Using the ALEX Calendar for Lesson Planning

***Internet Explorer 5.5 or later required for all features listed to function properly***

There is a full-featured online personal calendar located in the Teacher-to-Teacher area of ALEX under Forums.  Once you have established a forum login, you can use the calendar for posting your own events.  (For further help in setting up an ALEX forum login, please see the Help file called, “How to use the ALEX Forums.”) 

Use the Calendar to schedule dates you will use lesson plans you have found or created on ALEX. (Consult the Help section for guides on searching ALEX and for creating your own lesson plans online. You can create and store lesson plans for your own use on your personal workspace. Your lesson plans are only visible to other ALEX users if you submit them and have them approved for publication by the ALEX reviewers.)  For purposes of this tutorial, let’s assume you have previously logged in to your personal workspace from the ALEX home page and created (but not submitted) a lesson plan titled “Causes of World War II.”

Log in to the ALEX Forums area and click on the “Calendar” button in the upper, right-hand area of the forum home page.
-----------------------

First, let’s say that you want to add a lesson plan from the ALEX lesson plan library.

1. Click on the link at the top of the Calendar page to “Search for ALEX lesson plans.”  

2. Click to place a check in front of the subject area and grade level you would like to search.

3. For this example, place check “Science,” and 4th grade.  Click the “Display results” button.

4. Let’s say you will be teaching the concept “Identify behaviors and body structures that help animals survive in a particular habitat.” (#28)  Click on the number to the left of this content standard to see lesson plans aligned to this standard.

5. Click on the lesson plan “Amazing Adaptations - Probing Pinnipeds.”  Let’s say that after reading this lesson plan you decide to use it.  Click the Calendar icon at the top of the lesson plan.  You will see a confirmation message that tells you a link to this lesson plan has been placed on your computer’s clipboard and your calendar window will come to the front.

6. In the calendar window, click on the “New event” button.  Use the pull-down menus to select the date that you will use this lesson plan.

7. In the “Subject” field, type in “Science.”  (or “1st period”)

8. Click in the “Event Information” field, then go to the “Edit” menu and choose “Paste.”  

9. Click the “Submit Event” button.  You will receive a confirmation message and then you can view the event.  Click the “Calendar” button again to return to the calendar.  To see the lesson plan you just added to your calendar, navigate to the date you chose for it to be taught with the forward and backward arrows or the drop-down menu at the bottom of the calendar.

Now let’s add the lesson plan you created earlier (but never submitted to the public ALEX lesson plan library) on your personal workspace.

1. Back on the calendar page, click the link to “Go to my ALEX personal workspace.”

2. Click the “View” link next to the lesson plan on your personal workspace titled, “Causes of World War II,” that you created earlier.

3. Click the Calendar icon at the top of the lesson plan. (You will get the confirmation message as stated above.)

4. Use your browser’s “Back” button to return to your personal workspace and minimize the window.

5. Return to the calendar window, which should still be open on your desktop.

6. Click on the “New event” button.  Use the pull-down menus to select the date that you will use this lesson plan. (For this example, let’s select the same date that we used above.)

7. In the “Subject” field, type in Social Studies.  (or “2nd period”)

8. Click inside the “Event Information” field, then go to the “Edit” menu and choose “Paste.”  

9. Click the “Submit Event” button.  You will receive a confirmation message and then you can view the event.  Click the “Calendar” button again to return to the calendar.  To see the second lesson plan you just added to your calendar, navigate to the date you chose with the forward and backward arrows or the drop-down menu at the bottom of the calendar.  You should now have two links to lesson plans on the calendar.

Now let’s add one of the MarcoPolo or NASA lesson plans to your lesson planner calendar.

1. Click on the link at the top of the Calendar page to “Search for ALEX lesson plans.”  

2. Click to place a check in front of the subject area and grade level you would like to search.

3. For this example, check “English Language Arts,” and 4th grade.  Click the “Display results” button.

4. Let’s say you will be teaching the concept “Distinguish between fact and opinion in information from a variety of sources.” (#14)  Click on the number to the left of this content standard to see lesson plans aligned to this standard.

5. Scroll down and click on the title of the MarcoPolo lesson plan “Creating a Classroom Newspaper.” Let’s say that after reading this lesson plan you decide to use it.  Close the window with the full lesson plan text to go back to the page listing the results of your lesson plans search. Directly above the synopsis of the “Creating a Classroom Newspaper” lesson plan there will be a calendar icon for that lesson plan. When you click on it you will see a similar confirmation message as before and your calendar window will come to the front.

6. In the calendar window, click on the “New event” button.  Use the pull-down menus to select the same date as before.

7. In the “Subject” field, type in “English.”  (or “3rd period”)

8. Click in the “Event Information” field, then go to the “Edit” menu and choose “Paste.”  

9. Click the “Submit Event” button.  You will receive a confirmation message and then you can view the event.  Click the “Calendar” button again to return to the calendar.  To see the MarcoPolo lesson plan you just added to your calendar, navigate to the date you chose with the forward and backward arrows or the drop-down menu at the bottom of the calendar.

10. The same method can be used to add NASA lesson plans to your planning calendar.

To use your lesson planner, just click on any Subject or Period listed, then click on the link in the “Event Information” field to bring up the designated lesson plan.

NOTE to Netscape and Macintosh users:

You can also use the ALEX Forums calendar for lesson planning; however, the calendar icon functions will not work as described above.  You will need to manually copy the URL of the lesson plans you wish to post to the calendar from the address bar of your browser window and move back and forth between the various windows of the lesson plans, personal workspace, and calendar.

