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Resource Manager

The Resource Manager provides a central location for your personal resources in
TaskStream and for community resources. Within the Resource Manager, you will
also be able to download TaskStream work to your local computer using the Pack-It-
Up Tool and manage your online storage space.

To access the Resource Manager, click the

Programs & Resources

Resource Manager link from the left menu bar or * fft My Programs

+ Standards Manager

from the Home Page.

The Resource Manager is organized into four
areas. The Mybrary - My Work area allows you
to view all the work you have added to

rREsolrce Manager
Mybrary/Cubrar

Web Publication

" Resources

Access and manage your
and resources, Mare..,

© Standards Manager
(@ Resource Manager)

Manage Online Pack-1-Up
Storage

Saue Work Offline
—

TaskStream for published TaskStream lessons. | i e s
The Cybrary - Shared Resources area allows web Publications
you to search for published TaskStream work. o plrmd i I

The Manage Online Storage area provides a
way to manage your TaskStream storage

Y¥ou are using 0% (0 MB) of your file storage quota.

The Mybrary is your personal collection of work - it is
your file cabinet for accessing lesson and unit plans, .
rubrics, web folios, web pages, and files. o

© Go to Web Folio Builder

[ Resource Folios (1)

© Go to Web Folio Builder

[* Portfolios (1)

© Go to Web Folio Builder

[» web Pages (1)

space. The Pack-1t-Up area allows you to T

archive your TaskStream work.

[>  Unit Plans {0}

@ Ga to Web Page Builder

© Go to Unit Builder

[+ Lesson Plans (2)

© Go to Lesson Builder

[* Rubrics (1)

© Go to Rubric Builder

Standards /Goals

Files/videos/Web Links

[ Uploaded file attachments (0}
> Uploaded Videos {Taskstream Video Network) (0}

Note: The Mybrary - My Work and Pack-It-Up tabs are available in the archive section
of an expired TaskStream account. If your account expires, log in as you normally
would to access your TaskStream archive. TaskStream work will be saved up to 6
months after the account expiration dates.

Mybrary - My Work

The Mybrary contains all the documents you have created in TaskStream. Within the
My Work section, there are up to four areas, which are determined by the tool packs
you have chosen to include in your TaskStream account: Web Publications,
Instructional Design, Standards/Goals, and Files/Videos/Web Links.

The Mybrary-My Work tab is open by default. To access the
Mybrary from within the Resource Manager, click the Mybrary -
My Work tab.
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Expanding and Collapsing Sections

To expand a category, click the category
title or the yellow triangle next to the
category title.

To collapse the category and hide the
individual work within a section, click the
category title or the yellow triangle again.

If you wish, you can expand more than
one category at a time to view the work
within multiple sections.

Myb Cybrary

Shared Resources

HManage Online
Sterage

Pack-1t-Up
Saue Work OFfling]

I I

The Mybrary is your personal collection of work - it is
your file cabinet for accessing lesson and unit plans,
rubrics, web folios, web pages, and files.

rary
My TaskStream Work

You are using 0% (0 MB) of your file storage gquota.
Click for usage details.

Web Publications

© Go to Web Folio Builder

[» Directed Response Folios (2)

[* Resource Folios (1) © Go to Web Folio Builder
[ Portfolios (1) © Go to Web Folio Builder
[ wWeb Pages (1) © Go to Web Page Builder

Instructional Design

[*  Unit Plans {0} © Eo to Unit Builder

[ Lesson Plans {2} © Go to Lesson Builder

[* Rubrics {1} © Go to Rubric Builder

Standards/Goals

[» __Standards Target Sets (0} © Go to Standards Manager

Opening Documents from Within a Section

Click the title of a document or file to open it

in a pop-up window as either a printable

version of a TaskStream created document or

as an external file to open or download.

