Lightspeed Systems®

Safety, security, and equity. At the speed of light.

@T

Lightspeed Classroom Management

Lightspeed
Systems®
Go to classroom.relay.school to login.
Choose the Office 365 option and login
Welcome back. Please sign in to your account. Wlth your MPS Credentials.
o ‘ If that doesn’t work, try the Google Teacher Training
Sign in with your email . VidEOS and
option next.
G Google Knowledge
Articles

] office3ss

(This tool is not useful with iPads.)

My Classes is the teacher's landing page when you log in to Lightspeed. It's displayed in a tile view.

e Lightspeed Classroom Management™ @ @

@ Peter Roundtree

My classes

A2 - Test Prep Algebra 2 Algebra 1 Algebra | - Study Group

Homeroom Algebra 2 - Study Group A1 - Test Prep



You can drag and drop your class tiles in any order that makes sense to you.

@ Landon Howard

My classes

+ Add class

++ More actions

Post War American Literature

Latin American Poetry

° Lightspeed Classroom Management™ ® @

The Beat Generation

If you want to Add a Custom Class, hover over the space under My Classes and menu options will appear.
Choose Add Class. You'll name the class in the pop-up that appears

If you choose ...More Options from the same menu, you can change your view to see hidden classes as well as
current, and from the color palette below that you can choose the background color of the page.

If you hover over the tile, you'll
see an option for another
menu in the upper right. Click

the three dots, and you'll have My classes
the option to Hide/Delete your
class, or open the Class i Hddl s

Settings Panel, where you can
configure a schedule for your
class. Click on the tile to
navigate to that class.

Note: Teachers can only
delete custom classes that
they have created. If the tile is
a Custom Class this menu will
have a Delete Class option, If
the tile is a class that has

«-- More actions

Art History

& Class settings

# Hide class

Art History

been brought in from Infinite
Campus, the option will be to Hide Class



Class Settings

You can access Class B Rachel Wilson
settings from tWO Beaverton High School
locations: the tile menu

My classes
On the My + Add class
Classes page, or the e ore actions
gear icon on your class
page. British Literature 2A - 4

In the Class Settings
window you can

change the Class Myths and Legends 1
Name, change the color

@ Lightspeed Classroom nent”  (7) @

My classes

Z Rename

@ Class settings ‘T

@ Hide class
British Literature 2A - 5 English 3B - 1 English 3A -3
Myths and Legends 1C English 3B - 1

of your course tile, and
adjust the Schedule Settings. You'll notice three tabs for
Schedule settings (Bell, Custom, and Ad hoc). Bell
schedules are set by districts, and we don’t use them with
out Lightspeed account, so you will only need to focus on
either Custom Schedule or Ad hoc.

Custom Schedules

You can create Custom Schedules yourself.

Schedule

Bell Custom Ad hoc

&
Limited schedule ®
Your administrator has limited the times and days you can schedule a class.

(Mon ) (Tue ) (wed ) (Thu )( Fi )

8:00 AM v to 9:00 AM

(Mon ) (Tue ) (wed ) (Thu )( Fi )

9:00 AM ~  to 10:00 AM

-+ Add another

Class settings

Class name

19051 FIFTH GRADE MATH

Color

Schedule

Bell  Custom Ad hoc

Limited schedule ©

Your administrator has restricted the times and days you can schedule a
class. Any times and days that the administrator has restricted will be
disabled and cannot be selected.

®

b=y

10:30 AM v to 11:40 AM

+ Add schedule

Reset schedule

Just configure what days and times your
classes begin and end and click Save. Your
Classes will automatically begin and end at
those times. Your students will be automatically
checked-in and your web rules will immediately

apply.



Ad Hoc Schedules

Ad Hoc Schedules allow you to select a duration for your class and start the class immediately. As a best
practice avoid choosing durations longer than your scheduled class hours. This will cause your students to not
automatically check-in to their next class as it begins, and your class web rules will remain applied to the
student until they are manually checked-in to another class.

Choose the Ad Hoc tab, choose a duration from the Session Duration drop down

Schedule

Type Ad Hoc

Session Duration 45 minutes m

Schedule
Bell Custom Ad hoc
Session duration 30 minutes v

Managing your Students

When you select a class tile, you will be given two different class view options. You can choose either List View
or Screen View.

