Submitting a Lesson Plan using CIITS
Step 1: Creating your lesson plan.

Login in to CIITS.  Click on the Classrooms module and select Instructional Materials. On the right side of your screen (below the yellow question mark), you will see the word “Create”, and a drop-down text box.  Select Lesson Plan in the drop-down and click the Go button. This will take you to the Create New Lesson Plan Screen.  There are 5 sections on the Create New Lesson Plan Screen. Below explains what you need to do for each section.

Section 1: Define Properties

Everything with a red star is required. In the title, type your subject and the date (i.e. Biology Oct 18-22 or Spanish I week 12)

In the description box, briefly describe what you are teaching the upcoming week.  This does not need to be long or in depth and can be keywords.

Duration: There is no red star next to duration, but it is to your advantage to set the duration to either 5 days or 1 week (type 5 in the box and use the dropdown that says minutes and change it to days).  This will set the length to the right number of days when you go to drop it in your calendar.

Click the orange Save and Continue  button at the bottom to move on to the second page.

Section 2: Align Standards

This section is optional.  You will continue submitting your standards in your windowpane planner like always.  Some standards (such as EOC) have still not been uploaded into CIITS.

Be sure and click the plus sign to see deconstructed standards.

Section 3: Create Content 

Choose District Template

Select Learning Target get tab and put in I Can statements into text box.

Select Lesson Plan tab to add content such as videos (embed) or website addresses.

Select   Formative & Summative Assessment to add your assessments.
Select Student-Centered Learning Experiences to describe what the student will be doing.

 Select Media/Technology to embed or link videos and websites.

Select  Lesson Details to paste in your lesson plans.
Section 4: Link Related Materials

You may attach a PowerPoint, or handout, or enter the address of a website you plan to use, or embed a video such as a YouTube video. If you plan on linking a powerpoint, or other materials, click on the Create and Link New Materials tab and then attach in the same fashion as you attached your lesson plan.

Section 5: Identify Organizers

This step is optional. It is a good place to document what strategies you are implementing in your classroom. Click the orange Save button when you are done.  Your lesson plan is completed.
Step 2: Scheduling your Lesson Plan.
Once your lesson plan is complete, you need to place it on your Personal Calendar in order for administrators to access it.

Return to your CIITS Home Page (if you are still on your lesson plan page, click the CIITS banner at the very top of your screen)

From your home page, click the Classrooms module and select Lesson Planner.

Select the Personal Calendar by clicking on the Personal box that is located between the line that tells the date and the calendar.  NOTE: We are dropping all lesson plans on the personal calendar!

You may change the view to day, week or month (your preference).
Click the Schedule Materials button.  It is the first button along the left side of your screen.  

Select the My Materials tab (it should automatically open).  

You should see a listing of your materials, including your lesson plans.

Find the proper lesson plan, click on it and drag it onto your calendar.  Continue dragging it until you get to the proper day (Most will be a Monday).  Drop your lesson plan.

That is it.  It will appear as a long narrow bar on your calendar.  If you accidentally dropped in the wrong spot, just delete it and put it in again.  

To delete the plan off your calendar, point at the right edge of the plan (would be on Friday for a Mon-Fri plan).  A trash can appears.  Click the trash can and it will remove it from your lesson plan.  You may also click the edges and drag to increase or decrease the number of days.

When you are finished click on the name of the lesson.  Then click on View Material Detail  
Then click Approve for School Bank
