Accomplished Teaching, Learning and Schools™

ATLAS GUIDE: ORGANIZATION ADMINISTRATORS

If you have questions or need help, click on the Help button on any page in ATLAS to contact us.

The contents of this guide may also be found online in the ATLAS Help Center.
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ATLAS is & unigue, searchable online library of authentic video cases showing National Board Certified Teachers at
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ORGANIZATION ADMINISTRATORS

The Organization Administrator is responsible for the following:

Managing users in the organization’s ATLAS account.

Adding default images for the organization and groups. Adding default images is optional.
Creating groups for faculty users/group leaders. Note: faculty can also create groups.
Viewing case and user analytics.

FIRST LOG IN

e Aninvitation will be sent from atlassupport@.nbpts.org when your ATLAS account is created. Check your spam
filters if you have not received this email and add "nbpts.org" to your approved sender list in your spam filter.

e Click on the link from the email and create a password.

e Note: you do not need the invitation to complete your account setup. You can go to the ATLAS login page at
atlas.nbpts.org and click on “Forgot your password?” to create a password

LOGGING IN

e URL: https://atlas.nbpts.org

e Your username is your email address.

e |f you do not remember your password, click on “Forgot your password?” A link to reset your password will be

sent to your email.

MANAGE ORGANIZATIONAL SETTINGS

ACCESS ORGANIZATIONAL SETTINGS

You can see and manage all the settings and features for your Organization from the ATLAS dashboard.
1. Click on your name in the header to open and close the dashboard.
2. Click on the "Organization Settings" link below your organization image.

Frameworks (&  Collections (&  Resources

Recently Viewed Cases Saved Searches Saved Cases (4)
Using Stock Market Save your searches » Manage My Saved Cases
Sirmilations fo Wark with
Fractions and Decimats - Cose » Learn how to ereate a saved search
120 Groups (3)

National Board University 3 Analyzing Data to Determine

Investigation Results - Case
243

Profile Information

Account Settings [, Proparing u Research Project

Organization Sattings Pregentation on Native
Amaerican Tribes - Case 93

B Logout

Childhood Development

» Dpen My Groups

ATLAS is a unigue, searchable online library of authentic video cases showing Mational Board Certified Teachers at
work in the classroom.

Search All Cases Browse all: [1292)

Activating Background Knowledge About Force and Motion
- Case 1836

n this case the teacher s facilitating & dacussion based on activly st More

d Stability: Forces and Interactions

Framework ¢ Sclence
$olence and Engines

"= Activating Prior Knowledge About Functions - Case 993
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SELECT ORGANIZATIONAL SETTINGS

1. Enter the name for your organization.

Upload a cover image for your organization home page.

Upload a default group cover image.

Remember to click the “Save Changes” button to save your settings.

PwnN

Cases Frameworks (¥ Collections & Resources 3}5 Hello, Deanna Johnson &)

H National Board UniversitO Click to remove
Users .
Cover: l"he lmﬂge
Groups This image will be displayed on the homepage. Recommended size is 1170x360px

Case Analytics

User Analytics

/ Change Cover

o Group cover:

ick to ch g
C l I C o C ﬂng e This image will be the default cover image for each group in your arganization. Square image is recommended.

the image

NATIONAL BOARD

for Professional Teaching Standards

Change Group Cover

Save Changes ' Cancel
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MANAGE USERS

You can add users manually or bulk upload users using a .csv file.

MANUALLY ADD A NEW USER

1. Click "Users" in the left navigation.
2. Click "New" to manually add a new user to ATLAS.

. Hello, Deanna Johnson
Cases Frameworks @ Collections &) Resources ‘ My Dashboard @ Q
o Settings Users e
Qusers oo [
Show| 100 4| users ‘m’ Remove | Import ‘ Re-invite Search:
Groups —
) First Name Last Name Email Role Status Joined  |: Edit
Case Analytics
Amee Godwin Admin Active 03/22/2012 =
User Analytics
Faruk Hadzic Admin Active 11/17/2014 &
Michael Krishtopa Student Active 01/02/2015 &
Deanna Johnson Admin Active 01/19/2015 4
Bob Mendez Instructor  Active 01/19/2015 &
Ari Cohen-Goldman Student Active 01/19/2015 e
Steve Urkel Instructor Pending 02/08/2015 &
Max Sitnikov Student Active 02/12/2015 &