Ist View
istory 3
() Pauseimtomet & waab Fubes oft
Mame Status Currently browsing Mozt viewed Sie visits |
Monica Rambes working AECCLNS grogh com Inralay-canfig-precuciian a3 amaran 7040
Hape Yan byne woriorg edpuzzie.com Isrelay-config-procuction.s3.amazon. 277
Tany Stark working e pawers chool com Inrelay-canfl g proccsian a3 amaran 7708
Sam Wilsan waorking Isrelay-canfig production. s3.amazan Isralay-canfig-procuctian. a3 amazan. 591
Bruce Banner warking milm.pearson.com Isrelay-config-procuction. s3.amazan. . 2517
Steve Rogens warking wern Theleamingady ssey.com Isrelay-config-production. s1.amazan... 2406
Nk Fury oriirg e BBinessinaider, com Inrelay-ganfig-peoduction.ad amazan. 2376
Carol Danvers working W nEncture com Isrelay-canfig-production. s3.amazan... 2368




Screens View @ Lightspeed Classroom Management™ (7 ba

« My classes

The Screens View shows you the . —

browser window for each student. — } B o
The New User Experience now has a
slider so you can increase or . e =
decrease the size of the student =i s
screens as you see fit. As you move )

4
':I‘m
it i
P

Esther Howard Kristin Watson
google com

nwikipedia.org spn.com espn.com

the slider to the right the size of the = M =T
screens increase. Sliding this toggle e B e e R e e

all the way to the right shows only
one student screen at a time.

Savannah Nguyen Cody Fisher
howlourite customwritL.  epicgame.cam

You can drag and drop student tiles
in any order you like for easy customization.

+« My classes
Post War American Literature @ 1:28hremaining &
Filter by status ’ (I Pause internet & web Rules off -@ {aH =
My class iz = — e
— r
Chaz Howard Greg Silva } Matt Dilbeck Patrick Powell
www.washinglonpost...  phskids.org wwvilalimes.com phikids.org
Nate Feinstein
Screen |oading

Or if you want a quick full page view just click the full page icon next to the slider to open up the full page view.
You can return to your class page by using the [x] in the upper right corner of the full page view.

0 Lightspeed Classroom Management™ @ b’.?

< My classes

British Literature 2A - 4 @
Filter by status v &) web Rules off L ] O i=
o 7 ! - o
= = B
Brooklyn... Esther Howard Guy Hawkins Guy Hawkins Esther Howard Esther Howard Kristin Watson
en.wikipedia.org espn.com google.com google.com espn.com espn.com google.com

‘Cameron... a Leslie Alexander Jenny Wilson Jenny Wilson Leslie Alexander Leslie Alexander Robert Fox
en.wikipedia.org shakespeare.org biegraphy.com biography.com shakespeare.org shakespeare.org poets.org

Jane Cooper Savannah Nguyen  Cody Fisher Cody Fisher Savannah Nguyen  Savannah Nguyen
youtube.com howtowrite.custam. epicgames.com epicgames. com hewtowrite custom howtowrite.custorn




Filtering

You will see Attendance Status at a glance when viewing your Class but you can also allow filtering for Task

Status.

« My classes

British Literature 2A - 4
Filter by status ~

O [ Needs help
@]

.

Done 2

Brooklyn Simmons
en.wikipedia.org

william
shokespeare
iography

Cameron Williamson
en.wikipedia.org

Jane Cooper
youtube.com

Esther Howard

espn.cam

Leslie Alexander
shakespeare orq

Savannah Nguyen
o

howtawrite.c

Task status

There is a dropdown on the
upper left of your page to Filter
By Status. This is for filtering by
Task Status. From the dropdown
you can choose to filter

by Needs Help or Done.

Since Working is the default
status we have not included it in
the filtering options. Just click
the radio button to filter by task
status. To return to the entire
class view, click the button
again to unfilter.

Guy Hawkins
gaagle.com

Kristin Watson
google.com

Robert Fox
poets.org

Jenny Wilson
biography.com

Cody Fisher

Attendance Status

There are two Attendance
groups on your page. In
Another Teacher's Class are
students who are online but
not checked in to your class.
Under the student tile, you'll
see their name, what website
they're viewing, and the
teacher's name of the class
they're checked into.

