
An Adobe pdf version of this manual is available:

TEACHER REGISTRATION AND WORKSPACE GUIDE

I. REGISTERING A TEACHER ACCOUNT 
 
II. THE TEACHER WORKSPACE 
 

A. MY CLASSES 
B. REPORT EDITOR 
C. RUBRIC 
D. ASSESSMENT 
E. MANUAL 
F. ACTIVITY 
G. STANDARDS 

I. REGISTERING A TEACHER ACCOUNT  

ScienceCourseware.org contains a suite of web-based 
projects developed since 1995. The Virtual Courseware for 
Inquiry-based Science Education (VCISE) project is the 
most recent, and requires teacher and student accounts to 
utilize the program’s complete interactive functions.  

1. Click on the VCISE Project section to open up 
the VCISE homepage . Activities in the Life and Earth 
Sciences are listed on the right column.  

2. As a first time user, a teacher must register. Click 
on the “Register” button under the “Teacher 
Registration” section . A new Teacher Registration 
page in the same window will open.  

3. Enter your first and last name and complete the 
questions by selecting the appropriate responses 
in the drop down boxes and entering your email, 
user name, and password . 

A Teacher Username will be automatically suggested 
based on the first and last name. This suggestion can be 
easily changed by typing over the text. Note that the 
Username needs to be at least three letters long and 
contain only letters and numbers.  

The Teacher Password will be used to access the 
database of assessment information for your class. The 
password must contain 5-15 letters and/or numbers. The 
password is case-sensitive.  

As written in the Privacy Statement when the statement of 
agreement is checked (default): The name, email address, 
and school name you provide are used only to send you 
your class code and for your students to confirm 
registration in your class and to contact you in the future 
for feedback surveys. The information you provide will help 
us understand the context in which this activity is used. It 
will also provide us with usage statistics that will benefit the 
development of future web-based science activities. The 
information will not be publicly identified with the name, 
email address, or school name you provided above in 
order to receive a Class Code.  

4. Click the “Register” button to submit your 
responses . A message will indicate whether or not 
the registration was successful.  

5. Click on the “Continue” button to proceed . You 
will return to the Teacher Log In section of the VCISE 
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home page.  

II. THE TEACHER WORKSPACE  

 
You must login from the VCISE home page to access the 
Teacher Workspace.  

1. Enter your User Name and Password in the 
indicated fields.  
2. Click the “Log In” button.  

The Teacher Workspace appears with the "My Classes" 
section as the default opening screen. The other tabs 
include: 

My Classes:  for creating and managing classes

Report:  for editing the guiding questions in the default template report

Rubric:  for editing the default rubric used to grade student reports

Assessment:  for reviewing each student’s notebook, report score, and quizzes

Manual:  the activity manual for teachers

Activity:  to access the activity with the characteristics and options of each class

Standards:  the alignment of the activity to a particular state and the National Science Education Standards

Survey:  for providing feedback to the VCISE project team

A. MY CLASSES  

 
You can add each of your classes to your workspace. This allows you to take advantage of the tracking of quiz and report results, online 
grading, and the ability to customize report instructions and grading rubrics for each of your classes. Adding a class is easy. 

1. Click the “Add a New Class” button.  A page 
opens in which information about the class must be 
entered. 
2. Enter a name for the class.  This allows you to 
identify this particular class from your list of classes 
(for example: Biology Period 2, Integrated Sciences, 
A.P. Biology, etc.). 
3. Use the two drop down lists to select the grade 
level and general subject area.  This information 
provides the developers the context in which the 
activity is being used. 
4. Click the “Register” button.  Once the "Register" 
button is clicked, a new Class Code is generated. 

 

 

IMPORTANT: You should make a note of the class code. You will give it to your students to enter when they register for the activity. This 
will associate their accounts with your class. 

5. Click the "Return" button.  This brings you back to the My Classes front page which will contain a table of the classes that you 
added. 

The database of class information for this particular class will be generated when students use this Class Code to register.  

