number, you will enter the
number of the paragraph were the error is fouigou choose byage
Number, you will enter the number of the page were thmeras found. If
you choose byrequency of Errors, you will merely click each time you see
the error in the student’s paper. (In this caseSelf-Edit Report will
inform the student the number of times that a aetige of error exists in
their assignment.)

c. The number of errors entered in theiting Conventions category will be
used to calculate tieubric andFinal Grade Calculations This data will
also allowDiGIMS Online to suggest that a student complete specific vgitin
exercises from youResource Collectiorfor remedial practice on a deficient
skill. The suggestions thBiGIMS Online provides are individualized for
each student in your class.

d. You are not required to assess evempr in a writing assignment. You have
the freedom to enter as many or as few errors aswsh — or none at all.

- On theWriting Conventions assessment screen, only the skills you have
selected for this assignment will appear.

e. ForlLine, Paragraph, andPagegrading styles, enter the appropriate number
from the student’s paper where the error is fouext to the appropriate skill
and click the green arrow. If you wish to deldte humber you have added,
click on the number in blue to the right of theegrearrow. For example, if
you choosd’aragraph as the grading style, and the student has anrapbst
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(contraction) error in the second paragraph ofalmisng, enter “2” next to
Apostrophe (contraction) and click the green arrow.

f. For theFrequency of Errors grading style, merely click the blue “up” arrow
next to the appropriate skill each time the ermouss in the student’s paper.
The “down” arrow will delete an occurrence. Themier of occurrences can
also be typed in the counter box by hand.

g. To enter a comment, click the red apple next tcsiié In the pop up screen,
type the comment. The apple will change to greeanma comment has been
added. Any comments entered will appear on theesiil's Self-Edit Report.
You may also enter a comment for a skill withadtling it as an error. For
example, if the student has improved in a skill ao@ has no errors, you
could add a comment such as “Great Improvementtfiout havingDiGIMS
Online calculate it as an error toward tRebric andFinal Grade
Calculations.

h. WARNING! You must clickSave Entered Assessmentsfore exiting the
Writing Conventions screen in order to save assessments. Exiting¢hégn
before saving will result in a loss of information.

i. To exit theWriting Conventions screen, click the X in the red box in the top
right hand corner of your screen.

6. To use the plagiarism checker, click flagiarism Checkbutton on thé&rade Writing
Assignmentscreen. In the pop up screen, type the suspisienience or phrase in
guotation marks and sele€heck Any matches for plagiarized material will show ®
pop up screen. (Be sure that any pop up blockears heen turned off.) If the Plagiarism
Check finds no matches, a pop up screen will npeap

Self-Edit Reports

1. On theDiGIMS Online dashboard undéfiew Writing Assignment Reports, select
Individualized Self-Edit.

2. Select thAssignment Class andStudent. SelectShow Report This report may take
a second to generate.

3. The information you have provided on M&iting Process andWriting Conventions
assessment screens will appear orSié-Edit Report. If you have entered a
Language Book Indexin thelnitial Set up and assignedlaanguage Book Indexto the
student, th&elf-Edit Report will inform the student where he look in his Laage
Book for assistance with the revision process. example, if you assessed the student’s
“conclusion” as below average, thelividualized Self-Edit report will tell the student
which page in his Language Book to find ideas fioprioving his conclusion.

© 2008 SydTrace, LLC. www.DiGIMSonline.com 9




This suggestion will only appear for thi¢riting Processskills that were
assessed d3eveloping Improvement Needed andincomplete; andindividual
Writing Convention errors that have been entered.
4. To print theSelf-Edit Report, click on the printer icon on the gray toolbar.
5. To save th&elf-Edit Report in another format, which can be attached to anleoligk
on theExport icon on the gray toolbar (the icon on the far)left
6. To print multipleSelf-Edit Reports at one time, sele&ll Students from the student
pulldown.

Scored Rubrics and Final Grade Calculations

1. On theDiGIMS Online dashboard undéfiew Writing Assignment Reports, select
Automatically Scored Rubric.
2. Select thAssignment Class andStudent. Click Show Rubric.