The Offline group will show
students who are scheduled
to be in your class but aren't
online.

When you see student’s listed
In Another Teacher’s Class, you can check them into your class by simply dragging and dropping individual
student tiles into your class or if you want to add all, you can click the “Add all to your class” option.

G Lightspeed Classroom Management™ @ @

« My classes

British Literature 2A - 4

Filter by status v ) web Rules off i

= w
& i

My class

Cameron Williamson
en wikipedia.org

In another teacher’s
class

Offline




Student Groups

Creating groups can help you control which rules you want applied to specific groups of students. If you
mouse over the space under My Class, a menu will appear. Click Create Group and you'll get a pop up to name
your new group. When you click Save your new group will be created.

° Lightspeed Classroom Management™ @ ({Ty

« My classes

British Literature 2A - 4 )]

My class

2
=a Create group &..W

+=+ More actions

]
o L.

Brooklyn Simmons Esther Howard Guy Hawkins Kristin Watson
en.wikipedia.org espn.com google.com google.com

William
Shakespeare
Biography

Cameron Williamson ﬂ Leslie Alexander Jenny Wilson Robert Fox
en.wikipedia.org shakespeare.org biography.com poets.org

William Shakespears

Jane Cooper Savannah Nguyen Cody Fisher
youtube.com howtowrite.customwritings.com epicgames.com
X
Name group
Enter a group name:
Group A
Cancel Save
W

To add students to your new group, drag and drop the student tiles from one group to another. You can drag
and drop the student tiles within groups as well to put the students in the order that makes most sense for you
and your class.



Web Rules

Web Rules are designed to help keep students on task while
they are in class and exist in three states.

Web Rules
None/Off: When you have Web Rules set no None/Off, you off Allow mode Block mode
have not applied any rules to student devices, so they can _ _ _
| . X Students can only access websites you add to the lists below. All other sites
browse the internet freely and the only restrictions applied are blocked. Toggle the lists on or off as needed,
will be those created by your district or school filter. )
Allow lists 2020
Allow Lists: When you create Allow Lists, these are the only O ) Shakespeare unit 7
sites that a student will be allowed to visit while they are in ]
your class. All other sites on the internet will be blocked v (B G racedunn o
except for those you specifically add to the list. ‘]‘
+ Add allow list
Block Lists: When you create Block Lists, students will be
able to access most sites and browse the internet freely Advanced options v
except for the URLs you have specifically blocked on your
list.

You can immediately tell if Web Rules have been applied at a glance from your class page. The Web Rules Link
will read Web Rules Off if none are applied, you'll see Allow Mode if an Allow List has been applied and you'll
see Block Mode if a Block List has been applied. To open the Web rules panel click the Web Rules link at the
top of the page.

You can choose Off, Allow Mode, or Block Mode with the tabs at the top of the panel. You can apply one or
more lists to your class simply by toggling them on or off. You can create up to 20 Allow Lists and 20 Block
Lists, and each list can contain up to 100 URLs.

< A\Iallowﬁlﬁists X .
Liet Allow Lists

Allow list

Shakespeare unit
Students can only access websites you add to this list. Other sites will be To add or edit URLs in a list jUSt click the name of the list.
blocked. . . . . .

o Your list will open then click Add Website URLs to edit the
70f 100 list.
http://okeefe. biz/quasi-doloribus-aut-rerum-vel-esse-distinctio-maiores If yOU Want 'tO Create a new ||St C“Ck Add A"OW List.

http://moen.net/

Once you have created a new list use the three dots to the
left of the name of the list to Edit Details. You'll get a pop-
up where you can change the name of your list and choose
a color for the shield that appears next to it. When you are
finished click Save List Details.

http://cartwright.com/
https://davis.com/nesciunt-quia-animi-fugiat-porro-dicta-eum/df343-..
http://price.net/quia-quas-dolor-a-odit-assumenda-numquam-error
http://www.reichert.com/in-labore-sapiente-perferendis-reiciendis

http://weissnat.info/rerum-saepe-et-earum-nostrum-officia

Note: The three dots next to the name of the list is also
where you go if you want to delete the list.