If you are using this activity in multiple classes, the same set up procedure applies by clicking the "Add a New Class" button.  

Prior to providing your students this Class Code, we recommend that you set up the activity with an appropriate Report Guide, scoring 
Rubric, and Quiz. A particular Report Guide and/or Rubric can be selected in the drop down menus under their respective columns. The 
Default templates for both are listed; these can be renamed and edited in the subsequent Report and Rubric tabs in the Teacher 
Workspace as discussed below in Sections B and C.  

Whichever files are used as a Report Guide and Rubric, the check box must be checked to indicate that it has been "Activated" before the 
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students can create a Report or view the Rubric as part of the activity. The "Activated" check box is similar to passing out printed hard 
copies of material to your students. Likewise, the Quiz must be activated before the student can take it. If there are more advanced 
questions in the quiz and you wish to include them, the check box must be checked in that column as well. After making the appropriate 
selections within a class, the information must be saved by clicking on the "Update Classes" button.  

After students create new accounts with a specific Class 
Code, the roster can be accessed by clicking on the "# 
registered" below the Course Name in the My Classes 
Table. The roster lists the student name, username, date 
registered and date updated. In case the student forgets 
his or her password, it can be reset from this screen by 
clicking on the "Change Password" button. 

The following table summarizes the functionality for each column of the Class List: 

Classcode : • Identifies the class code for each class.

• Click on the “Delete” button to delete a class.

Course Name : • Click on the “Class Name” link to rename the clas s.

• Click on the “# Registered” link to see a listing o f students who have registered for the class . 
• Student listing view:  

o Displays the user name each student has chosen.  
o Shows the time each student registered and updated their work for the activity.  
o Allows you to remove students who have registered in error or multiple times.  
o Allows you to change student passwords if a student has forgotten their password.  

Report : • Click on the pull down list to associate a particul ar Report Template with your class .

• Click the check box to activate the chosen Report Template for your students. 
• Students will not see the button for Report view for the activity until the template is activated.

Rubric : • Click on the pull down list to associate a particul ar Rubric with your class .

• Click the check box to activate the chosen Rubric f or your students to view . 
• Students will not have the option to display the rubric for the report until the rubric is activated.

Quiz : • Click the check box to activate the Quiz for your s tudents to view .

• Students will not see the Quiz Tab for the activity until the template is activated.

Other : • Some activities may have additional advanced questions as part of the Quiz. These can be activated or not at the 
teacher’s discretion.

  

Remember to click on the “Update Classes” button  so your changes will take effect. 

B. REPORT EDITOR  

Students can create a report online by entering text and moving information from their notebook to the report. Instructions are provided to 
encourage students to follow the format of a scientific paper. Although default instructions are provided, the “Report Editor” allows you to 
customize these instructions for each of your classes. This involves duplicating an existing report, editing and renaming it, and associating 
it with a particular class in the “My Classes” area of the Teacher Workspace. The same report can be associated with multiple classes if 
desired.  

The Report tab in the Teacher Workspace displays a table 
with the default report template and edited versions that 
you created. You can view and duplicate existing report 
templates.

1. Click the “View” button to view an exiting 
Report Template . You cannot make any changes 
while viewing. 

 
2. Click “Return to Catalog” to return to the list of 
existing Report Templates . 
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To create a new report template, you duplicate an existing report template, rename the template name, and edit the duplicate copy. 

3. Click the “Duplicate” button to create a new 
Report Template . 

 
4. Click the “Edit” button . 

In the “Edit View” the existing report template appears on the left and the editing area appears on the right. Each entry is a hyperlink. 
Clicking on an entry allows you to edit it. For example, 

5. Click the report name . The right side of the Edit 
View shows the existing report template name in a text 
field. 

 
6. Change the name for the Report Template . You 
will want to create a name that will allow you to 
distinguish it from other report templates when it 
comes time to associate this template with a class in 
the “My Classes” area of the Teacher Workspace.  

 
7. Click the “Save Name Change” button . The 
change should now appear on the left side display of 
the Report Template.  

Other elements can be edited similarly or deleted. 

