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Tip Sheet for SmartTeach (Teaching Strategies) Online System
Adding a new child
Note: Only create a new profile for children who are new to CEO. Transfers from another classroom, center or home-based care will have their accounts transferred as well. See your Ed Specialist with any questions. 

-At the top of the screen, click the arrow next to the name of your classroom, then click view details. 
-Click the name of your classroom (highlighted in blue). 
-On the right side of the next page, click Add a child.
-Fill in all required* fields.
- Under Funding Source, choose Head Start
- Under additional information, answer Does this child receive additional services?
	-If the child does not receive any services or therapy, choose None
	-If the child is an Infant or Toddler and receives services, choose IFSP
	-If the child is a Preschooler and receives services, choose IEP
-Click Save

Adding an Anecdote
-In the column on the left, click Assess and then Add Documentation
-On the following page, fill in each of the sections.
	- On the left, type in your observation and select the date you observed it.
	- In the center column, select up to 3 objectives that are described in your observation.
	- On the right, choose the child(ren) whom the observation is about.
-The left-hand column will change to display the color band progressions for each objective you chose.
- Select a preliminary level for each child in each objective/dimension.
-At the top of the page, click Save and Add Another or Save and Close.

Completing Checkpoints
-In the column on the left, click Assess and then Checkpoints
-Find the child’s name and click the first plus sign in that row under Social-Emotional.
-This will expand the Social-Emotional area to display a column for each dimension.
-Again, click the first plus sign in the child’s corresponding row.
-This will change the screen to display the color band progression for objective 1a: Manages Feelings.
-Select the level that best describes the child’s current skills by clicking the box below the description. 
-Click Save and Continue to move on to the next dimension/objective.
-Once you’ve chosen levels for each objective in an area, return to the main Checkpoints page.
-Repeat the level selection process for each child for each area of development.
-Once complete, finalize your checkpoints by clicking into each area and selecting the blue boxes that now appear next to each child’s name. 


Editing the Lesson Plan Template
Note: The Weekly Template is your outline for weekly lesson plans. Editing the template will also edit any lesson plans you’ve already made. Please refer to the Lesson Plan Criteria to make sure your template has all the required Times of Day.

- In the column on the left, click Teach and then Weekly Template
- Adjust the Times of Day using the buttons on the top left of the schedule to Add to Template, Delete from Template or Move Time of Day
-Click the blue SAVE button on the top right after each change you make.

Adding Activities to a Lesson Plan
- In the column on the left click Teach and then Week
-To add activities, click to highlight the Time of Day (ToD) that you’re planning for. If your activity will be repeated, you may choose a ToD in more than one day in the week.

-On the top right, click Next 
-From this page you can search through Intentional Teaching Cards, Mighty Minutes or add a Custom Time of Day. (See instructions below for Adding a Custom Activity to your lesson plan.)

- Click the correct box to search for Intentional Teaching Cards or Mighty Minutes.
- To see more details on the activity, click the Title of the Intentional Teaching Card or Mighty Minute, then Click Add on the top right. 

-At the bottom of the screen click Review & Plan and then Add to Plan

Adding Custom Activities to a Lesson Plan
- From the page where you can search ITCs or MMs, click Custom Time of Day
- To add an activity that you previously created, click the blue + My Library button at the top of the screen and then click the circle of the activity you want.

- Type in an Activity Name and instructions for the activity under What You Do
- Using the drop-down menu, select 2 or 3 Objectives/Dimensions that are tied to this activity.
- At the bottom of the page, check the box to Save to My Library and then Add to Plan










Creating the Family Conference Form
Note: You may generate Family Conference Forms to copy children’s strengths onto your Parent Teacher Conference Forms. The forms from Teaching Strategies do not need to be printed or signed.

- In the column on the left click Report, and then find the box for Family Conference Form
- At the top of the screen, select the correct checkpoint period
-Find the correct child from the list and click Create to the right of their name.
- On the next page, under Family member(s) type “mom” and under Select Dimensions for Focus check the box for Select All

- Click Next on the bottom right
- On the following page you’ll see a list of the child’s strengths for each Objective/Dimension. Choose at least one from each area to write on your Parent Teacher Conference form and share with families.
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