+ Add website URLs




Advanced Options

There are two options we consider advanced options. You can click the fist box to Allow full internet access
when students change their status to '‘Done'. Exactly as the description suggests, when students have finished
their work and change their status to Done, Allow and Block lists will not apply to the student device and they
can browse the internet freely while waiting for the rest of the class to finish.

The second check box, Allow Single Sign On (SSO) is important if your school uses single sign on. Single Sign
On routes through hidden URLs that may not be in your Allow or Block List. Rather than maintaining these URLs
yourself in your list to ensure Web Rules are properly applied, you can check this box and we've taken care of
that for you.

Class Controls

& Lightspeed Classroom Management™ (3 é“}

You can find the Lock Screen function for
the entire class in the three dots menu
below the gear icon

< Myclasses

British Literature 2A - 4

Filler by status > () Allow mode: —e

My class

< Send link

Guy Hawking
goode.corm

Send message

1 Share screen

Add stucent X
@ Cameron Williamson 3 Needs help
& Lock screen
Tabs 3 History Recording: %  Unlock sereen
¢ Send link

J Send message

Damar Hamlini & Share student screen

after suffering ¢
Bengals postpc = Record screen

Remove student

To apply the Lock Screen function for a group click
the More Actions menu underneath the name of the group

Download screen <« 1/00 o g

Now you can apply the Lock Screen function for a single
student. There are two locations you can do this. The three B Today W
dots menu on the student tile. Or in the Student

Time ¢ URL ¢

information Panel in the three dots menu in the upper right.
0:00 AM © http://www.url-goes-here.com
0:00 AM © http://www.url-goes-here.com
0:00 AM © http://www.url-goes-here.com
0:00 AM © http://www.url-goes-here.com
0:00 AM @ nttp://www.url-goes-here.com

0:00 AM © http://www.url-goes-here.com




Sending Links

© My classes

Filter by status

You can find the Send Link function for the
entire class in the three dots menu below the
gear icon

My class

To use the Send Link function for a group
within your class, Click the More Actions menu
below the name of your group

« Myclasses

British Literature 2A - 4

Filter by status v 2] Allow mode —
My class
#4 Create group

=+ Wore aclions #———

My class
Guy Hawkins

£ Sereenlock

= Unlock screen

I send message
o Share your screen

# Rename

Jane Caoper
yorub car

Gody Fisher

British Literature 2A - 4

& vightspeed Classroom Management™ (%) blg

@ Lightspeed Classroom Management™ () ()

) Allow mode

. o

w

All Students s—

& sereen lack

& Unlock sereen

« Send link

[0 Send message

Esther Howard Guy Hawkins

gangle.com

en wikipedia org espn.com

= Share screen

| % addstudent

Leslie Alexander Jenny Wilson
enikipedia arg shakespears.org biography:com

Jane Cooper ‘Savannah Nuyen
youtse com anctomile customuriings.com

Cody Fisher

You can send a link to a single student from
two locations. From the three dots menu on
the student tile

& My classes

Or in the Student information Panel in the
three dots menu in the upper right.

Filter by status

My class

4 Create group

British Literature 2A - 4

€ Lightspeed Classroom Management™ (%) éé}

w () Alow mode . 0

Esther Howard

5 Locksoreen

& Unlock sereen

@ Send link

U Send message

® 2 Share student screen

= Record screen




Sending Messages

In the You can send messages to the entire class, a group within your class
or a single student. To send a message to the entire class use the three

dots menu below the gear icon

MESSAGE

"Need help?”

& My classes

British Literature 2A - 4

Filter by status v

(7] Allow mode

—.

My class

@ Ughtspeed Classraom Management™ (7 u:}

"Great job!"
o = E|
Custom...

9 Sereen lock
U Unlock screen
@ send link

= Share screen

I & Add student

"Are you done?"

To send a message to a group within your class, Click
the More Actions menu below the name of your group

You can send a message to a single student in two
locations. First in the three dots menu on the student
tile

© Uignspees Giassroom Managemer™ (%) ()

© Wyciasses
British Literature 2A - 4 &

Filter by ststus “

My class
& Creste groun A Locksereen

o Wiore ections
‘i unlock sereen

& Ughtspeed Classroom Management & (5

+ Mydass

British Literature 2A - 4 @
Filier oy status: 2 Allow meda el o =
My class

. Create group

-+ Mors actions ———

[ Send message

0 Share your screen

% Rename

Or in the three dots menu in the upper right of
the Student Information Panel




Sharing Screens

o oo 0 @ | 10 Share your screen with the entire class, use the
. three dots menu below the gear icon and
British Literature 24 - 4 & choose Share Screen.

