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Automating Everyday

Tasks in the Classroom
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You will probably want your
laptop handy for this!!

Scan to begin



https://tinyurl.com/TeachSmarter2627
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survey at the end of the

course to earn credit!
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PROBLEM:

Reducing mental load for daily tasks

(bell ringers, learning targets etc)
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_ HELP WiTH INSPIRATION( | IS

.i .

Alis your new bff. | named mine “Chad” and we talk ALL THE TIME!! The |
more specific your input, the better your output. |
Example: Yearbook teacher needed help with yearbook cover ideas

Example: Teacher needed help with EXCEL FORMULAS

Example: PLC asked how we could implement “Real World Friday”

Example: Students asked Chad for help analyzing their Resume

Example: Administrator needed help with de-escalating parents

Example: Teacher needed help encouraging a difficult student




TEACH SMARTE™ f
)‘(OT HARDER, _i§ €
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My,

e Generate bell ringers

© Type or paste a topic, link to an article or video, upload a document, or
TEKS and ask “Chad” to bulk generate bell ringers
o Ask Chad “to generate differentiated questions. Include a variety of
question types for students at different readiness levels like below level,
on level, and above level.” You can also include options for English
learners or students with IEPs if needed.
e Create Learning Targets based on TEKS

e Generate worksheets, guided notes, project che_c_:époint guides, etc
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Chad Lies!!!! FACT CHECKT!
Chad also does NOT have an
educational need to know!




PROBLEM:

Repeating yourself & absence

procedures
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CENTER OF

L OPERATIONS A5

e Make a “Center of Operations” in Canvas with all helpful links your students use [

regularly (forms/instructions/calendar/etc.) OR create a physical “Center of
Operations in the classroom”

¢ Anytime a student asks where something is, direct them to the “Center of @
Operations”

e Once students understand you have this established but they are still asking
where to find things, you can say “Let’s think about where we could find that.” :)

e Include instructions for absent students here such as online lessons, worksheets, B®

notes, etc.




CENTER OF
OPERATIONS

. B

Class Info

[E] Policies & Procedures Presentation

Absences

[E] Year at a Glance Calendar Turn-in Forms

Absence Reporting Career Prep &
¢ BNHS Career Prep Training Manual 2024-25 & ¢ Certification Exam Request &

Absence Reporting BNHS =
E] Professionalism Rubric - o Late Work Form &

Career Prep Classroom Jobs & SUBMIT HOURS HERE Verified Hours Form =

Job Change Resources

Career Prep Classroom Jobs Overview 5» : & Crimestoppers Tip Line - ANONYMOQUS &

& Job Change Request Form &
Career Prep Classroom Layout = # BINGO Progress Tracking &=

¢ Resignation Letter Template &

=) Job Search Verification Form

100 pts
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HAT WILL YOU CAL

- L _ YOURS? 4 . 2

.!' Type the following ito Al:

-
-4

o | teach and need a name for an area that s

houses all important classroom info such as

8 “Center of Operations” but themed for my class. §
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PROBLEM:

Precious & perfect students

sometimes require reminders
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ANNOUNCEMENTS U L.

e Ensure students clean up their Canvas notifications
e Generate or SCHEDULE Canvas Announcements
o Enable commenting
® Send emails via Canvas gradebook for those who did not submit

Manage Email Notification Frequency -




Gradebook -

Compose Message
student Names

'f_-l Search Students For students who...

B [ Have not yet submitted o ‘

Have not yet submitted

Have submitted

Student Name

Out of 4 - Show all recipients ~

Test Student ' : Have not been graded
Sort by

Unit 1 LESSON Basic Mﬂ Unit 1 |

Scored more than

SpeedGrader Scored less than jRuEneck-1: The Melnc System
1 125E o

Message Students Who : Message *

Curve Grades

Set Default Grade

Enter Grades as
- Cancel

Grade Posting Policy
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CANVAS L 1
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DAR & TASK LIST {RE.

e Canvas Calendar

O Include due dates on assignments

o EASILY drag and drop from the calendar to change the due dates
e WAG Slides

o Inlude dates in the title of your slides

o Students can navigate to the desired date quickly
e Student task list

© Shows up on student home page for easy reminders




'\ Unit 5 Quiz Questioned

ait 3 NOTES, QUIZZES, TEST Questioned Documents & Digital Forensics cume nts

Unit 5 Quiz Questioned Documents

o Quiz | 19 pts

] - Select who should be assigned and use the drop-
Lnit 5 Quiz Digital Forensics %, Edit L] :
_ ! down menus or manually enter your date and time.

