EZ Lesson Planner

5 Steps for Creating Lesson Plans

Step 1- Login: Type www.ezlessonplanner.com/ezlp  in the address bar of your Internet Explorer (Version 6.0) web browser and hit enter.  You will come to a light blue screen with the title “EZ Lesson Planner” at the top.   Click on “Login” (just under the “EZ Lesson Planner” title), enter your user information (listed below), and then click on “Submit”.

· Login ID: 




· Password: 



· School Code: 





Step 2- Add Your Subjects [Initial Setup]:  Enter the subjects that you teach (one at a time) under “New Subject Name” and click on “Add”.   If you create unique plans for different sections of the same course (e.g. two sections of English I), you may want to create each section as a subject (e.g. “English I, p1” and “English I, p2”).  This step only needs to be done upon initial setup or 

Step 3- Select Your Curriculum Content Areas [Initial Setup]: While on the “Subjects” tab, click on the “next” button to proceed to the “Objectives” tab.  On the “Objectives” tab, select the curriculum content area(s) that you teach from the drop-down list located under “Available Content Areas” (to view all content areas click on the small down arrow in the selection box and scroll down the list) and click on “Add”.

Step 4- Create a Plan: Go to the EZ Lesson Planner menu-bar, click on “Plans”, and then select the “Add A Plan” tab.  Create your lesson plan by completing the applicable fields (described below).  

· Begin Date: Click on the “Begin Date” calendar and select the day that your lesson will begin.

· End Date: If your lesson will last for more than one day, click on the “End Date” calendar and select the date the lesson will end (you may prefer to do just one plan for the entire week).

· Subject: Under “Subjects” select the subject for which the lesson is being created.

· Objectives: Under “Objectives” select the objectives (by clicking in the box next to the selected objectives) that will be covered in the lesson (scroll down to view the entire list).  After you have marked the objectives for your lesson you can view just those objectives by choosing “Selected” (in the box between “Viewing” and “Objectives” located above the right-hand side the objectives list). [We suggest that you print out a list of your content area objectives (see “Print an Objective List” below) to use while planning.  To quickly find an objective in the list, type the beginning code of the objective in the “search” box (located above the objectives list) and click on “go”.]

· Additional Objectives: Add additional objectives for the lesson (not contained in the list) if necessary.

· Plan: Provide the procedures for the lesson.

· Resources: List resources needed for the lesson.

· Homework: List the homework that will accompany the lesson.

· Assessment: List the means of assessment for the lesson.

After you have created the lesson plan, click on “save” (located at the bottom of the page).  Go back into the “Add A Plan” tab if you wish to add more lesson plans.

Step 5- Print Your Lesson Plan(s) (optional): Go to the EZ Lesson Planner menu-bar and click on “Reports”.  Select the criteria (report type, report dates, subject selection) and click on “submit” at the bottom of the page.  Go to the Internet Explorer menu-bar and select “File” and then “Print” to print your report.

Congratulations, you have just mastered the EZ Lesson Planner!  It is our goal to make our website as user-friendly as possible.  If you have any questions concerning the EZ Lesson Planner, please send them to us by responding to this e-mail.

Go to the EZ Lesson Planner menu-bar and click on “Logout” when you have finished your session.  The next time that you log into the EZ Lesson Planner it will open up to “Plan List”.  

EZ Lesson Planner Tips:

· Internet Explorer Version 6.0: The application is designed to work best with IE 6.  EZ Lesson Planner will not have full functionality when it is opened in Netscape or an earlier version of IE.  To check your version of IE, go to Help>About Internet Explorer.  If you do not have IE 6, it can be downloaded at www.microsoft.com/downloads (Internet Explorer 6 Service Pack 1).
· Print Margins:  Print margins can be adjusted to make the printed plan fit onto one page.  Margins can be changed by going to File>Page Setup on the IE menu-bar.  Set your right and left margin as close to zero as your printer selection will allow.
· Save Your Plans: If you need to leave your computer while you are planning, save your plan and go back into it when you return by selecting the “edit” icon on the plan list.  The EZLP application “times out” users (requires users to log back into the application) who are inactive for more than 45 minutes.
· Change Your User Information:  Go to the EZ Lesson Planner menu-bar, select “Setup”, and then click on the “Profile” tab to modify your user information and password (as necessary).  Click on “submit” after changing your name or e-mail address, and click on “change” after changing your password.

· Print an Objective List (including objective codes and the # of times you have taught each objective):  Go to the EZ Lesson Planner menu-bar, select “Setup”, and click on the “Objectives” tab.  Click on the “view” icon next to the content area objectives list that you wish to print.  Go to the Internet Explorer menu-bar and select “File” and then “Print” to print your objectives list.

· Edit a Plan: Go to the EZ Lesson Planner menu-bar, select “Plans”, and then click on the “edit” icon located next to the plan you wish to edit. Make modifications to the plan and click on “save” at the bottom of the page.

· Copy a Plan:  Go to the EZ Lesson Planner menu-bar, select “Plans” and then click on the “copy” icon located next to the plan you wish to copy. Make modifications to the plan and click on “save” at the bottom of the page.

· Filter “Plan List”: Go to the EZ Lesson Planner menu-bar and select “Plans”.   Set the filter criteria (date range and/or subject) found on the top of the “Plan List” tab and then click on “apply”.

These directions (in MS Word format) can be downloaded at www.ezlessonplanner.com/guide/ezlp_teacher_quickstart.doc .  Directions with screenshots can be downloaded at www.ezlessonplanner.com/guides/ezlp_teacher_quickstart_ss.doc .  
If you have any additional questions, contact us at support@k12els.com .
