Quick Reference Guide

Prep Learning Profile is a Student Portfolio System, designed specifically for Prep to assist Teachers with organising and
presenting Student and Project information. The system has been designed by teachers to ensure compatibility with their
requirements and to make the task of maintaining Student Portfolios, reporting and record keeping as simple as possible.

Prep Learning Profile comes packaged with a comprehensive help guide designed to walk the user step by step through Prep
Learning Profile and each of the screens it contains. It's ideal as a point of reference when you need more information on
how to do something or know what a button or field does.

This quick reference guide has been designed to complement the software’s own help file by quickly guiding you directly to
the subject required, to get you well on the way to using the software. From this quick reference guide we hope that you gain
enough confidence to make a start with your new software.

To view the help file: From menu bar, choose Help  Help from the drop down menu. The Prep Learning Profile help
document will open in a new window. Navigate to the appropriate help document through the contents tab or choose to
search on a specific subject from the search tab.

Tip: Difficult reading from screen? Select the print icon to print the selected topic or all the topics in the selected heading.

We suggest you start by familarising yourself with the main screen. This is the central place to access student Portfolios and
Project journals.

Main Screen explained: Within the help document, click the content tab, and navigate to User

Manual Starting up Prep Learning Profile  Prep Learning Profile Main screen.

Projects in Prep Learning Profile are linked to a Class. A Class can be involved in a number of projects and the Learning
Statements, Strands and Outcomes focused on by these projects recorded and then tracking reports run to ensure that
Learning Statements and Strands have been covered. A Class must first be created before Projects can be created. Classes
are listed in the left window on the main screen.

For details on performing particular tasks for a class see.

Create class: Within the help document, click the content tab, and navigate to User Manual
Prep Learning Profile Administration Class Administration Create a new class.

Tip: In order to work with a specific class, 1% select the class in the left window pain on the main screen. Once selected all
options within Prep Learning Profile respond to your selection. Most notably the main window to the right which will only
display those reports, students and projects belonging to the current class selected.

Student Portfolios allow you to record observations and use these to track the student s progress across the Learning
Statements, Strands and Outcomes. This information can then be collated into reports such as an Early Learning Record, all
at the touch of a button.

Overview of Student Portfolios: Within the help document, click the content tab, and navigate to User Manual
Student Portfolio Maintenance  Overview of Student Portfolios.

Create Student: Within the help document, click the content tab, and navigate to User Manual Prep Learning Profile
Administration Student Administration Create a new student.

Assign a student to a class: Within the help document, click the content tab, and navigate to User Manual Prep
Learning Profile Administration Student Administration  Assign a student to a class.
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Tip: To access a Student s Portfolio in Prep Learning Profile, double-click the Student in the Class View on the main screen.

Prep Learning Profile approaches Student Portfolios from an Observation perspective. Teachers can add Observations into a
student s portfolio. Recording details such as date, what was observed, the project to which it belongs (optional), photos,
related learning statements, related Strands and/or Outcomes, possible judgment.

Create observation: Within the help document, click the content tab, and navigate to User
Manual Student Portfolio Maintenance  Entering and maintaining observations.
View observation:

Create class (bulk) observation: Within the help document, click the content tab, and navigate
to User Manual Student Portfolio Maintenance Class Bulk Observations.

Tip: The bulk entry available from the Tools menu speeds up the process of entering multiple observations and perfect for
activities common to a group. Comments common to all students are easily entered in the topic field with comments specific
to each client entered in the field adjacent to the students’ name. Once created the observation can be further viewed and
edited directly under the student.

Project Journals consist of a series of Project Comments. Each Project Comment is dated, and contains information such as
what occurred in the project, who was involved, photos and a list of Learning Statements, Strands and Outcomes that the
participants were exposed to.

Create project: Within the help document, click the content tab, and navigate to User Manual
Project Maintenance.

Create comment: Within the help document, click the content tab, and navigate to User
Manual Project Maintenance Entering and Maintaining Project Comments.

! Within the help document, click the content tab, and navigate to User Manual  Student
Portfolio Maintenance  Student Reports.

There are three Student Reports available in Prep Learning Profile - Learning Statement or Strand Summary, Early Learning
Record and Strand Level Record. Each of these reports are run by opening the Student s Portfolio and clicking the
appropriate button on the Portfolio Toolbar.

! Within the help document, click the content tab, and navigate to User Manual Project
Maintenance Project Report.
The Project Report presents each of the Project Comments for a particular Project, displaying the Date, Comment, Photos,
Participants and Learning Statements, Strands and Outcomes. The Project Report gives a chronological perspective of the
development of the Project.

! Within the help document, click the content tab, and navigate to User Manual Class Reports.
There are five different class reports. Each run by selecting the Class in the Class Tree, then double-clicking the appropriate
report.

Note: This document is intended as a small reference to help you get started using your Prep Learning Profile software. For
information on the latest workshop to really help kick start your Prep Learning profile experience, visit our website at:
http://www.jdmpartners.com.au/PLPWorkshopsSchedule.aspx
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