3. Enter the first name, last name, and email address for the new user.
4. Select the new user’s role by selecting one of the options from the dropdown menu:

e "Admin" for users who will share your administrative rights.

e "Instructor" for faculty, coaches, or other group leaders who will facilitate access to cases.

e “Student” for teacher candidates or teachers who can search for and save cases, but cannot create
groups, download the teacher’s commentary or access the ATLAS Resources.

e Subscribers with LTI integrations only: Do not add Students who will be accessing ATLAS cases from
within a learning management system (e.g., Canvas, Moodle, Blackboard, etc.). Student accounts will be
automatically provisioned when students access the ATLAS cases from their course.

5. Remember to click the "Add" button to save your entry.

Add New Member

o First name

Last name

Email

Admin K
o Rl [ |
Student r
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BULK UPLOAD A ROSTER OF NEW USERS

1. Click "Users" in the left navigation.
2. Click "Import" to upload a roster of new users.

ATLAS

= = Hella, D Jah
Cases Frameworks (@  Collections )  Resources A M!!" "Da;;::ar: T_\"J"

Show | 100 4| users HNew . Search
First Name Last Name Email Rale Status Jained It Edit
Amet Godwin Admin Active 032272012 @
Faruk Hadzie Admin Active 1A7/2m4 o
Michael Krishtopa Student Active 01/02/205 r3
Deanna Johnson Admin Active onezms @
Bab Mendez Instructor  Active mngezms @
Ar Cohen-Goldman Student Active ofwzms @
Steve Urked Instructor  Pending oz/oe/zms &
Max Sitnikow Student Active ozf2/2ms o

Import Users
& Download User Roster Template *

Please list desired organization and role separated by a colon. To add users to multiple organizations, separate each "organization:role”
set with a pipe character. For example

- Organization:instructor
- Organization:Instructor|Organization Two:Student

Mote that roles must be capitalized in the template.

Upload completed template

Import Cancel

3. Download the "User Roster Template" .csv file to enter the first name, last name, email address, organization
and role for each user.

a.
b.
C.

"Admin" for users who will share your administrative rights.

"Instructor" for faculty, coaches, or other group leaders who will facilitate access to cases.

“Student” for teacher candidates and teachers.

Subscribers with LTI integrations only: Do not add Students who will be accessing ATLAS cases from
within a learning management system (e.g., Canvas, Moodle, Blackboard, etc.). Student accounts will be
automatically provisioned when students access the ATLAS cases from their course.

NOTE: For information entered in the Organizations column: Your organization name must be entered exactly
the way it is entered on the Settings page. Use a colon to separate the Organization name and user role. There
are no spaces before and after the colon. The first letter of the Role must be capitalized in the .csv file.

FIRST_NAME LAST_NAME EMAIL ORGANIZATIONS

John Johnson jj@aol.com St. Thomas University:Instructor
Sally Brown sbrown@gmail.com St. Thomas University:Instructor
Tom Hunter Thunter@yahoo.com St. Thomas University:Instructor
Libby Ransom ransom@gmail.com St. Thomas University:Instructor
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4. Click "Choose File" to upload your completed .csv file.

Click "Import" to upload your .csv file. You will see a “Success” message if all the users were successfully added.

6. Once added, users will receive a Welcome invitation from ATLAS, inviting them to complete their account setup
by creating a password. Please instruct users to use the email address to which the welcome message was
received as their ATLAS email/username.

g

Note: there are 2 reasons why users may not see the Welcome email:
1. The email was blocked.
2. The email landed in the user’s spam or junk folder.

You can send the email again by re-inviting the user from the Users page, or they can go to the ATLAS login page and
click on “Forgot your password?” to complete their account setup.

