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Creating a
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Signing up for a teacher account

This section covers the steps for creating a new teacher account. A teacher account must be created

before classes are setup.

Step by Step Instructions

1 Go to the Web Registration
Utility website.

2 Click Need an Account?

3 Complete the new account
form by filling in your email
address, password,
confirming your password,
and the text from the
security image.

4 Click Create User.

http://instructor.turningtechnologies.com

Web Registration Utility - Main Page

MNeed an Account?

New Account form

Sign Up for Your New Account

E-Mail: | |

Passwori: | |

Confirm Password: | |

Enter Text in Image to the left :

Get Mew Image




5 Click Continue.

Complete

Your account has heen successfully created.

The teacher account is now created.You will now be logged in
and taken to the main page. From here you will be able to setup
your classes.
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Chapter 2: Setting up and managing classes
Setting up classes
This section covers the steps to create a new class in the Web Registration Utility.

Step by Step Instructions

1 From the main teacher page,
click Setup Classes.

i1 Setup Classes

Download Class Rosters

Change Password

Delete Account
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Setting up classes

2 Enter the class name.

‘Setup Class Lists

L This saction alloes you 1o add classes, resel rostars, ¢
: tlassas you are currently conducting. This is the list the

Download Class Roibers

“To add a class, type in the name of the class you woulc

W Swhen naming the class, a5 thiswedll be the name the sb

Resatting & roster will ramove all students registenad 1t

:same class atthe beginning of & new tarm but do notw
Dalete Account .

tTo remove a class, select the class in the list fo the ngt

h -able to register for the class, and all information Includi

Laguat : oiffering the class ina new term, His recommendad you

Add a Class

Class Nama

3 Click Add. The class will now appear in the Current Classes list to the right.

Add a Class

Class Mame :

Repeat steps 2 and 3 above to add addational classes.
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Reset a Roster

Resetting a roster will remove all students registered for the specified class. This feature is useful if
you are teaching a new group of students at the beginning of a new term, but do not want to remove

or recreate the class settings.

Step by Step Instructions

1 Select the class roster to be
reset.

Dmsaningl Clays Bagiary

Sebuys Class Lists

This section sllges you i 390 classes, reesdepaters, of nemovs clessee. The list 0 the ripht diepbegs te it of
Elaes ied R 31 LSRN CONELESg Thes 16 Toi HE1 1 SBans will Soa whan RgEanng, 50 pleasd be
dascriptive when naming clissss

T ikl i ol s, Py 1 T s o v ik s o sl i 1 vt il ik Al

Ressfing & rosier wil remove ol studesis cegertered for e speciled class. Do s B ane leaching e
Sai s ot tha Begiening of & nes larm Del do ot wank ib smiss and e-oels e thes

T rarmes 3 class, sednct the cass b= e Bef o the mgtl and clck Femoss Clase’ Gudentswil no kanger e

b B0 b o T Cladcs, s sl EoiTn @b i Siag Onking foci s il De saknad Taiu hd o K e
offering e class in 3 neerjerm 0 i eecommended you o s n oger o snid semopulsing e s
Add a Class
Cimgs Hame

Turning Technologies



Reset a Roster

2 Click Reset Roster.

Current Classes

end period English
Jrd period Histony
dth period Science

Reset Roster

Remove Class

I

Repeat steps 1 & 2 above to reset addational class rosters.
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Remove a Class

Removing a class will prevent students from being able to register for the class. It also deletes the
online roster. If you are no longer offering the class in a new term, It is recommended you remove this

class.

Step by Step Instructions

1 Select the class to be
removed.

Sebgy Class Lists

This gectian aikges v o 340 classss, et soatere, of remive clesoee. The lis19 the ripht depbegs te list of
Ehades ied Vo 2N CRRRRY COnIULSg Th i i HEl 1 ShBants will S0 whaf gEINE, 50 pleasd b
dascripie when naming clasees

Ted ikl b o o, T i e it o v i e e i R vt i cliche A

Famsiing 3 rogter wil remove 3 saudesls regestered forthe speciied clase. Do this Hyow s tea hing e
SN s G i Beginning of a nas i@ bl o ol wask D s sl e-coee e taes

Clwse’ B dents wil no kang er be
1 bk Bk e TATL e D knger
ol vemopulating he iet

Add o Class

Cings Hams
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2 Click Remove Class.

Remove a Class

Current Classes

2nd period English
ard period Histary
4th period Science

Reset Roster

I Remove Class . I

Repeat steps 1 & 2 above to remove addational classes.

Web Registration Utility
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Chapter 3: Downloading and Managing Rosters
Downloading Rosters

This section covers the steps to download class rosters from the Web Registration Utility.

Step by Step Instructions

1 From the navigation section,

Click Download Class
Rosters. I Satup Classes

| Download Class Rosters \
Change Password

Delete Account
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2 Locate the class for the

roster to be downloaded.

