From: Gaffney-Dilley, Debra DPI 
Sent: Monday, November 05, 2012 1:34 PM
Subject: PALS-K Communication

District Assessment Coordinator:

 

The PALS-K administration window is almost over and we have a few reminders prior to the end of the window.

PALS Administration Update 

· The PALS fall assessment window is October 15 - November 9. 

· DACs, principals, and teachers were recently emailed directions for accessing the Online Score Entry and Reporting System. 

· For those who did not receive this email, instructions for accessing the Online Score Entry and Reporting System can be found at: http://www.palswisconsin.info/online_info.html and are also posted below. Please pass this information on to principals and teachers in your district so that they can access the system. 

· Student scores need to be entered into the Online Score Entry and Reporting System by November 21.

· Updated PALS information can be found at: http://www.palswisconsin.info/. 

PALS Professional Development Opportunities 

The Department is working with PALS to develop professional development opportunities for teachers and other school staff. Over the next few months, PALS will post information on these opportunities at: http://www.palswisconsin.info/training.html.  

If you have any questions about PALS administration or the Online Score Entry & Reporting System, please contact Duane Dorn (duane.dorn@dpi.wi.gov) at 608-267-1069.  

Thank you again for all of your efforts to make this a success!

Online Score Entry & Reporting System Access Instructions 

Logging in as PALS District Representative

Your PALS Online account has been set up for you. Follow these steps to log in:

1. Go to http://pals.virginia.edu. This is called the PALS homepage. 

2. Mouse over the yellow bar in the upper right corner to Enter Scores and View Reports. 

3. Select Wisconsin K from the drop-down that appears. You are now at the PALS Login page. 

4. Click on the shaded circle that says "Password, Click for Reminder." 

5. Enter your first and last name, then click Retrieve. 

6. Your PALS Online account password will be emailed to you. 

7. Check your email to get your PALS Online account password. 

8. Return to the PALS Login page. (Steps 1, 2 & 3 above) 

9. Enter your first and last name and the password. Click log in. 

10. You are now logged in, seeing a screen with a yellow background/border, with the names of schools in your district showing in the left-side School List column. 

Setting up School Administrators

Now that you are logged into your PALS Online district-level account, continue with setting up the PALS Online accounts for your school administrators. 

Each school has three school-level administrative "slots" that provide access to all teacher and student PALS data in the school. The first of these slots has already been designated for the school principal. The other two slots may be assigned and updated at your discretion, or left vacant for the time being.

In the center column of your PALS page, click on the link to Manage School-Level Accounts. Select a school from the drop-down list. The principal has already been entered. You may make changes to the principal information for each school, and enter information for two other school-level users.

Logging in as School Principal
Your PALS Online account has been set up for you. Follow these steps to log in:

1. Go to http://pals.virginia.edu . This is called the PALS homepage. 

2. Mouse over the yellow bar in the upper right corner to Enter Scores and View Reports. 

3. Select Wisconsin K from the drop-down that appears. You are now at the PALS Login page. 

4. Click on the shaded circle that says "Password, Click for Reminder." 

5. Enter your first and last name, then click Retrieve. 

6. Your PALS Online account password will be emailed to you. 

7. Check your email to get your PALS Online account password. 

8. Return to the PALS Login page. (Steps 1, 2 & 3 above) 

9. Enter your first and last name and the password. Click log in. 

10. You are now logged in with school-level administrative PALS access, seeing a screen with a green background/border. 

11. The Teacher List in the left-side column is currently empty. 

Accessing the Registration Code
When logged into your PALS Online account (district-level or school-level), you will see in the middle column of your PALS page a link to Retrieve Registration Code. Click on this link. Confirm that your email address is shown correctly. You will receive an email from PALS providing you with the district Registration Code. You will need to give this code to teachers in order for them to register their PALS Online account for your school. 
Registering a Teacher Account
1. Begin at http://pals.virginia.edu. This is the PALS homepage. 

2. Mouse over the yellow bar in the upper right corner to Enter Scores and View Reports. 

3. Select Wisconsin from the drop-down that appears. You are now at the PALS Login page. 

4. Click on the shaded circle that says New? Click to Register. 

5. Provide the information requested teacher name, email, password, and Registration Code, click to Save, and continue. 

6. Select your school, and then Create your class (indicate grade level) from the drop-down that appears. Click to Continue. 

7. As shown in the Online Score Entry & Reporting System tutorial, begin by selecting students from the "bank" on the left to add to your current class list. You may click to continue to your PALS teacher page anytime, and then return to this bank of students later if you'd like. 

Please refer to the PALS Online Score Entry and Reporting System tutorial at pd.casenex.com for detailed, step-by-step information for accessing and using your PALS Online account.
Debbie Gaffney Dilley
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Department of Public Instruction
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