Filter by status ~ (2 Allow mode — o

My class
Screen lock
& Unlock screen

o Sendlink

denny wilsan
bisgreatacom

@ Lightspeed Classroom Management™ (3 ()

< My classes

British Literature 2A - 4 &

To share your screen for a group within
your class, use the More Actions menu
beneath the name of your group. My cless

# Create group

Filter by status v ) Miowmote =t g =

-+ More actions

My class
’ soklyn Simmons
wikpediacrg
£ Screen lock
7 Unlack screen
© send link

() Send message

= Share your sereen

® Rename

meran Williamson B3 Leslie Alexander
sdia.crg shekespeare.or

@ uagmspeed classroom Management™ (7} ﬁl

Sharing a student's screen can be done from two
‘Bri;'lAs:;AI:iteramreZA-4 @ Iocatlons

Fifter by status . O Mowode =l g E

My class Esther Howard

A Create group 2 Lock soreen

++~ Wore ations -
i Unlock sereen

First in the three dots menu on the student tile.

# Sendlink

11 Send messa; ge

“| @ Share student sereen

Or in the three dots menu in the upper right of
the Student Information Panel.




Recording a Student's Screen

. , @ Lightspeed Classroom Management™ () ﬁ‘%
You can make screen recordings of a student's o '
screen. Each time you start a recording, it will last s
. . . . British Literature 2A - 4
for ten minutes and the recordings will appear in . ) — L . -
the Student Information Panel under 7
the Recordings tab. . o
ahice e % Unlock screen
. e ey . & Send link
Screen recordings can be initiated in two places. T e s
First from the three dots menu on the student tile = T Shmesudentscren
:
Comitmn o ERE
o
X
@ Cameron Williamson B Needs help
& Lock screen . .
_ _ Or from the three dots menu in the upper right of
Tabs 3 History Recordingt % Unlock screen .
the Student Information Panel.
- = . @@ Send link
- [J Send message
DamarHamlini = Share student screen
Vit st fr s after suffering
ity Bengals postpc | @ Record screen
T e @ Remove student
- | .1l
- @ Cameron Williamson § Needs help
Download screen <« 1/00 o> =h I

The recordings can be viewed in the Recordings tab
in the Student Information Panel.

Tabs 3 History Recordings

Damar Hamlin in critical condition
after suffering cardiac arrest; Bills-

Bengals postponed

Download screen




The Student Information Panel

X
@ Cameron Williamson B Needshelp -
The Student Information panel gives you an overview of
the student's usage. There are three tabs. — ety Recordings
&

william
Tabs Shakespeare

The tab that the student is actively viewing is outlined in R
blue. If you want to close one of the student's tabs to get
them back on track, click the [x] to the right of the name of
that tab.

Clicking any tab below will switch the student’s view to that tab in their
browser. Closing a tab below closes the tab in the student’s browser.

o™
https:/www.shakespeare.org.uk/explore-shakespeare/...

@ Tab 2 ®
https://www.shakespeare org.uk/explore-shakespeare/...

@ biography.com | William Shakespeare ®
https://www.shakespeare.org.uk/explore-shakespearey...
.
Erinn Kees
* Checked-in | EB Working
Open Tabs 2 Browsing History Recordings Send
History
Browsing History Today
6:55 pm @ https://jackkerouac.com/ The HIStOFy tabs shows the

websites that the student has
visited and what time they visited
2:00 pm @ https://jackkerouac.com/ them. You can click any of these
links to open the website in the
student's history.

4:38 pm @ https://jackkerouac.com/

11:57 am @ https://jackkerouac.com/
11:57 am G https://www.google.com/search?q=jack+keroac&oq=jack+keroac&aqs=chrome..69i

11:56 am 4 https://www.cuemath.com/algebra/algebraic-expression/

Recordings

Recordings is where you can view the screen recordings initiated previously.
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