Unit 5 Test Ouestioned Documents and Digital Faorensics

#  SneedGrader -
I J = '-
-

‘e
Ll
] L .
- . Everyone X @ Start typing to search...
: |_| October 2025

Assign To

Due Date Time

Oct 29, 2025 3:50 PM

Available from Time

Oct 28, 2025 3:50 PM

Until Time




CANVAS

BULK DUE DATES

. B

L Mool INChiL Ldues

iy date range

=

Due At e Available From /o\ Available Until

Mon, Mar 14, 2022, 12:59 Al B
Tue, Mar 15, 2022, 11:00 A &
Tue Apr 19 2022 12:59 AM ﬁ

Thu, Apr 21, 2022, 12:59 A B

Ned, Apr 27, 2022, 11:59 P+ B

Wed, May 4, 2022, 11:59 PN B2

2 ) % Edit Assignment Dates Writing Skill: Sun, May 8, 2022, 1:59 AM B Wed, Apr 27,2022, 200AM B

Assignment Groups Weight Quiz #2 Sat. May 21. 2022 1:59 AM




CANVA

Put the date in YOS
When you embed in Canvas, students can
use the page navigation to quickly get to cids Tuhiadiceiinterveations &84 Thas
toda y ’s date. Slide 8: Medical Interventions - 8.16.24 Fri.

Slide 9: Medical Interventions - 8.19.24 Mon.
Slide 10: Medical Interventions - 8.20.24 Tues.
Slide 11: Medical Interventions - 8.21.24 Wed.
Slide 12: Medical Interventions - 8.22.24 Thur.
Slide 13: Medical Interventions - 8.23.24 Fri.

ns/education, why, 2 APA T
Slide 14: Medical Interventions - 8.26.24 Mon. ons/educatio y !

_ | Vbsasignatureform
Slide 15: Medical Interventions - 8.2... ludy Sheet)

Slide 16: Medical Interventions - 8.28.2¢

Slide 17: Medical Interventions - 8.29.24 Thurs
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PROBLEM:
Grading. Grading. More Grading.

And Grading. Also, grading.
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CANVAS

Pl 5iLr-GRraDED QuIZZES [

& “New Quizzes” and their superiority

o Item Banks: create multiple versions of the same question or questions
covering the same topic. (PS, ask Chad for help but be sure to fact-check
him)

o Enhanced Question Types: categorization (students sort into categories),
ordering, stimulus (content is provided and then connected to related BB
questions), hot spot (select an area on an image)

o Shuffle questions, set waiting period between attempts, build on last
attempt (only get the questions they got Wro_ljéz




CANVAS _
LE-GRADED QuIzZZEs |

Locate Thomas Jelterson in the image below.

History Essay Questions

History Essay Questions

onal and are All / Random

tigate the frequency of wars during the history. According to the estimat

ere peaceful. Why do you think it is impossible to live without wars? Why do they always

happen?
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CKDOWN BROWSER 1§

All"Canvas Quizzes you do not want student using their “resources” on, you [
should enable LockDown Browser

o NOTE: LightSpeed doesn’t work if LockDown Browser is enabled.

o LockDown disables any and all apps outside of a Canvas test (unless you g

add websites)
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CANVAS G
REQUIRMENTS

“lUse Canvas requirements to lock students out of an assignment until a pre-

requisite is complete.
o Example: They have to submit their lab document to unlock the EOLA (End
Of Lab Assessment). | actually only take the grade for the EOLA, which is
multiple-choice questions covering the lab, and not the lab document, which

IS are short-answer response.

« Unit 2 LAB Locard's Principle

Unit 2 ABSENT LAE Locard's Principle
Umit 2 LAB Locard's Principle

Umit 2 EQLA Locard's Principle

* Unit 2 LAB Crimeé Scene
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PROBLEM:

il already have enough to do. | cannot §

possibly be expected to monitor...
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| CLASSROOM JOBS: | DS

® Hire” students to help with attendance, cell pne compliance, Securly pass §
compliance, answering your classroom door, keeping your room clean/supplies |
Stocked, help absent students catch up, etc.

e Create a reward and/or penalty system and HIRE A RESPONSIBLE STUDENT &
1O MANAGE ALL OTHER STUDENTS ‘

e What repetitive tasks can you outsource to students? Ask “Chad” for help! Say: | 8

teach and want to teach my students to be more resourceful & M.

iIndependent. | need help creating classroom jobs and a way to reward/penalize g

students who don’t comply.