3 Click Download Roster.

Download Class Rosters

Thiz sectan allows you to edit your rosters before dawnloading them &5 TumingFomt Paficipart List Ctal) files

Downloading Rosters

fou may also expart e roster info & comma separated value .oy Ble

Boater Waiee
151 period Math
2nd penod English
3rd penod Histony
Ath period Science

Lt Divenlaadl
Or2Ar2008 10031 20 AM
Or25r2008 1001 81 3 AM
QiI52008 1001 9:36 AM
QUISI2008 101 9:43 AW

O 2SF200E 11705 PM

Commart
Currerit
et

View  [Dawilsad |
Mew  Downlisad
My Downlsad
Mew  Download

To download the tpl file, click ‘Dovenload Roster'. In order {0 recognize the rosier, tha file must be saved i the

appropriate flder, Thie char beloe oullings e defaull locations 10 sae hese Mes

P Mac

TumingPoint My Documents TumingPoind Docurnents{TumingPoindiParicipants
Participants

TumingPoinl Anywhane | My DacurnemsiTumingPointinyWhane P aicip ans
DacurnenstTeming P oinAnyhers
\Participants

TestingPaint My DocurnendsiTesEngPoin &,
\Famicipanis

Web Registration Utility
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4 Choose Save File, then

Click OK.
You have chosen to open
1st period Math.tpl
which is a: TPL file
What should Firefox cdo with this file?
{(®): Save File
Do this automatically for files like this from now on
OE ] l Cancel
Tip  Save to the following locations to save time
locating the Participant List (.tpl) files for use
in your TurningTechnologies Applications.
Application Participant List Directory Locations
PC Ifac
: : Ily Documents\ TurmngP omt . . .
TurningP cint . Documents\TurmngP omt\Participants
\Participants i
TurningP cint My D ta\ TurnmgP cant Aoy 'Wh
(3101 . . CCUMTIENES ¥ig) ErE
Documents\ TurningP cint Aoy Where o ¥
Anywhete . \Participants
\Participants
. . Iy Documents\TestingP oint
TestingPomnt ¥ IR
\Participants




Viewing Rosters
Viewing Rosters

This section covers the steps to view class rosters from the Web Registration Utility.

Step by Step Instructions

1 From the navigation section,

Click Download Class
Rosters. 2 Setup Classes

Download Class Rosters

Change Password

Delete Account

Web Registration Utility 17



Chapter 3: Downloading and Managing Rosters

2 Locate the class for the
roster to be downloaded.

3 Click View Roster.

Cownload Class Rosters
Thizs section allows you o edit your rosters before downloading them as TumingPoint Paricipant List [ tpl) files
You may also expor the mster into a cormma separated value (osd fle

To dowenload the tpl fle, click 'Download Roster. In ordar 10 recognize the nostar, e fle must be saed in the
appropriate folder. The char below oullines the default localions to 5ave thase files

FC [GE
TurningFoint Wy DocumentsiTurningFoind DocumentsiTumimgPoiniP ardicipants
P al1|l'lp7ll'l13
TurningPoint Anpatiare | iy CacurmantsiTumingPaintsnyWheralParicipants
DocumentsiTurmningPaintAnyWhera
\Paricipants
TestngPaint bty Docurments TestingPaint gy,
WParlicipants
Roster Hame Last Dowmnlaad Last Change
15t period Math 902472008 10°31:29 AW 2512008 171 7:05 FM Download
2nd period English F2ZEIZ008 101813 AW Current Wiewy  Deowisloadd
3rd period Histary W2ArI008 10:19:36 AW Current Wiew  Daownidoad
dth perod Science Q2008 10:19:43 AM Current Wiew  Dewnidoad
4 The selected roster will now From here you can edit student information, delete students,
be displayed. export the roster to a CSV file, and download the roster as a

Participant List file (.tpl). These steps are detailed in the
sections that follow.

18 Turning Technologies



1st period Math

01
0z
03
04
04
0E

Mew Device |0 :|

First Hame

GeOre
Jahn
Thomas
James
James

Andrew

Last Hame

Washington
Adams
Jefferson
Madizan
Monroe

Jackson

i Export Roster to CSY

Download Roster

Other Data
17849
1747
1801
1809
1817
1829

Modified Date

25-5ep-2008
25-Sep-2008
259-Sep-2008
25-ep-2008
25-5ep-2008
25-5ep-2008

Viewing Rosters

Web Registration Utility

19



Editing student information

This section covers the steps for editing a student’s information.

Step by Step Instructions

1 From the Roster view, locate
the student record to be
edited. Click Edit.

st period Math
Deyice 10 Firat Hame Last Mams e Data Telodified Date

i George Washington i780 25-Sep-2008
0z John Adams 17497 25-Sep-2008 Edit Delete
k] Thomas Jefersan 18m 259-Sep-2008 Edit Dalide
04 Jarmes adison 1a0e 25-Sep-2008 Edil Dalela
I3 James Monmae 1817 25-8ep-2008 Edit Delete
06 Andraw Jacksan 1829 25-Sep-2008 Edit Daleta

Mew Device 10 ; ﬁ

Dromndosd Bozler

2 The Device ID, First Name,

Last Name, and Other Data 1st period Math
fields can now be modified. Deyice I First llams Last lanye Oty Datay
|IJ1 :Geurge :Wasnlnglun | |l?$9



3 Click Update to save the
changes.

a. Click Cancel to discard Repeat steps 1-3 to edit addational students.
any changes.