MANAGE EXISTING USERS

1. To find a user, you can conduct a search by the first or last name or email address.
2. Click on any heading in the table to sort the user list.
3. Click on the box to the left of the user’s name, then:
a. Click "Deactivate" to remove a user.
b. Click “Re-invite” to re-invite a user. This action will automatically send an email to the user with an
invitation to join ATLAS.
4. Click on the pencil icon next to a user’s name to edit his/her details.

Settings Users (4 out of 200)
> Users NOTE: Do not add Students who will be accessing ATLAS cases from within a learning management system (e.g., Canvas, Moodle,
Blackboard, etc.). Student accounts will be automatically provisioned when students access the ATLAS cases from their course
Groups
Show 100 ~ users New || Deactivate || Import || Export || Move || Re-invite Search:

Case Analytics

User Analytics [ First Name Last Name Email Role Status Joined Last login Edit
Marcia Foster mfoster@nbpts.org Admin Pending 10/01/2020  04/05/2021 rs
] Bella Scott bscott@gmail.com Student  Pending 01/19/2021 &=
] Tonia Sampson tsampson90@aol.com Student  Pending 04/05/2021 e
] Jonas Thompson jthompson20@test.com Student  Pending 04/05/2021 =

Showing 1 to 4 of 4 users
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MANAGE GROUPS

CREATE A NEW GROUP

1. Click "Groups" in the left navigation.
2. Click "New" to create a new group in your organization.

Groups
Users Show| 100 v groups
> Groups
Case Anahyiics Name I:  Leaders
Affirming Diversity in the Classroom Sally Pearce

User Analytics

Case Exemplars
Case Sets Collection Alanna Shevak

Chicago Teachers Group Bob Mendez

Search:

Members

1

2

Cases

Edit

& &N

On the Add New Group pop-up:
1. Create a group name.

2. Add a description for the group.
3. Click on Add Members button to add members to your group.

Subscribers with LTl integrations only: Do not add Students who will be accessing ATLAS cases from within a

learning management system (e.g., Canvas, Moodle, Blackboard, etc.). Student accounts will be automatically

provisioned when they access ATLAS cases from their course.

Create Group
What is the name of your Group?*

k.g. “Teachers as Makers'

Add a Description*

Members

Add Members

Group cover image

Choose File | Mo file chosen

4. Go to the “Cases” or a case page to add cases to your group.
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MANAGE EXISTING GROUPS

1. To find a group, you can conduct a search by the name of the group or group leader(s).
2. Click on any heading in the table to sort the group list.
3. Click on the box to the left of the group name, then:

a. Click "Delete" to delete the group.

4. Click on the pencil icon next to a group name to edit the group, manage group members, etc.

Hello, D Johi
Cases Frameworks ®) Collections ) Resources ‘ Me)rrljja:;rt‘)r:ar:l nsg)n Q

Settings Grou ps

Users

Show | 100 4 groups | New || Delete | °Search:
: Name 1= Admin °OMembers Cases Edit
Case Analytics
3

v  Affirming Diversity in the Classroom Sally Pearce o 1 °
=

User Analytics

Case Sets Collection Alanna Shevak 1 0

Class 101 Alex Yee 4 5 s
EDU 505: Early Childhood Development Bob Mendez 4 45 g
EDU 640: Methods Alex Yee 2 8 3
Fall Education 101 Bob Mendez, Marcialnst Foster 2 22 £
Science 101 4 3 4
Science Education Basics Bob Mendez, Max Sitnikov 4 8 &
TCHL-GE 2515 Adolescent Learners Amee Godwin, Bob Mendez 4 20 s

Showing 1to 9 of 9 groups
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AcCCESS CASE ANALYTICS

The Case Analytics section enables you to see your organization’s usage of ATLAS cases.

1. Click "Case Analytics" in the left navigation of the Organizational Settings menu.

2. Filter for the data you wish to see. You can choose specific date ranges, users, groups, and case details like
subject area, grade, and certificate area.

3. A color-coded line graph will appear based on the selected filters. There is a legend below the graph that
describes each line or activity (e.g., “Cases Accessed”). Click on the activity label to remove the activity from
graph.

4. You can toggle over the graph with your cursor to see data points.

5. The Totals chart indicates the number of cases that have been accessed and the different interactions members
have had with the cases.