— — AR
‘ NOT fARDER. If <

I POTTY PASSES | RS

device)

® Set “auto pass” to 1

® Select your approved destinations

* “Hire” a “Bathroom Bouncer” and a “Receptionist for your
classroom
Click here for customizable/printable student instructions



https://www.canva.com/design/DAGt7IM4BRc/HMpCI_7PGBWSvnpJLzWryQ/view?utm_content=DAGt7IM4BRc&utm_campaign=designshare&utm_medium=link&utm_source=publishsharelink&mode=preview

PROBLEM: i
Too Many Papers, Not Enough Time §
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I PARENT SQUARE (| IS

—

Permission Slips & Forms
“Sign-Up Genius” functionality for parent/teacher

conferences or volunteer signups
Reminders for parents & students (schedule these!!)

Create groups for extra-curricular activities




PROBLEM: 2%
Ihe Never-Ending Late Work Chase Sas
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I IATE WORK FORM (| ESEEE

a L

: ® Only grade late work once a week (or once a quarter - you do you!
® Only grade late work if the student has submitted the late work
torm (this will live in your “Center of Operations”)
o This reinforces the need for students to follow policies and S
procedures |
e Repeat after me: “You completed the assignment at your §
convenience, so | will grade it at mine.”

e Click here for a copy of my_late work form to customize



https://docs.google.com/forms/d/11bmH3tMBoAXZElF-7GdbU35Hz2cWVSXe4KI-Q5RzdZI/copy

T
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FORM TIPS | DS

L

e Set your google form to collect emails autatically - NO NEED TO §
HAVE A FIELD FOR PEOPLE TO TYPE THEIR EMAIL!!! |
® You can “paste” a large list into google forms for multiple choice or
multiple answer questions - no need to type it all out! :
® You can include a “file upload” area where students/parents can upload
Images, documents, videos, etc.
e Customize your Google Form with your own graphics/branding
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PROBLEM:
Did | already tell them that?
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2 AUTOMATIC EMAILS

GOOGLE SHEETS - i

L

. ™™

Google Sheet
e Add a column for “Status”
® Make a Dropdown list using: Logged, N/A, etc.
® Copy the prompt on the next slide into Al and follow the instructions.
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ROM GOOGLE SHEETS

N

' AUTOMATIC EMAILS PSS

Prompt:

IThave a Google Sheet that collects student late work submissions via a form. The student’s email is in Column B, and |
manually update the status of each submission using a dropdown in Column J. | want a script that automatically sends an
S email to the student when | manually change the status in Column J to "Logged". The email should be sent to the address in

I Column B of the same row and should contain the following message:

' Subject: Late Work Submission Logged

Your late work submission has been logged and your grade has been updated. Please check HAC for confirmation.

Thank you,
Mrs. Righton

Please provide a complete Apps Script that works with manual dropdown edits, and instructions for setting up the trigger.

O
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Message Insert Format text Chraw Options

Use Bcc when sending an email to a group
so that no one can “reply all”

Chiristian Righton <christian.righton@studentnisdbcorg> = Thomas, Brandon 2 Deardostt, Kara Lea

Dwar Mrs. Righton

Christian Righton is a huge problem as a student, He's just 50 amazing that no othar student will @vaer be able o compare 5o thay just mope around wishing thay could be a legend, too,
Please teach parenting classes so more studanis can ba this pwesoma,

Thank you,

g

1 I arwer K. T Foreiy

i : E chum i

5 B

®
O
" E
N
T

MISD Mon-discrimination Policy

=
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Teaching Tools 5M Manager | .[~’L|.'~.|.|.'ru"-i~_ M Christian ™ NISD [ BNHS [ Fin Math [ Accounting

Teaching Tools | | SM Manager Resumes | gap L3 Christian [ NISD [ BNHS

A

Copy document

Would you like to make a copy of ENHS Career Prep Training Manual
2024-25 7
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R SEARCHING FOR THE
WOUNE  SPARK TOSURVIVE — HEEEEEES

“I“\i

Repeat after me:

I don’t have to do this forever,
but | have to do it today.