Web Publications

[» Directed Response Folios {4) © Go to Web Folio B

=+ Resource Folios (2}

© Go to Web Folie B

health

[» Portfolios (2)

© Go to Web Folio B

If you click on files that were created
outside of TaskStream, such as a
student handout created in a word

The Incredible Edible Egg

Author: Deborah Lerman
Date Created: 10/17/2001 3:46:35 PM EST

© Go to Web Page B

© Go to Unit Builder

Vital Information

© Go to Lesson Build

processor, that file will be
downloaded. Downloaded files can
be modified in the program in which
they were created. If changes are
made, the new version must be
uploaded to TaskStream.

4-6

Subject(s):
Elementary, English Language Arts, Science

Grade/Level:

Objective(s):

Students will gain knowledge about the characteristics o
Students will evaluate and analyze information to saolve J
good stuff.

© Go to Rubric Buildg

© Go to Standards M.

—

Accessing Tools from the My Work page

You can view work from the Mybrary;

© Go to Web Folio Builder

Directed Response Folios (4)

however, you cannot edit the work
there. To edit your work, you must go

to the appropriate tool and open the
work from within the tool.
Within each section, you will see a link

Web Pages (1)

© Go to Web Page Builder

to go to the tool you used to create that category of work, as pictured to the right. To
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access a tool, click the appropriate link.
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Cybrary - Shared Resources

The Cybrary is a collection of resource lists and searchable databases provided to you
by your learning community.

To access the Cybrary, click the Cybrary - Shared Resources tab e I
from the Resource Manager.

Search for Work Shared by Other TaskStream Subscribers

The Cybrary includes a search form that allows you to find specific work written by
other TaskStream subscribers. All subscribers have access to the site-wide Cybrary.
Some organizations may also have access to a Local Cybrary that will consist of work
published by subscribers from your organization. To find out if your organization is
taking advantage of the Local Cybrary, please check with your organization’s
TaskStream leaders.

Mybrary
1My TaskStream Wark

To search for TaskStream work, enter a title,

author, or keyword in the field provided and e ey s o colcton o e st | | ¥ |
select the type of TaskStream work you wish fearning commnity. M
your search to return using the pull-down S —

menu. Choose the All ltems option if you would Ssh: e SR
like to see all types of TaskStream work. If you 1 ot e s e by sk senr sebebns

only wish to search TaskStream work that was adianced Seanch

created by subscribers in your organization,
select the checkbox for this option. Once you have defined your query, click the
Search button.

The Search Results page appears. At the

top of the page, both the search criteria and [ e 0 e

the total number of items of TaskStream work Aorthorsblank blank. . 1¥dddd 3

that meet the criteria appear. TETSE e gy By TaskatRam vith pamisslon by Blank Blank (7622005
oy e 3 oo st Guclogy

If you have selected to include more than .. test_editor [version 1]

one type of TaskStream work in your search oo s o rsea s

or if the search results include work both E’;‘;'Z“;?;ff{;;?Sf:ME“““’m i pemSsIan by masi bosvmessts

from within your organization and from s———

outside your organization, you will see a . Geslogy Lesson [verson 2

table summarizing your search results. th)dbkm s
Type: Lezson Plan

You will also see a list of TaskStream work e Al e e sechy st mane

that meets your search criteria. You will see a | s s s wrssse

parenthetical notation next to each item
4.2.5
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defining the type of TaskStream work.

Type: Lesson Plan

Click the title of the item of TaskStream work to view it.

Summary: test

2, Geology Lesson ) [Yersion 2 ]
Author: Blank Blank , Hrdddd B

Note: If there is no TaskStream work that match your

search criteria you will receive a message stating No Grade: Grade 1-Grade 2
Work Found. You may need to change your search
criteria.

Advanced Search

The Cybrary also includes an advanced search Search for work shared by other subscribers
option. To access the Advanced Search feature, search (Kepuords, Autha
click the Advanced Search link from the Cybrary Show | Allltems 3

home page. [[] only return items created by TaskStream subscribe

Search Education Websites

Click the Search Education Websites button to access
the Educational Websites area. This area allows you to
find web resources that have been reviewed by

[ w» Search Educational Websites ]

TaskStream.
Select the criteria for your resource search » Soarch Educationsl websites U
and CIICk the Search button resources, lesson plans, or classroom projects. > p

Educational Websites Search

Search by grade, subject, or keyword
Note: You can select any combination of L=y S T et :
available criteria to control your search.

