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Welcome to ThinkCentral!

ThinkCentral is the Houghton Mifflin Harcourt (HMHNYeb site that allows teachers and
students to access digital materials associatddomié¢ or more HMH programs. It also
allows administrators to set up and modify accouems run reports of student, class and
school progress.

A single user name and password provides you atcehgital resources in all subject
areas that your school has purchased, includirgp&zaguides, student eBooks,
assessments, and reports.

Fromwww.thinkcentral.comselect a subject. Then, pick your HMH prograsiicking
the program name will take you to ThinkCentral.

Welcome to Think Cenfrall

Click to indicate which
content you are interested
in. The system will then
redirect you e correct
level of leaming content.

SHUAISHidEs

Py TE
World Languages 5 ¢ i

COresources

Use the GO keyword from
your textbook here.
| 5| HOUGHTON MIFFLIN HARCOURT <5, HOLT McDOUGAL <5, HMH SUPPLEMENTAL PUBLISHERS

Search
i) Coyisht  Hovghton i et Pblhing Company Ters ofUsa Ptvacy ol CotactUs Tecical Spport

Welcome to Think Central!

Excursions Holt Literature & Language
Auts California

Social Sturc’i' S
i \‘\" ,'

World Languages 45 ¢ &

COresources

Use the GO keyword from
vour fextbook here.

%, HOLT MeDOUGAL <5 suprLEMENTAL

& Publishing Company Terms of Use Privacy Palicy ContactUs Technical Support
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Registering for ThinkCentral

As soon as your order has completed processingvilveend you an email containing
your login information and instructions for gettisarted in ThinkCentral. If you
already have an administrator login and are jud¢mng new products, you don’t have to
do anything new; those products will become avélab your teachers automatically.

To check order status or receive an administratoowant, contact Digital Customer
Services at 1-800-210-9157 between 8:30 AM — 5180BH Monday through Friday, or
via email at techcare@hmhpub.com

Logging In
_ Bvaluators click here.
Welcome to ThinkCentral
= : Texas O Our Wgy l‘D._E!'lgIE_H
State: Select a state v evaluators.click here.
District: Select a district »
School: ;Selecta school ¥

I:‘ Remember my arganization

User name: |
Forgot Username
Password:

Forgot Password

Login J[ Self Registration

To access ThinkCentral:
Please note: you may want to bookmark the logirepag

1. Select your state, district, and school.

2. You may elect to chedRemember My Organization This will make
subsequent logins easier.

3. Enter your user name and password.

4. Click Login.

When you log in for the first time, you will be askto answer three identification
questions. This is to assist you if you ever lgser password.
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Accessing the Administrator’'s Welcome Page

The Administrator's Welcome Page is comprised mkelble icons:

» District & Schools allows you to change some settings and createedass
* Reportsdisplays lists of exportable reports on schoolsjeits or classes.
» Usersallows you to create and modify accounts.

* Accountallows you to update product and personal inforomati

District and Schools Welcome,

Manage schoals and classes, move students, and manage setings faryourdistict— District Administrator

\ //.Jf We're here ta help youl
4'( Technical support & frequently asked
guestions

== Create accounts by importing files

Email us

Or call us at 1-800-210-9157

e & Tiovied
Download & print detailed
infarmation about howto
use ThinkCentral, view
animated demos
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Navigating ThinkCentral

No matter where you are in ThinkCentral, it's etsynove around. Tabs at the top of
the page indicate major areas in the product tltimthose on the Welcome Page.

= Help 2+ Log Out

There are four other navigation aids on the topawh page:

* To return to the Welcome Page, click i@nkCentral logo.
* To obtain instructions about the current pagekdfelp.
» To exit ThinkCentral, click.ogout.

The left navigation panel gives you the abilityprform tasks related to key areas of
ThinkCentral. An example is shown below:

.|Manage Districts

» Manage Schoaols

» Manage Classes

» Move Student{s) Class to Class

» Move Student{s) School to School
» Configuration Settings

In general, throughout this product:

» To return to the previous screen without savingryahanges, clicBack.
» To exit the screen without saving any of your clemglickCancel
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Managing User Accounts

Administrators are responsible for creating teagloeounts, either directly or by
delegating that responsibility to someone elsem#istrators may also create accounts
for other administrators (e.g., principals), aridldsired, students. To do this, click
Users The Manage User Accounts screen appears:

Manage User Accounts

~Find user accounts

User type: |Selectallser Type ¥| @ First name: |
FEHS . .
Diistrict Administrator IR L
School Administrator ) User name: |
Teachsr i
. Student :
] show inacoveE SoToOnT [ Find ] [ Clear ]

[ Add... ] [ Import user... ]

From this screen, you may search for users wittiquéar roles by their first name, last
name, or user name. Select a user type from tpddwn list, enter one or more of
these fields, and clickind. Results will appear on a list.
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Creating a Teacher or Administrator Account
To add a teacher or school administrator indiviyyalick Add.... TheAdd a New

User

ONOOAWNE

9.