Buttons allow you to (a) add items within a section and (b) add entire sections. The types of items you can add are summarized below. 

Header: usually the title of the section. You can include a variable for the student’s name.

Text: instructions for the student. These are not included in the final student report.

Text Area: a text form where students can type text into their report. You can specify the default text, if any, that appears in the 

Drop Area: a place where students can place an item (e.g. image, data table) from their notebook into the report

The following example shows how you could add an “Abstract” section before the Introduction. 

8. Click the “Add Section Here” button just above the Introduction section.  A new “Empty Section” box will appear in the 
template. 

9. Click the “Add Item to This Section” button at the bottom of the new section.  The right side of the Edit Template View will 
change to allow you to specify the type of item you wish to add.

10. Select “Header” from the pull down list.

11. Type “Abstract” in the field for the Header Text an d click the “Add Header” button.  Note that the new section now has the 
title Abstract.

12. Click the “Add Item to This Section” button at the bottom of the new section.  The right side of the Edit Template View will 
change to allow you to specify the type of item you wish to add.

13. Select “Text” from the pull down list.

14. Type instructions for the student to follow in the text form.  For example, you might type “Enter a short paragraph that 
summarizes what you did and what you found.” Click the “Add Text” button when you are done.  Note that the instructions now 
appear in the new section below Abstract title.

15. Click the “Add Item to This Section” button at the bottom of the new section.  The right side of the Edit Template View will 
change to allow you to specify the type of item you wish to add.

16. Select “Text Area” from the pull down list.  This will appear as an text form in the report template where students can type their 
abstract.

17. Type instructions for the student to follow in the text form.  For example, you might enter “Type your Abstract here.” You can 
also use the pull down list at the bottom of the right side to change the visible height of the Click the “Add Text Area” button 
when you are done.  Note that the text area now appears in the new section below Abstract title.

A new Abstract section now appears in the custom Report Template. If you want to delete it, select each element in the new section 
and delete them individually, then delete the empty section. 

18. Click “Return to Catalog” button at the bottom of t he left side.  This will take you back to your listing of Report Templates.

IMPORTANT: Remember to return to the "My Classes" page, select the Report Template in the pull down menu, and check the 
"Activated" box to make the report template functional for a particular class. 

C. RUBRIC EDITOR VCISE  

applications include a rubric that can be used to grade the students’ reports. A default rubric is included, but the “Rubric Editor” allows 
teachers to customize rubrics for their specific needs. This involves duplicating an existing rubric, editing and renaming it, and associating 
it with a particular class in the “My Classes” area of the Teacher Workspace. The same rubric can be associated with multiple classes if 
desired. At their discretion, teachers can use the “My Classes” area of the Teacher Workspace to allow their students to view the rubric.  
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The Rubric tab in the Teacher Workspace displays a table 
with the default rubric and custom versions that you are 
able to edit. Clicking "View" permits you to only view a 
particular version. 

1. Click the “View” button to view an exiting 
Rubric . You cannot make any changes while viewing. 

 
2. Click “Return to Catalog” to return to the list of 
existing Rubrics.  

 

 

To create a new rubric, you duplicate an existing report template, rename the template name, and edit the duplicate copy. 

3. Click the “Duplicate” button to create a new 
Rubric . 
 
4. Click the “Edit” button .  

In the “Edit View” the existing Rubric appears on the left and the editing area appears on the right. Each entry is a hyperlink. Clicking on 
an entry allows you to edit it. For example, 

5. Click the Rubric name . The right side of the Edit 
View shows the existing rubric name in a text field. 
 
6. Change the name for the Rubric . You will want to 
create a name that will allow you to distinguish it from 
other report templates when it comes time to associate 
this template with a class in the “My Classes” area of 
the Teacher Workspace.  

7. Click the “Save Name Change” button . The change should now appear on the left side display of the Rubric.  
Other elements can be edited similarly or deleted. 
Buttons at the bottom of each section allow you to insert new items within a section. For example, the following steps add a new objective 
to the “Experimental Design” section: 
 

8. Click the “Add Objective to This Section” button in  the “Experimental Design” section . The right side of the Edit Rubric 
view will change to allow you to type a new objective. 
 