A list of available links will result with a brief description of each. To explore a link, click
its title.

Note: If there are no links that match your search criteria you will receive a message
stating No matches found. You may need to broaden your search criteria.

Copy Published Work

All TaskStream work viewed from the Cybrary can be copied into your account.

Instructional Design Work

4.2.6
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If you have chosen to include the Teaching Productivity Tool Pack in your TaskStream
account, you will have access to lessons, units, and rubrics. To copy a lesson, unit, or
rubric, click the Copy button that is located at the top right corner of the item of work.

Note: Copying a lesson or unit also copies all of the attachments included in the lesson
or unit.

Even if you do not wish to copy the lesson, you can print out a copy of the work. Click
the Print View button to display a printable version of the lesson, unit or rubric.

Web Publication Work (coming in Phase Il, August 24, 2005)

To copy a directed response folio, web folio, or web page, click the Copy button that is
located at the top right corner of the item of work.

Note: Copying a directed response folio, web folio, or web page also copies all of the
attachments included in the work.

To view the web publication in a pop-up as it would appear if published to the web,
click the Web View button. This version of the web publication utilizes the style choice
made by the author.

Shared Resource Collections

From the Cybrary home page, you are able to view shared resource collections that
have been shared with you by a Site Coordinator from your oranization. These shared
resource collections may include web folios and

web pages
i H (133 d by David Parcalli) [view]
These resource collections can only be edited by |, "™ .
the Site Coordinator who created them. S " .
R . . (shared by Malcolm Thampson-1)

However, you can view the resources by clicking | astese -

the title of the shared resource. Bost Practices f)
Boat [Wiew]
(shared by Steffon Izaac) —

If the resource contains a link to TaskStream e o ) fvieu]

work or another document, you can click the link

to open the included file. P

1. 2LPmt [Copy Lesson]

If the Site Coordinator has chosen to allow copying from
this resource collection, you can copy any TaskStream work from within the View
window by clicking the Copy link, as pictured above. If the Site Coordinator has
chosen to make these resources read-only, this link will not appear.

For information on accessing shared web folio and web page templates, please see
the Web Publication guide.
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Manage Online Storage

allocated storage amount.

The Manage Online Storage tool is connected to the Mybrary and is used to keep
track of the amount of space your attached/uploaded files use out of your total

Each TaskStream subscriber is
allocated a certain amount of file
storage space for uploaded documents.
The total megabytes allocated appears
on the Mybrary page along the
percentage of that space you are

anage Pack-11-Up
Hliared Hesooress (J Online Storage )H (Saue Work OFfline)

The Mybrary is your personal collection of work - it is
your file cabinet for accessing lesson and unit plans,
rubrics, web folios, web pages, and files.

Click for usage details.

You are using 1% (0.1 MB) of your file storage qtha)

¥

currently using. To view detailed information about your storage usage, click the File
Storage tab to open the Manage Online Storage tool.

My Work

Manage Pack-lt-Up
H Shared Resources l Online Storage (Saue Work Dffline)

File space used -4y too! & tota!

The main Manage Online Storage page
is an interactive report of your file
storage usage. The graph represents
the megabytes of space you are using
in the TaskStream tools.

File Storage Monitoring Tools

The bar graph shows your file usage in
each tool category and your total usage. s me
Click an tool name to view files in each
toaol category.

20 MB

12 MB

& MB
Your total file storage quota: 20MB

You are using: 1% (0.1 MB) 4 MB
. . OMBOME 01 OMEOME s
To see the lesson, units, folios, or e
(D LB: Lessan E uB: Unit O wiF: vieb B wP: wreb [m]

B
hC: Message)

Center

messages that contain uploaded files,
click tool link either in the bar graph or
in the color coded key below. This list also displays the total size of the files within
each item. For more information about a particular item and the files within it click the
File Info link to the right of the file name.