Prmtable' |l

M)’_Mmm



https://inspiringquotes.com/
https://www.canva.com/design/DAGt1SUzQ50/-ouPOfnM_Ej0YRvYxaGAHA/view?utm_content=DAGt1SUzQ50&utm_campaign=designshare&utm_medium=link&utm_source=publishsharelink&mode=preview

P 2 '13 '-;- l. POTTY T IE! o

We are going to setup independent/group work

.

stations. Feel free to potty now...
T

B YOU MUST COME BACKTO B
S GET CREDIT FOR ATTENDING!

When you return, find the activity you want to do!

'A'ay
WIS () BREAR:



PROBLEM

Reducing mental load for daily tasks Chad is your friend but sometimes he lies... he doesn’t have an
(bell ringers, learning targets based on TEKS, etc) educational need to know! Check https://ai.nisdtx.org/ai-in-nisd

Repeating yourself & Center of Operations L
Absence Procedures What will you call yours? Ask Chad for help' |

Precious & perfect students Scheduled Canvas Announcements Canvas Gradebook ;
sometimes require reminders Emalls use_Canvas Due Dates and Canvas Calendar

Gradin Grading. More Grading. | Canvas self—gradecl quizzes Wlth new questlon types

And Gradmg Also, grading. _ lockdown browser and module pre/requirements
5 r TR

I aIready have enough to do. | Classroom Jobs (student will work for you!

| cannot possibly be expected to monitor... Potty Pass iPad Kiosk Student Instructions
AT EEENCEETE

Too Many Papers, Bl Utilize Parent Square for Permission Slips, Volunteer
Not Enough Time - Signups, Parent/Student Reminders & Groups
™ N § @ [ -
The Never-Ending £ Click Here to make a copy_of my Late Work Form |
Late Work Chase Template
4 . | 4
: Ask Chad to help write scripts for Google Form E-Mail
-
Dld | already telliEHE U AUTOMATIONS!!! Here is a basic template

Repeat after me: | don’t have to do this forever,
but | have to do it today. Daily Motivation Quotes

Finding the *spark*® to survive



https://docs.google.com/forms/d/11bmH3tMBoAXZElF-7GdbU35Hz2cWVSXe4KI-Q5RzdZI/copy
https://docs.google.com/forms/d/11bmH3tMBoAXZElF-7GdbU35Hz2cWVSXe4KI-Q5RzdZI/copy
https://docs.google.com/spreadsheets/d/1Tr-V9SvV7eix14BYU3nf8pn0KMsvUvCKZeCFPTaZRf8/preview
https://docs.google.com/spreadsheets/d/1Tr-V9SvV7eix14BYU3nf8pn0KMsvUvCKZeCFPTaZRf8/preview
https://ai.nisdtx.org/ai-in-nisd
https://community.canvaslms.com/t5/Instructor-Guide/tkb-p/Instructor#Announcements
https://community.canvaslms.com/t5/Instructor-Guide/tkb-p/Instructor#Grades
https://community.canvaslms.com/t5/Instructor-Guide/tkb-p/Instructor#Grades
https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-bulk-update-due-dates-and-availability-dates-as-an/ta-p/1195
https://community.canvaslms.com/t5/Canvas-Basics-Guide/tkb-p/basics#Calendar
https://community.canvaslms.com/t5/Instructor-Guide/tkb-p/Instructor#NewQuizzes
https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-add-prerequisites-to-a-module/ta-p/1123
https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-add-requirements-to-a-module/ta-p/1131
https://www.canva.com/design/DAGt7IM4BRc/HMpCI_7PGBWSvnpJLzWryQ/view?utm_content=DAGt7IM4BRc&utm_campaign=designshare&utm_medium=link&utm_source=publishsharelink&mode=preview
https://www.canva.com/design/DAGt1SUzQ50/-ouPOfnM_Ej0YRvYxaGAHA/view?utm_content=DAGt1SUzQ50&utm_campaign=designshare&utm_medium=link&utm_source=publishsharelink&mode=preview
https://www.canva.com/design/DAGt1SUzQ50/-ouPOfnM_Ej0YRvYxaGAHA/view?utm_content=DAGt1SUzQ50&utm_campaign=designshare&utm_medium=link&utm_source=publishsharelink&mode=preview
https://inspiringquotes.com/
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Crystal: crystal.righton@nisdtx.org
Sammy: samantha.norton@nisdtx.org




To receive credit for this session, you must fill
out the feedback survey. "
We will use this to track attendance.

; “This form needs to be filled
. out in the next 30 minutes!



https://tinyurl.com/ENGAGE26FB
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