10
11

screen appears.

Add a New User
User type: i_..Schcc:IAdministrator V"_
School: .;_Z Harcourt Review D A Sch A V_
Title: [or ]
First name: ;.E!ita
Middle initial: [
Last name: |Chavez
Email address: |rchavez@sd123.edu |
Retype emdil address: Irehavez@sd 123 edu |
User name: ;_r_c__lja'r'_ei . Up to 32 characters
Password: |e000ees From 5 to 32 characters
Retype password: :_o...oo. From 5 to 32 characters
Add ] [ Cancel

Select a user type.

If you are the district administrator, select acuh

Using the Title dropdown, enter the salutation i@ml).

Enter the user’s first name in thest Name field.

Enter the user’s middle initial in thdiddle Initial field (optional).

Enter the user’s last name in thast Namefield.

Type a valid email address in the appropriate $ield

In theUser Namefield, enter a unique user name. (All user namestroe at
least 5 characters long and cannot contain spacgseoial characters.)

In thePasswordfield, enter a 5-32 character password.

. Type the same password again for confirmanaheéRetype Passwordield.
. To create the user account, cliakd.

Note: Make sure you make note of the user namgassivord, because you will

n

eed to notify the user.
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Creating Individual Student Accounts

To add a student, clickdd... TheAdd a New Userscreen appears.

NoakwnNpE

1

11.
12.
13.

©Cwox

Select Student as théser type

If you are the district administrator, selec&ehool

Using theTitle dropdown, enter the salutation (optional).

Enter the student’s first name in thigst Name field.

Enter the student’s middle initial in thd&iddle Initial field (optional).

Enter the student’s last name in tteest Namefield.

In theUser Namefield, enter a unique user name. (All user namestibe at
least 5 characters long and cannot contain spacg®eoial characters.)

In thePasswordfield, enter a 5-32 character password.

Type the same password again for confirmation @Rétype Passwordield.
If your school has student ID numbers, enter that in theStudent ID field.
(Limited to 8 characters.)

Select the student's grade using@rade dropdown field.

Enter No Child Left Behind data if desired.

To save the student's data and create the newragcctiok Add.

Note: Make sure to take note of the student’s naere and password; you must
communicate this information to the teacher.
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Adding Multiple Accounts at One Time

You may elect to import a number of teachers adestits into the system at one time. To
do so, from the Manage User Accounts screen, ttigdort user... This screen appears:

Import User

—Import User

An import file may have upto 2500 rows and include school organization IDs. Review
detailed instructions {PDF) on creating an import file.

Type of users: & Teachers O Students

Select import file (C5V): _:

To view detailed instructions on how to createrapart file, clickDetailed Instructions
(PDF). Files must be in CSV format, and structured padicular way. For assistance
with imports, please go tattp://importhelp.thinkcentral.com

To perform an import:

1. Select eitheileachersor Students

2. To locate the import file that you have createatkdBrowse. This will bring up a
standard file browsing window. Navigate to thedian of the file on your hard
drive or network, click on the file, and cli€kpen to select the file.

After you have selected the file, cli€kart Import . You will receive a message letting
you know if the import of users was successfulf trere were any errors.
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Approving Self-Registrations

In some instances, teachers may go through theeggftration process themselves. In
that case, the administrator must still approventhdo do that:

1. Click Users
2. From the left panel, selefpprove Self-Registrations A list of names appears.
3. Click the radio buttons undépprove or Disapprove, and then clickSave

Managing the District

Administrators may change some settings by clickigjrict & School.

* To change the time zone for a given district, datdcom the dropdown menu
and clickSave
* To change the time zone for a school, from therlaftigation panel, select
Manage Schoolsand then click on the school you wish to ediele$t the time
zone from the dropdown menu and clig&ve
* To change user settings, from the left navigatiangh, selec€onfiguration
Settings. Two check boxes appear:
o Allow teachers to create and edit student user acuats is checked as
the default. If you want to disallow this, unchebk box and cliclSave
o Allow teachers to self-registeiis unchecked as the default. If you want to
have teachers register themselves (subject togmunoval), click the box
to check it and then clicRave Please note that this is not recommended.