6. The Details by Case chart indicates the specific case numbers, corresponding information about the case, and
the level of interaction within each case by your members.

7. You can also click the Export CSV link to export the data to a .csv file.

Settings Case Analytics
Users Date Range 11/08/2016 to 12/08/2016
o Groups User: Al + Usertype: Al H Group: | All v

> Case Analytics
Subject: Al 4 Grade: All ¢ Certificate area: All N

User Analytics

9 Friday, Dec 2, 2016
Cases accessed: 45

40

. wrﬂv W\__‘

8.Nov 10.Nov 12.Nov 14.Nov 16.Nov 1B.Nov 20.Nov 22.Nov 24.Nov 26.Nov 28.MNov 30.Nov 2.Dec 4.Dec 6.Dec 8.Dec

Cases accessed -+ Inst. Material Download Embed Video Views Commentary Notes -+ Video Notes
-#- IM Notes Saves

° Totals

Cases Cases accessed Inst. Material Download Embed Video Views Commentary Notes Video Notes |IM Notes Saves

314 462 97 0 4 4 0 3
o Details by Case
Show 100 4 entries Export CSV Search:
. Inst.  Embed "
Case Times Materiz Video Conirne Vided | IM Saves Subjects Topics Grades Cert.
# BCCESS o Views Notes Notes Notes Area
2 1 0 0 0 0 0 0 Mathematics Algebra 1 MATH
AYA
45 3 1 0 ] 0 ] 0 Mathematics | Science Measurement and Data | 5 GEN MC
Science and Engineering
Practices
90 1 0 0 0 0 0 0 Science Physical Sciences - Energy 6 SCIEA
96 1 0 0 0 0 0 0 Literacy & English Language Reading - Key Ideas and K LRLA
Arts Details EMC
12 9 2 0 atic: T mbe em \TH E.
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ACCESS USER ANALYTICS
The User Analytics section enables you to see activity in ATLAS.

1. Click “User Analytics" in the left navigation of the Organizational Settings menu.

2. Filter for the data you wish to see. You can choose specific date ranges, users, user types (e.g., student or
instructor), or groups.

3. A color-coded graph will appear based on the selected filters.

4. You can toggle over the graph with your cursor to see data points.

5. The Totals chart indicates the activity of your users in ATLAS.

6. The Details by User chart indicates specific users and their interaction with ATLAS.

7. You can also click the Export CSV link to export the data in a .csv file.

© 2017, National Board for Profession Teaching Standards.

Settings oUser Analytics
Users Date Range 11/08/2016 0 12/08/2016
Groups
p User: All + | Usertype: All s Group: All .
o Case Analytics
» User Analytics ° 60 °
Friday, Dec 2, 2016
+ Cases viewed: 45
40
20 \
0 — = e
8.Nov 10.Nov 12.Nov 14.Nov 16.Nov 1B.Nov 20.Nov 22.Nov 24.Nov 26.Nov 28.Nov 30.Nov 2.Dec 4.Dec 6.Dec 8.Dec
Logins =+ Cases viewed Searches Groups -* Notes - Case saved
o Totals
Users Logins Cases viewed Searches Groups Notes Case saved
13 126 462 242 4 8 3
o Details by User
Show 100 + entries Export CSV Search:
User Role Logins C.ases Searches Groups Notes Case
viewed saved
Glowena NB Admin 51 0 0 0 ] 0
Marcia NB Admin 23 25 59 2 4 o
Dawn Workflow 18 194 55 0 0 0
Admin
Alanna NB Admin T 182 49 o 4 3
Stephen NB Admin 9 12 62 2 0 0
Carol Tagging 3 5 10 ] 0 0
Team
Ruth Tagging 3 22 ] ] 0 0
Team
Andrea Workflow 2 0 1 0 0 0
Admin
Kristin NB Admin 2 3 5 ] o o
Mindy NB Admin 2 0 1 0 0 0
Andrey NB Admin 1 1 ] ] 0 0
Michelle | NB Admin 1 2 0 0 o 0
Dawn Tagging 0 16 0 0 0 0
Team
Showing 1to 13 of 13 entries Previous Next
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