9. Type a new objective statement in the text form . For example, you might type “The design of the experiment was complete.” 
 
10. Use the pull down list to place the new objective b efore “The design of the experiment accurately …” e xisting objective 
and click the “Add Objective” button . The left side of the Edit Rubric view will change to display the new objective. All the 
objectives will be renumbered sequentially. 
 

A buttons at the bottom of the Rubric view on the left side allows you to insert a new section. For example, the following steps add a new 
section for evaluating the “Abstract” which was added to the Report Template in section B above: 
 

11. Click the “Add Section” button on the bottom of the  left side of the Edit Rubric view . The right side of the Edit Rubric view 
will change to allow you to add a section name and type a new objective. 
 
12. Type “Abstract” in the “New Section Name” text fiel d. 
 
13. Type a new objective statement in the text form . For example, you might type “The abstract was a concise summary of what 
was done and the results that were obtained.” 
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14. Use the pull down list to place the new section bef ore the “Introduction” section and click the “Add S ection” button . 
The left side of the Edit Rubric view will change to display the Abstract section with the new objective. Other objectives could be 
added to this section if desired. All the objectives will be renumbered sequentially. 
 
15. Click “Return to Catalog” button at the bottom of t he left side . This will take you back to your listing of Rubrics. 
 

IMPORTANT: Remember to return to the "My Classes" page, select the Rubric in the pull down menu, and check the "Activated" box to 
make the report template functional for a particular class. 
 

 

D. ASSESSMENT

All VCISE activities have two methods of built-in 
assessment: (1) grading of the student online reports using 
the rubric, and (2) the on-line quiz which is randomized for 
each student and automatically graded. The “Assessment” 
area of the Teacher Workspace provides access to 
assessment tools and results. You can view your students’ 
notebooks, score their reports, and view their results on 
the quiz. You can also see analyses of report and quiz 
results for your class as a whole. 

 

The Assessment tab in the Teacher Workspace displays a table with components of the assessment per student. Once the student saves 
his or her Notebook, it can be accessed from this page. The student's Report is accessible and must be scored according to the Rubric 
that was designated and activated. Lastly, the student's answers to the Quiz, the correct answers, and the scores are presented in a 
table. If you students take the quiz more than once, the scores for the quizzes can be set according to the following policies in the pull 
down menu: Last Taken, First Taken, and Highest Score. Each set of answers and scores can be viewed. The "Export Names and 
Scores" button on the bottom permits the name and scores to be exported into a Microsoft Excel Worksheet. 

Report and Scoring Rubric view:  

 

Quiz View: 

 

Whole Class Analysis of Report Scores Whole Class Analysis of Quiz Answers 
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The following table summarizes the functionality for each column of the Assessment table: 

Name: • Click on the pull-down list to choose the class fro m the list created in “My Classes” . 
• Identifies the student by the name they entered when they registered using the class code. 
• The total number of students who have registered is displayed in the bottom row of the table. 

Notebook : • Displays the last date when they saved their notebook results 
• Click on the text link in the table cell to view th e last saved version of the notebook . 
• The students’ notebooks cannot be edited. 
• The total number of students who have saved their notebooks is displayed in the bottom row of the table. 

Report : • Displays the last date when the students saved their reports. 
• Displays the last date when the students’ report was scored. 
• Displays the current score for scored reports. 
• Click on the text link in the table cell to score t he student’s report using the rubric . 

o Student’s report appears on the left and the rubric on the right. 
o Click the radio buttons next to the rubric objectiv es to score the report . 
o Click the “Save Scoring” button to save the results  and return to the Assessment table . 
o A cumulative total score appears below the rubric.  
o There are five buttons at the bottom of the view: 

• Click “Print Report” to print a copy of the student ’s report . 
• Click “Print Scoring” to produce a web page with th e student’s scores . This can be saved or printed 
using the browser’s menu button. You will be asked to save the scoring results before the web page is 
generated. 
• Click “Save Scoring” to save the scoring results an d return to the Assessment Table . 
• Click “Clear Scoring” to clear all the radio button s in the rubric . However the scoring results are not 
cleared from the database unless you click “Save Scoring”. 
• Click “Cancel Scoring” to return to the Assessment Table . This cancels the current session without 
saving. However, previously saved scoring results are not cleared from the database.  