Choices that district administrators make areliereéntire district. School administrators
may not override them.

Page 12



Managing Classes

To create or modify a class, sel@istrict and Schoolfrom either the Welcome Page or
the top navigation menu, and then, from the lefigetion panel, clickManage Classes
The Manage Classes screen appears.

From this screen, you may find a class or add one.

To find a class, from their respective dropdowtsliselect &chooland alTeacher, and
then clickFind. The class name list appears.

Manage Classes

—-Find Classes
School: ["ZZ Harcourt Review D ._V-_
Teacher: ["arnit, teacher _V-_ [ Find ] [ Clear ]
-Classes
HName Teacher Grade Period Status
Class 1 teacher amit 1 3 Active
Class 2 teacher amit o o Active
1-2of 2 Records

Add Class. .

« Tore-sort the list of classes by any categorgkatine of the column heads.
To edit a class, click its name.
« To add a new class, cligkdd Class
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Adding a Class

The Add Classpage is divided into two main sections. The tothefpage contains
details of the class, including the class namedastription. The second portion of the
page is a list of HMH products that are availablgd@u. To make any product appear in
the class library for students to browse, checkbtirenext to its name and cli@ave

Add Class

+/ 1. Define class details

School : ZZ Harcourt Review D ¥

Teacher ; amit, teacher bt

Class Namea: Description:

Grade: Select a grade v

Period: All

(® Activate ) Inachivate
Check the programs or products to put in the students' library:
i Include |Product ISBN
B HSP Science Online Assessment G1 9780153832468
O Tennessee Science Online TE G1 9780153832413
|3 Student eBook Grade 1 9780153612596
O Unit Resources Folder G1 9780153852527
El Student eBook Grade 2 9780153612602
O Student eBook Grade 3 9780153612619
= Professional Development Videos for Podcasting 9780153613173
] Professional Development Videos for Podcasting 9780153613173
El Harcourt Mega Math GK-6 9780153663963
0 Harcourt Mega Math GK-6 9780153663963
L Save J [Cancel ]L Assign Students > J

Defining the class details

Select theschoolandTeacherfrom their respective dropdown lists.

Type in a unique name for the new class inGleess Nameentry field.

Select a grade from ti@rade dropdown list.

Type in the class period in tieriod entry field.

Type in the description of the class in thescription entry field.

Decide on the availability of the class by choositgerActivate or Inactivate.
Select the products that you want to make availabtbe class by clicking the
check box next to the appropriate product titles.

To save your changes to the class without creatisigident roster, clicRave.
To create a roster of students assigned to the,alsk Assign Students

NoakwnpE

©
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Assigning Students to the Class

Click Assign Students This screen appears:

V' t 1. Aszign stodents 1o class
Class:  MNeil Class
Find studants
Selact students from grade: Al s Find | | Clear
Assign students to class
Students Class Roster
Havenski,Sara = Sea,Nicole &
Johnsan,Pam | Add All = 1 | Smith,Dan
Johnson,Sara 5 [ Emith, Gary
| Acd >
Richards,Henry r— s ——
| < Ramove J
| <= Ramowva All
| B » 3 »
«<<Edit Class J [ Export Class Roster l [ Cancel ] [ Daone ]|
1. Select a grade from ti&elect Students from Gradedropdown list.
2. To view a list of students from that grade, cliekd.
3. To Add Studentsto a class:

* To add all of the students from the list to yowass, clickAdd All .
* To add individual students, select the student@) you want to add to the
class from th&tudentslist on the left of the screen. Then cligkd.*
4. ToRemove Studentdrom a class:
* To remove all of the students from your class kdkemove All
* To remove individual students, select the studgthét you want to
remove from the class from ti@#ass rosterlist on the right of the screen.
Then clickRemove
5. To edit the information entered on the previousepatjck Edit Class.
Note: Returning to th&dit Classscreen will erase any changes you have made
on this screen. To save these changes, you mcasDdne You can then return
to theEdit Classscreen to make changes.
6. To save the new class roster list, clizkne

* You can select more than one student by holdowgndthe Control (Ctrl) or
Apple key on your keyboard and clicking on multgiledents.
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Moving Students from Class to Class

TheMove Students Class to Claspage allows you to remove students from one class
and add them to a different class. When you renstivéents from the source class, the
active relationship between the student and thesakasevered. A new relationship
between the student and the target class is crgai@dding the student with access to
the resources and assignments of the class tlatdie is joining.