To customize the rubric, selddse Customized Rubricand clickEdit Rubric .
In theRubric Editor , click on the desired rubric cell and type the rweiteria.
Save Rubric Exit Editor . (Once a customized rubric is created, you lséille
the option to use theefault Rubric.)

3. Based on the information you have provided onvihiging Process andWriting
Conventionsassessment scree@8GIMS Online has created a scor&dibric for the
student. The studentRubric levels are shaded in gray.

For AP classes, tH2iGIMS Online Rubric converts to the 9-point AP scale as:
Excellent (8-9), Satisfactory (6-7), Developingg¥-Improvement Needed (2-3),
Incomplete (0-1).

4. If you wish to assess a student holisticallWgriting Conventions, check the box on
the right. Go to th&Vriting Conventions column in theRubric and click on the level
that best represents the student’s levéNating Conventions use. If you unclick
Assess Writing Conventions Holistically the student will be scored based on how many
errors were entered in theriting Conventions Assessmenscreen.

Warning! If no errors were entered on timglividual W riting Conventions
Assessmenscreen andssess Writing Conventions Holisticallyis not checked,
DIGIMS Online will assume the student scored perfectywériting
Conventionsand place that student at tBecellentlevel.

5. To see thé&inal Grade Calculations, scroll the bottom of the rubric. Based on the

placement of the gray areas in febric and your customized grading scale, the final
percentage, letter grade, and point value have talenlated.
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To make comments on tiRubric, scroll to the bottom of thRubric, type your
comments and clicBave

To print theRubric, goFile, Print in the toolbar.

To print multipleRubrics at one time, hold the shift key down as you sedaadents.

Student Growth Report

On theDIGIMS Online dashboard undafiew Writing Assignment Reports, select
Student Growth Report.
Select the class, the student, and the date rangled report. CliciShow Report

As multiple assignments are added to the repatctthiumns will shrink to fit the
page. If all assignments do not appear on one, pagehanging the page setup to
landscape or printing multiple reports using shodtge ranges.

To print theWriting Assignment Growth Report, go File, Print in the toolbar.

To save th&Vriting Assignment Growth Report in another format, which can be
attached to an email,

To print multipleWriting Assignment Growth Reports at one time, sele&ll Students
from theStudent pulldown.

Class Totals & Alerts Report

o a

On theDIGIMS Online dashboard undafiew Writing Assignment Reports, select
Class Totals & Alerts.

Select the assignment and the class. Giokw Report

UnderWriting Process, DiGIMS Online shows what percentage of your class was
assessed at each level in each assessment a&&o dr more of your class was
assessed &evelopingor below, the percentage is indicated in red.s Hherts you to
which assessment areas need to be re-taught émtine class.

UnderWriting Conventions, DiGIMS Online shows you what percentage of your class
committed this error at least once. If 75% or mafrgour class has committed this error
at least once, the percentage is indicated in Téus alerts you to which assessment
areas need to be re-taught to your entire class.

If Writing Conventions were assessed holistically on fRebric and not entered
on theWriting Conventions Assessmenscreen, no data will appear on the
Class Totals & Alerts page.

To print theClass Totals & Alerts Report click on the printer icon in the gray toolbar.
To save th&lass Totals & Alerts Reportin another format, which can be attached to
an email, click on th&xport icon at the top of the screen (the icon on theefid.
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Writing Assignment Grade Book

w N

On theDiGIMS Online dashboard undafiew Writing Assignment Reports, select
Grade Book

Select the class and choose a date range.

Choose the view you wish to appear and cBtlow Report The assignments that were
due during the selected date range will appear.

To print theGrade Book, click File, Print at the top of the screen.

Assign Suggested Writing Exercises from Your LamguBook

1.

On theDiGIMS Online dashboard unddixercises Administration, selectAssign
Suggested Exercises from Your Language Book Index

If exercises have been imported (or customizethehanguage Book Index
and aLanguage Book Indexhas been assigned to this studBiaGIMS Online
will suggest writing exercises for this studeBiGIMS Online suggests
assignments for remedial practice based on yowsas®ent of the student’s
writing assignments.

If Writing Conventions were assessed holisticaliGIMS Online will not be
able to make suggestions for writing exercisesdddress conventions.
However, you can still manually assign exercises.