Builder Folio Builder Page Builder

\ Builder

File Information

The resulting pop-up window will include
the file name, type, and size. From here
you can view the files by clicking View or

delete them to free up storage space by e f;ipf:)a,r:\cmhammmt
Clicking Delete. 2, lapanese poets starter list handout [view] [delste]

File size: 19KE (0,02MB), File type: Word Document

Close window Bl

Lesson Plan: Webquest: Japanese Poets
Attached Files:

Cloze Window

Note: A file attached in multiple locations on the site will be marked as such. Deleting
such a file will delete every occurrence throughout the tools.
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Purchasing Additional Storage Space

As you create your TaskStream documents and receive and send messages you will
find that there are numerous opportunities for you to upload and attach files and
documents that have been created in other applications such as Microsoft Word or

PowerPoint.

To purchase additional file storage space, click the yellow

Purchase Additional Space button.

To purchase additional file storage
space, select a storage amount by
clicking Add to Cart. When done, click
Proceed to Checkout.

You will be prompted to enter your
credit card and billing information. If you
have saved this information in your
Personal Information section on
TaskStream, the information you
entered will be imported automatically.
Please review all fields to ensure that
they are accurate.

File Storage Monitoring Tools

The bar graph shows your file usage in
each tool category and your total usage.
Click on tool name to view files in each
tool categary.

Your total file storage quota: 20MB
You are using: 1% (0.1 MB)

My Work H

Shared Resources 1 [ File Storage

«“BACK

Purchasing additional file storage space:

A5 you create your TaskStream documents and recs-g\.re and send messages
yvou will find that there are numerous oppartunities for you to upload and
attach files and documents that have been created in other applications
such as Microsoft Ward or PowerPaint.,

To purchase additional file storage space, select a storage amount by
clicking 'add to Gart'. when done, click 'Proceed to Checkout'.

10mb Additional File Storage $13.00
25mb aAdditional File Storage $32.00
50mb Additional File Storage $57.00
100mb Additional File Storage $108.00

Add to Cart

Storage Shopping Cart

S0mb Additional File Storage $57.00 [Remove from cart]

Procead to Checkout

Subtotal: $57.00

You will receive a confirmation number for your records, and your file storage quota will

be updated.

Note: Storage prices will vary depending on your subscription type, length, and status.
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Pack-1t-Up (Manage Online Storage)

"Pack-1t-Up" provides the capability to create packages of files that can be
downloaded to your computer. This package will contain copies of the selected
TaskStream work. It may take up to 2 hours to process your package request.
Packages are created in a compressed format: .zip for PC users, and .sit for MAC
users. When your package request is complete, you will receive an email notification
with instructions on how to access the package. Once you download the package to
your computer, you may view your TaskStream work contained in the package
without having to log into TaskStream. If your computer has the capability, you may
transfer this package to an external storage device (CD, zip drive, etc).

Pack-It-Up Overview

The Pack-It-Up process consists of multiple procedures. The initial procedure consists
of 3 steps: selecting the work to package, confirming your selections, and creating the
package. Once the package is ready, you will download it to your computer. This
document will provide an explanation of each procedure in the Pack-It-Up process.

Note: Before proceeding, there are certain things to keep in mind:

» Each package will be available for 30 days. After that point, you will no longer
be able to download the package.

» It is not possible to put the downloaded work back into TaskStream for editing.
In order to edit downloaded TaskStream work, use an html editor.

* Pack-1t-Up will not delete the selected work from TaskStream.

» Pack-It-Up will create a copy of your selected TaskStream work and convert it
to an html format. Any file attachments will remain in the file format in which
they were created. These files are then compressed in a .ZIP or .SIT format.

» To download your package, you will need a decompression utility like WinZip
(for PC) or Stufflt (for MAC). Usually computers have these utilities installed but
you may need to acquire one. The download procedures will include
instructions for obtaining these utilities.

