Working in a Team Planner and Copying to Individual Planner

If you work with a team that will be creating lesson in the Team Planner, you no longer need the default template to appear in My Planner. This is because the content of the Team Planner will be copied into My Planner at the end of the week. 

Delete Default Template in My Planner
1. Launch forethought and select My Planner
2. Glance at the calendar on the left. Select a future date that is not bolded (because you have not clicked on that date) by clicking on it. The changes that you make will be from that date forward.
3. You will need to delete the default template for each course in your schedule one at a time.
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1.  To select the headings, in the default template, click on the white space AFTER the last heading. 
2. Click and drag the mouse up to highlight all of the headings and then click on the Cut icon to remove the headings. 
5. Follow the procedures on this page for EACH course in My Planner.

4. When you have completed the procedures on the left, click the “wrench” and Select Set as Default Text for Entry. Click Save (diskette).


Enter lesson plans into the Team Planner 
1. Select the entry and use the "Check out and edit" icon to check it out. 
2. The lesson becomes editable to add learning standards, attachments, etc. You must “Check out and edit” to enter lesson plans or select the TEKS.


3. When you save, the entry is "checked backed in."  To continue to edit the 
entry, you need to check out the entry again.
Note:  Two team members cannot edit the same entry for the same day at the 
same time.  If you try to edit the entry that someone else has checked out, Forethought 
will not let you check it out.  
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Copy Week:  This option will only appear in the team planner in Week View.  If selected, the entire week's plans will copy from the team to your own planner.  It will copy like courses to like
             courses.  


[image: ]Click the tiny calendar. Select View Week’s Plans
 to go to week view. 
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All teachers on a team should COPY from the Team Planner to My Planner:

1)  The Standard Coverage Report won't give you credit for your standards if it's only in the team planner.
2)  You can differentiate your lessons for your students if you copy from team planner to your individual planner.
3)  The Team Planner could accidentally get deleted if all of the members are removed from the planner.
[Top]
[bookmark: _GoBack]
image5.png
= [@) nttps://ims.casd.us/panner/

\‘7\X\|ﬂ(}oog&e

Fle Edt View Favortes Took Hep

X corbute [FEdt v EiPosttoBr x  @Convert v

Create Lesson Plans in Team Planner Copy to My Planner - Microsoft Word

ﬂ * il

¢ Favortes | .5 @] http-wwwleam2echakco... 3 Suagested Stes » € | Web Sice Galery » € | Free Hotmal @ | Home € | How to Create an Invoice ...
2% v ) v ) mm v page~ safety~ Toos~ @~
{8 Switch Applications ~ @ Help

@ eduphoria!

< %ea&forethought;remium edition

“ 4 October2012 » » [d. L] SV BB O~ D

Courier New | Jacopy x| B ) W)

X 6

5 S MTWTF s
£ 0123 45 6
|2 7 8 O i) ELEPIRE]
£ 1415 16 17 18 19 20
22 23 24 25 26 27
2820 30 31 1 2 ¢
4 5 6 7 8 9 10

My Lesson Plans

it 7 jessonPlans

)
Paste . I
B

Clipboard 1

nagbCcDd| AsBbcedd AaBhCc AaBbCe AdB A
| Change

No Spacing  Heading 1 =
Styles -

=@ %
N

& Find -

2. Replace

Lt select -

5| Editing

H9-0

L

]

English Language Arts and Reading, Grade 5
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