• The total number of saved and scored reports is displayed in the bottom row of the table. 
• The average of all scored reports is displayed in the bottom row of the table. 
• Click on the “Analysis” button to see statistical s ummary of all scored reports . 

o Averages are provided for each rubric objective. 
o Averages are provided for each section of the rubric. 
o The average for the total class on all questions appears at the bottom of the table. 
o Click on the “Return” button to go back to the Asse ssment Table . 

Quiz : • Click on the pull down menu in the title row to sel ect your “grading policy” for the quiz. This is nec essary 
because students can take the quiz more than once. The options are : 

o Last Taken: use the score for the last time the students took the quiz 
o First Taken: use the score for the first time the students took the quiz 
o Highest Score: use best score for students who have taken the quiz multiple times  

• Displays the selected policy and the date when that quiz was taken. 
• Displays the amount of time the student took to complete the quiz for the selected policy. 
• Displays the quiz score for the selected policy. 
• Click on the text link in the table cell to view th e student’s answers for the quiz . 

o If the student has taken the quiz multiple times, a table appears entries for each time the student took the quiz. 
• The date and time is displayed for each quiz the student completed.  
• The score is displayed for each quiz the student completed.  
• Click the radio button “Used in Class Stats” column  to override the grading policy and select a 
particular quiz for use in the statistical summary .  
• Click the “View Results” link in the last column to  view the student’s answers for that particular qui z.  
• Click the “Return” button to go back to the Assess ment Table .  

o A table of the student’s quiz scores appears when viewing a student’s answers for a quiz. The table shows 
• the student’s answer and the correct answer,  
• a summary score for each learning objective,  
• an overall score for the quiz,  
• the amount of time it took the student to complete the quiz. 
• Click the “Return” button to go back to the Assessm ent Table .  

• Click on the “Analysis” button to see statistical s ummary of all quizzes . 
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o Averages are provided for each question. 
o Averages are provided for each learning objective. 
o The average for the total class on all questions appears at the bottom of the table. 
o The average time to take the quiz for the total class appears at the bottom of the table. 
o Click on the “Return” button to go back to the Asse ssment Table . 
 

Exporting : • Click on the “Export Names and Scores” button in th e bottom row of the Assessment Table to export the 
student assessment data in an Microsoft Excel sprea dsheet compatible file . 

o The file will contain rows with student names, report scores. and quiz scores. 
o Class averages will appear in the last row.  
o Missing scores will appear as blank cells.  

E. MANUAL  
 
The Manual tab in the Teacher Workspace parallels the demonstration in the tour. The manual describes how a student creates a new 
account, registers within a class code, and performs the simulation activity. The manual is intended for the teacher's use. It contains 
background information, suggested assignments, and supplementary information. 
 
F. ACTIVITY 
 
The Activity tab in the Teacher Workspace allows you to run the activity as it would appear to one of your students in a particular class. A 
table is displayed with options that were set up for each class in the “My Classes” area. To access the activity using these options, 
choose and click on a highlighted row. You will be able run the activity as a student with the name “Teacher Account.” 

See the animated tour for a demonstration of the activity. 
See also the Manual tab in the Teacher Workspace. 

 

G. STANDARDS  
 
The Standards tab in the Teacher Workspace brings up a 
map of the United States. Clicking on a particular state will 
bring up the activity's alignment highlighted to the science 
and inquiry standards of that state. Clicking "Show All" will 
open the rest of the life or earth science and inquiry 
standards of the state. Clicking on the U.S. flag will bring 
up the National Science Content Standards. 
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