* You are allotted a set number of MyWork || Shored Resouroes [
packages based upon the length
Of your SUbSC”ptlon' The number "Pack-It-Up" provides the capahbility to create packages of files that can
Of unused packages appears on be downloaded to your computer. Once downloaded, you can burn to

CD-ROM (if your computer comes equipped with that capability) and/or

Pack-1t-Up
ge {5aue Work OFflinel

Create a new "Pack-It-Up" package

the Pack_lt_Up page Each save your work to a zip or floppy disk. Read important information
- To start the "Pack-1t-Up” process click here ::- ::' ::'
subscriber may request 5 o o o Belect Uer 1o Povkos
e . I ]
packages per subscription year. | W © @ @ (o0 get 5 packages for sach gaar of gour subscriptinn period) |)

4.2.10
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Creating the Package

Click the Pack It Up tab, located inside the 4th tab of the Mybrary area, to access the

tool.

Step 1: Select Work to Package

To begin the process, click the Select
Work to Package button. You will see
a categorical list of your TaskStream
work.

Click a category to view all titles within.

To choose a file for downloading, click the B s

check box that appears to the left of its
title. For example, to choose a Directed
Response Folio, click the Directed

Response Folio type, then click the check [ wesaures calis (2)

box next to title of a Directed Response
Folio you would like to download.

Click the Next Step button to continue.

Step 2: View/Confirm Selections

You will now see a list of items you
have selected.

To remove an item from this list, click
the Remove link to the right of the file
you want to remove.

To select more work to download, click
the Add Selections button. You will
then return to step 1 to add new
selections to your list.

When you are satisfied with your
selections, click the Next Step button
to continue.

My Work H Shared Resources H Online Storage

Create a new "Pack-It-Up" package

"Pack-It-Up" provides the capability to create packages of files that can
be downloaded to your computer, Once downloaded, you can burn to
CD-ROM {if your computer comes equipped with that capability) and/or
save your work to a zip or floppy disk, Read important information

To start the "Pack-1t-Up” process click here .. ::' ::'

My Work H Shared Resources H ( Pack-1t-Up

anag
Online Storage

(Saue Work OFfline)

G
Step 1: Select what to package®

> Directed Response Folios {3)

[> Portfolios (2)

Web Pages (1)
M My Course Syllabus

[> Unit Plans (1)

Pack=1t=Up

My Work H Shared Resources H

Online Storage l (Save Work OFFline)
. o » e
- View/Confirm
oo 222 Gl
o W Selections

[(Add Selestions |{( Hent Step © )
Step 2: Confirm your selections

File Name /Type

new lesson with a link [Remove]
Leszon

this is a new lesson [Rermove]
Lesson

Best Performance Standards [Eemowe]
Rubric

Office Performance [Remove]
Rubric

test for 4-18 [Remaove]
Rubric

test for 4-18% [Rermove]
Rubric

My Course Syllabus [Rermove]
web Page

2:::'tfolin Class Profile Form [Rermove]

4211
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Step 3: Pack-It-Up Options

In Step 3, you will set the options for
your package.

Choose the file format for your package
that complies with the type of computer
you will use to download. If you are a
PC user, choose the .ZIP option. If you
are a MAC user, choose the .SIT
option.

Note: The download section will cover
decompression utilities and procedures.

Choose the method for which you would

Pack-lt-Up

My Work H Shared Resources H

Manage
Online Storage

[Saue Work OFfline]

. o ol ) . » i
@ Select ., e, e, @ \:.\ﬁu_. Confirm ., 0, “o, @ }im_k &
@ Selections o o o Send

[G Preuvigus Step J [ Continue ]

Step 3: Pack-It-Up options
In what format would you like to package your work?

" PC users (ZIP file) more information
" Macintosh users (SIT file) more information

It may take up to 2 hours for your package to be processed. How

would you like to be notified when your "Pack-It-Up" file is ready?

" Use my TaskStream Message Center account

T Use my external email |jajonesy@yahoo.com
-

[(@ Previous Step | [ Continue |

like to be notified when your Pack-It-Up file is

ready. You may choose to be notified through your TaskStream Message Center or
through an external email address. If you choose the external email option, you must

supply an email address.

Click the Continue button to proceed.

Confirmation

Once you click continue, a confirmation
screen appears with options to visit the
Pack-It-Up home page or the Mybrary
home page.