Last Nanye Oty Data Iaeclif i Deate:
Washington 1789 QFS008 11705 PM | Updale Cancel



Adding a student to the roster.

This section covers the steps for adding a student to the roster.

Step by Step Instructions

1 From the Roster view, enter
the new students Device ID,

Click Insert.

1st period Math

Device ID
01
0z
03
04
04
06

Mew Device 1D

First Hame

GeOrme
Jdahn
Thomas
James
James

Andrew

Last Hame

Washington
Adams
Jefferson
Madisan
Monroe

Jackson

Enter new |0 here

Other Data

17849
1797
1801
18049
1817
18249

Maodified Date

25-5ep-2008
25-5ep-2008
25-5ep-2008
25-Sep-2008
259-Sep-2008
25-ep-2008



2 From the Roster view, locate
the new student record. Click
Edit.

1st period Math

Device ID Eirst tame Last Ham ey Datiy Bodified Date
01 25-Sep-2008
K Johm Adams 17497 25-8ep-2008 Edit Delete
03 ThoF &S Jefarzon 1am 25-Sep-2008 Edit Delita
04 Jarmes Madison 1a0g 25-Sep-2008 Edil Dalels
05 James Monroe 1817 25-Sep-2008 Edit Delete
B Andrew Jackson 1829 25-Sep-2008 Edit Delets

Mews Device 1D ;

[Empart Roster bo L5Y

o Downlosd Roster

3 The Device ID, First Name,
Last Name, and Other Data 1st period Math
fields can now be modified. Dayice I First Hams: Last lame. Otter Dad
|EI’I Geomge :'r'-.lasmnglnn :1!‘#9

4 Click Update to save the
changes.

Deleting a student from the roster.

This section covers the steps for deleting a student from the roster.



Chapter 3: Downloading and Managing Rosters

Step by Step Instructions

1 From the Roster view, locate
the student record to be
edited. Click Delete.
1st period Math
Bayica 1D First Name Last Bams e Data Fadified Date
i} George Washinglon 1789 25-Sep-2008 Edif Dialeta |
02 Johmn Adamns 1747 25-Sep-2008 Edit Dielets
03 Thomas Jefarson 1801 25-Sep-2008 Edit Delete
04 James Madisan 1808 25-Sep-2008 Edil Dalele
05 James Monmae 1817 25-Sep-2008 Edit Delete
06 Andraw Jacksan 1879 25-Sep-2008 Edit Deleta
Warning Clicking Delete instantly removes the
student from the roster. There is no
undo option!
24 Turning Technologies
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Chapter 4: Account Manager

Resetting your account password

Step by Step Instructions

1 From the navigation section,
Click Change Password.

i1 Setup Classes

Download Class Rosters

| Change Password |

Delete Account

2 Enter your current
password, your new Change Your Password
password, and your new Passwor{l:l |
password again.

Mew Passwonl:l |

Confirm Mew Passwonl:l |

3 Click Change Password.
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Deleting your account

Deleting your account

Step by Step Instructions

1 From the navigation section,
Click Delete Account.

2 Enter your current
password.

Warning By deleting your account, you will also
delete any classes or rosters
associated with your account. You may
re-register at any time, however any
information associated with this current
account will not be retained!

=i Setup Classes

Download Class Rostars

Change Password

A
Delete Account

Delete Account:
In orderto delete vou account, you must tepe in the password helow,

Password : |

Web Registration Utility
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N



3 Enter | AGREE.

Flease acknowledge vour mtention to delete vour account by typmng the words *T AGEEE” in the
bowm below. By deleting your account, wou will alzo delete any classes of rosters associated with
wour account. T ol nay re-register & any tme, however any information associated with this current
account will not be retamed,

| AGREE

i Delete Account

4 Click Delete Account.

Warning This action cannot be undone! By
deleting your account, you will also
delete any classes or rosters
associated with your account. You may
re-register at any time, however any
information associated with this current
account will not be retained!
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Chapter 5: Logging Out
Logging out

After you are done downloading rosters, editing, adding, or deleting students, it is imperative that you
log out. By logging out, you are insuring that no one else can modify or delete your class roster(s).

Step by Step Instructions

1 From the navigation section,
Click Logout.

=i Setup Classes

Download Class Rosters

Change Password

Delete Account

Logout

You are now logged out of the Web Registration Utility.
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Contacting
TurningTechnologies
Customer Service

TurningTechnologies Customer Service Department offers first class technical support. Technical
Support is available Monday - Friday, 7am - 9pm EST. From within the continental United States, you
can reach Customer Service toll-free by calling 1.866.746.3015. If calling from outside the United
States, please call 330.746.3018. Customer Service may also be reached via email at

support@turningtechnologies.com. Please note, it may take up to 2 business days for a reply if
contacted via email.
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