2. DIGIMS Online will shade exercises in yellow. This shading aades which exercises

the student will benefit from completing. Thisonination is based on poor assessment
scores in specific assessment areas.

To choose which exercise you would like the studembmplete on an assigned day,
select thAssignmentandClass Choose a date for your class to complete theceses.
Click “Click to Add” in the appropriate cell to assign that exerctsthe student.

Once you have entered a score for an exerciseghrineEnter Exercise Scores
page, the score will replace the date in the d&lbte: All entered scores must be
based on a 10-point scale. Smmring Conversion Grid)

To clear an assignment, click on the assignedscedte.

4. SelectSave The assigned date will now appear in the yebtaded box.

Once a score has been entered thrdtrgler Exercise Scoresthe score will also
appear above the exercise on Assign Suggested Exercisesreen.

Note: All entered scores must be based on a 10-poah sSeescoring
Conversion Grid.
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Individualized Exercise Assignment Slips

1. On theDIiGIMS Online dashboard undafiew Differentiated Instruction
Management Reports selectndividual Exercise Assignments
2. Select a class. Choos®ate Assigned(the date you have assigned exercises to be
completed.) CliclShow Report
3. Alist of which exercise each student is to conglat this day appears. This report can
be posted in your room or cut into strips and giteeeach student.
To print theExercise Assignment Slipsclick on the printer icon in the gray toolbar.
To save th&xercise Assignment Slipsn another format, which can be attached to an
email, click on théexport icon in the gray toolbar (the icon on the far)left

S

Exercise Copies Needed Report

1. On theDIGIMS Online dashboard undéfiew Differentiated Instruction

Management Reports selectExercise Copies Needed Repart

Select the class and the date range. Giotw Report

A list of the number of exercises you will neecctipy for that date range will appear.

This is especially helpful when your exercises@ravorksheets rather than in a

textbook, and each student in your class has bestgreed a different exercise to meet

his/her writing needs.

4. To print theCopies Needed Reportclick on the printer icon in the gray toolbar.

5. To save th&€opies Needed Reporin another format, which can be attached to anlema
click on theExport icon in the gray toolbar (the icon on the far)left

wn

Scoring Conversion Grid for Individualized Exercisssignments

1. On theDIGIMS Online tool bar, selectser’s GuidesandScoring Conversion Grid

2. Once you have graded the writing exercises, cortliergrade to this ten-point scale.
Since students within one class are completingiatyeof writing exercises, each based
on individual need, it is best to convert all assignts to a 10-point scale to enter them
into theExercise Grade Book This allows each writing exercise to be weighggdally
and reduces an excessive number of columns iBxbecise Grade Book

3. To use the&scoring Conversion Grid on the top of the grid, find the total number of
guestions that were on the writing exercise. @nf#n left of the grid, find the total
number of questions the student answered correntte writing exercise. This
intersection will give you the student’s score oliL0 points.

4. To print theScoring Conversion Grid, go to File, Print.
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Enter Exercise Scores

On theDiGIMS Online dashboard undéixercises Administration, selectEnter
Exercise Scores
Choose the class and the date the exercise wasadsn theAssign Suggested
Exercises
Enter the student’s score on the writing exercesggmed to this date. You must use the
score that is based on the 10-p&nbring Conversion Grid

To enter scores quickly, use the Tab key afterremgeach score.

Exercise Grade Book

wnN e

On theDIGIMS Online dashboard undéfiew Exercise Reports seleciGrade Book
Select the class and choose a date range.

The point value that each student in the classdwsved on exercises that were due
during the selected date range will appear. Ttwsesis based on the 10-point scale.
(See Review & Practice: Scoring Conversion Griflhe student’s average for this date
range will appear in the far right column. Thesslaverages for this date range will
appear in the bottom row.

To print theExercise Grade Book click on the printer icon at the top of the scree

To save thé&xercise Grade Bookin another format, which can be attached to anlemai
click on theExport icon at the top of the screen (the icon on théefiay.

Exercises by Student, Assignment or Date

1.

2.

You may easily view all the exercises you havegmesd throughout the year. The
exercises can be sorted by student, assignmeiat®r d

On theDIGIMS Online dashboard undéfiew Exercise Reports selectExercises by
Student, Exercises by Assignmentr Exercises by Date
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