
Gettin g S ta rted Gu id e
fo r C oaches

A pex Learn in g Suppo rt  |  M onday -F r id ay  |  5am -7pm Pacific  T im e |  (800) 453-1454 |  s u ppo rt@ apexlea rn in g .com

February 2011



C ontents

Conten ts

C on ten ts i

In trodu c t ion 1

FAQ s 1

W eek ly Progress R eport Summ ary 2

W eek ly Progress R eport D e ta ils 4

i

C opyright 2011 © Apex Learn ing Inc.

A pex Learn ing® , the Apex Learn ing logo, C lassTools® , C lassTools A chieve® ,
C lassTools V irtua l™ , Literacy Advantage™ , and Beyond Books® are either reg istered
trademarks or trademarks of A pex Learn ing Inc.



In troduction

In troduction

A coach is a responsib le adult — such as a parent, guard ian, or guidance counselor — w ho helps an
Apex Learn ing student stay on track and motivated.

C oaches receive a Weekly P rogress report via email. Th is report show s summary and deta iled
progress in formation for a ll the courses a student is active ly enro lled in or has recently completed. This
includes course averages, activity scores, on-time information, and time spent in the course.

FAQ s

I w an t to rece ive a studen t’s W eekly P rogress report — how do I becom e a
coach?

To receive W eekly P rogress reports, a school sta ff member must add your email address to the
student's account profile . S tudents can see — but cannot add or remove — their coaches.

I have questions about a studen t's p rogress — who do I con tact?

The W eekly P rogress report show s the name and email address of the course teacher. The
teacher is the only person w ho can answ er questions about a course and about a student's
progress.

I d id no t rece ive a W eekly P rogress report — why?

Weekly P rogress reports are emailed each Sunday at approximate ly 9 am Pacific T ime. There are
four reasons you may not receive a student's report:

n The student has not accessed his or her course(s) in over 21 days. S tudents must
sign in to Apex Learn ing and spend time in the ir courses for the W eekly P rogress
report to be sent.

n The student has completed all o f h is or her courses. C ompleted courses are only
d isp layed for 21 days and are then removed from the report.

n Your email address is incorrect or not listed in the student's account profile . O nly a
school sta ff member can add or edit coaches in a student's account profile .

n The W eekly P rogress email w as delivered to your spam or junk fo lder. To prevent
th is in the future, add the sender to your "safe" list. T ip : A good place to look for th is
option is to right-click on the email.

A course is no t d isp layed in the W eekly P rogress report — why?

There are tw o reasons a previously listed course is not d isp layed in the W eekly progress report:

n The student has not accessed and spent time in the course in over 21 days. If the
student resumes the course, it w ill be added back to the report.

n The student has completed the course. C ompleted courses are only d isp layed for
21 days and are then removed from the report.

I no longer need to rece ive a studen t's W eekly P rogress report — how do I
op t ou t?

To stop receiving a student's report, coaches can click a link provided at the end of every W eekly
P rogress report email.
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Weekly P rogress R eport S ummary

W eekly P rogress Report Summ ary

Deta iled Report L ink

This link opens the deta iled W eekly P rogress report in a new w indow .

C lassroom

This fie ld show s the name of the classroom .

Teacher & Em ail L ink

This is the teacher's name and email address.

Course Nam e

This column lists the course(s) for the current classroom . Most classrooms have only one course.

S top ligh t

If due dates are used, the S toplight co lumn w ill d isp lay as green, ye llow , or red. W hen the student
has fin ished the course, th is co lumn disp lays the w ord "C ompleted." If due dates are not used, then
th is co lumn remains green.

n G reen means the student has completed 80% or more of the activities due as of the
report date.

n Yellow means the student has completed betw een 60% and 79% of the activities
due as of the report date.

n R ed means the student has completed 59% or less of the activities due as of the
report date.

Quality o f W ork

This calcu la tion is the student's average for a ll completed and scored course activities.

G rade to Date

If due dates are used, then th is ca lcu la tion is the student's average for activities due on or before the
report date. If due dates are not used, then th is ca lcu la tion is equal to Q uality of W ork.

n G rade to D ate is based on the tota l po in ts possib le for activities due as of the report
date. For th is reason, G rade to D ate w ill be low er than Q uality of W ork if the student
has overdue activities.

n G rade to D ate ignores activities w ith due dates after the report date. For th is
reason, G rade to D ate w ill be different from Q uality of W ork if the student has
completed activities ahead of schedule.
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Weekly P rogress R eport S ummary

M id term and F ina l

These columns show m idterm and fina l grades that have been entered by the course teacher.

M idterm and fina l grades are based on each school's grading scales and may reflect po ints earned
outside of A pex Learn ing. S ome schools may aw ard participation points, for example. N ot a ll
schools use these columns.

Last Access

This is the date the student last accessed the course. The Last A ccess date turns red and a w arn ing
is d isp layed w hen the student has not accessed a course in over 7 days.

R emember, if a course has not been accessed in over 21 days, it is removed from th is report and
w ill on ly be disp layed if the student resumes the course.
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Weekly P rogress R eport D eta ils

W eekly P rogress Report Deta ils

C lassroom and Course

U se these dropdow n menus to view deta iled W eekly P rogress reports for other courses the student
is enro lled in .
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Weekly P rogress R eport D eta ils

Report W eek and Calendar Icon

The W eekly P rogress report begins on Sunday and ends on Saturday. C lick the C alendar icon (to
the right of the current report dates) to navigate to previous reports.

Activ ities Completed

This area lists the scored activities, such as quizzes and tests, w hich the student completed during
the report w eek. U nscored activities, such as stud ies and review s, are not listed here.

n Due D ate is the date an activity is due. If due dates are not used, then th is co lumn is
b lank.

n D ate Scored is the date the activity score w as recorded. For computer-scored
activities, th is is the date the student completed the activity. For teacher-scored
activities, it is the date the teacher entered a score in to the G rade Book.

n Score is the activity score expressed in points and as a percentage.

n T im e Spen t applies only to online (computer-scored) activities and is the tota l tim e
the student spent completing the activity.

Course Access Log

The C ourse A ccess Log is a graph that show s the days a student accessed the course, the amount
of tim e the course w indow w as active, and the number of assessment and instructional pages that
w ere view ed.

Activ ities Overdue or Not Yet Scored

If due dates are used, then th is area lists in formation for activities that are overdue. A n activity may
be listed as overdue if the student has not completed the activity or if the teacher has not recorded a
score.

This area is b lank if due dates are not used or if the student has no overdue activities.

Activ ities Due Th is W eek

If due dates are used, then th is area lists the scored activities due in the report w eek. If due dates
are not used, then th is area is b lank.
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