Click the Go to "Pack-It-Up" home

Existing packages |
File /Contents Status

[ Pack=It=Up

My Work “ Shared Resources “

Hanage
Online Storage

(Save Work OFfline)

Packing up your work can take up to two hours to complete, You will receive
an e-mail notification via the TaskStream Message center when the package
is available for download, You can also go to the "Pack-It-Up" home page to
check on the status at any time. Please note that the Zip file with your
work will only be available for download for 20 days.

© Go to Mybrary home page
© Go to "Pack-It-Up" home page

page to view the status of your
package request. “Being Processed”
will appear in the status column until
your package is ready. The download

Package-11-KG362224P4.zip
[Wiew details] Being Processed
PackUp date: 9/16/2003

button remains grayed out until the package is ready to be downloaded.

To confirm the contents of your package,
click the View Details link under the
package name.

Package Details

Package-J1-KG362224P4.zip
Date packaged: 9/16/2003
Status: processing...

Package Contents

Name of work File type

My Course Syllabus

4.2.12
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Notification

Once Pack-1t-Up has completed the
creation of the package, you will
receive a notification email in the
location you specified in Step 3: Pack-
It-Up Options. The image at the right
shows a notification via TaskStream’s
Message Center. The email message

Messages

Delete Message

Your TaskStream

B4 r Packaqe is ready for

pick-up.

Manage Felders

I [ | My Inba x

‘MDVE Messages(se\edfulder)j

Systern Administrator /16/2003

includes directions for downloading your package.

Downloading Your Package

Once you have received the notification that your package is ready, you may download

the package from the Pack-It-Up area.

Access the Pack-It-Up home page and
click the Download button next to the

package. Notice that once the status [ewdotals] Available
column contains the word “Available”, the | Package-13-ka362224P4.zip N

PackUp date: /1672003

download button becomes active.

Package-J1-¥VAM2760UR.sit
[wiew details]
PackUp dat=: 9/17/2003

Package-]1-61P35G8IHS5 .zip

Being Processed

A pop-up window will likely appear containing E
downloading prompts. The image at the right B e e
illustrates what a PC user may see. You have the e et

option to save the file to your machine, open the file

from its current location, or cancel the download.
Choose Save if prompted to do so.

File hame: Package-JJ-KG362224P4 zip
File type:  Wirip File

Wiould you like to open the file or save it to your computer?

Note: Depending on your browser, platform, and tpen [ Seve ] concel | Moeirio
operating system, you may or may not see a pop-
up window with downloading prompts. Your

machine may download the file to a predetermined location without any prompting.

W Alwaps ask before opening this type of file

Opening and Viewing Your Package

In order to open and view your downloaded file, you will have to decompress it. The
decompression procedure depends on several factors. This section will give a broad
overview of how to open the file and how to view your downloaded TaskStream
work.

4.2.13
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Decompressing the File

Most computers come with the necessary decompression utility installed but if yours
does not, access the Software area of Cybrary. If you have chosen to receive your
package as a .ZIP file (for PC), you will need WinZip to decompress it. If you have
chosen to download your package as a .SIT file (for MAC), you will need Stufflt: to
decompress it.

ZIP and SIT files are "archives" used for distributing and storing files. ZIP and SIT files
are compressed to save space which makes them ideal for grouping and transporting
files quickly.

Note: Your computer may be set up to decompress the file immediately after it has
been downloaded.

If the decompression utility is installed on your machine, you will be able to double
click the .ZIP or .SIT file you downloaded to open the utility. The image to the right
shows an example of what a .ZIP file would look like on a PC.

If prompted to do so, extract the files in a location you will be able to find. The files will
be extracted into a folder titled, “My TaskStream Work”.

Viewing Your TaskStream Work

To view your downloaded TaskStream work, double click the file titled,
“package_menu.html”.

A Table of Contents window appears Table of Contents

displaying the downloaded Work packaged: 6/16/2003

TaskStream files. Click a title to view

. Title Type of Work

that file.
My Course Syllabus \Web Page
new lesson with a link Lessan
this is a new lesson Lesson

1 Portions of this software are Copyright 1990-93 Aladdin
Systems, Inc.
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