To move one or more students from class to cladsct®istrict and Schoolfrom either
the Welcome Page or the top navigation menu, agr, from the left navigation panel,
click Move Student(s) Class to Class

Move Student(s) Class to Class

1. Select Classes

Source Class Target Class
Filter By: Filter By:
School Select a school - School Select a schoal

Grade Grade

Teacher Teacher

Class Class

2. Move Student(s)
Available Student(s) Selected Student(s)

Cancel

1. Select theschool Grade, TeacherandClassthat you are moving students from
in theSource Classirea.

2. Select theGrade, TeacherandClassthat you are moving students to in the
Target Classarea.

3. To view the list of students assigned to each cldigk Show Students

4. To choose the student(s) to move, select themeiAvhailable Studentist and
then clickAdd. The student(s) will appear at the top of #edected Students
list.*

5. To complete the move, clidklove Student(s)and then clickOK to confirm.

ThinkCentral will send an e-mail to the teacherbath the source class and the target
class to inform them of the move. When Meve Successfuthessage appears, clioK
to complete the process.

* You can select more than one student by holdowgndthe Control (Ctrl) or Apple key
on your keyboard and clicking on multiple students.
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Moving Students from School to School

TheMove Students School to Schoglage allows you to move one or more students
from school to school within the district. When ymwove a student from a school, his or
her user account at that school is inactivated,aanelw user account is created at the
school to which the student is moved.

To move students from school to school, sdastrict and Schoolfrom either the
Welcome Page or the top navigation menu, and frem, the left navigation panel, click
Move Student(s) School to School

Move Student(s) School to School

1. Find Available Student(s)

Source School Target Schoal

School Select a school School

<%

Grade Select a grade
Teacher / Class Select a teacher / class v
User Mame
First Name

Last Name

2. Move Student(s)
Available student(s) Selected Student(s)

1. Select theéschool Grade, andTeacherClassthat you are moving students from

in theSource Schodrea.

Select theSchoolthat you are moving students in fharget Schooarea.

To view the list of all students in ttf@purce School/Classlick Show Students.
* To move a single student, type thiest Name andLast Nameof the

student inSource Schoddrea and then clicRhow Students

4. To choose the student(s) to move, select themeiAvhailable Studentlst and
then clickAdd. The student(s) will appear at the top of §etected Students
list.*

5. To complete the move, cliddove Student(s)and then clickOK to confirm.

w N

ThinkCentral will send an e-mail to the teacherbath the source class and the target
class to inform them of the move. When Meve Successfulicreen appears, it will
display the student’s name(s), Id(s) and User Name€(ick Print.

* You can select more than one student by holdowgndthe Control (Ctrl) or Apple key
on your keyboard and clicking on multiple students.
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Generating Reports

ThinkCentral K-6 allows you to generate a numbenepbrts to give you the ability to
track performance by district, class, or students&lect which type of report to run,
from the Welcome Page, or within the applicatiaiestReports.

« To view a description of each report, select itrfrthe list by clicking the
appropriate radio button.
+  When you have selected the type of report you wanin, clickCreate Report.

Reports
Performance Reports Schools Report by Test
& sSchools Report by Test _ , _
P Y Identify how each grade in a school is
0 Grade Report By Objectives performing . View Test results and scoring
information for all classes within a specified
{0 school Report by Objectives schoaol and grade.

{0 Class Report by Standards Mot Mastered
0 student Assessment Report

{0 student Progress Report

{0 student Progress to Standards Report

O sStudent Performance to Standards
Report

[ Create Report ]

While there are some variations due to the diffeesrin types of reports, in general,
follow these steps to run reports:

Select the Report Criteria

1. Select a class from ti@assdropdown list.

2. Select a subject from tigubject dropdown list.

3. Select a test date range of either “All” or “Custbrelecting “All” will display
all tests; selecting “Custom” will restrict the tesised for the report to a specific
date range. If you select “Custom,” enter in datege, or select the calendar icon
and select the desired test date range.

4. Select one or more question types to be includeédeneport in th&elect Test
Details section.

5. Select a standard set from th&ndard setdropdown list.

6. To continue, clickNext.
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Select the Tests for the Report

1. You must select at least one test to be includeddaneport. Tests that are
currently "in progress" are not included on the T® select a test, click the
appropriate checkbox next to the test name.

2. Select the output type. You may generate the regsoain HTML page, an Excel
file, or a PDF file.

3. To create the report, clidRenerate Report

Select Criteria = Select Test

Select one or more tests to be included in the report.

¥ HSP Math California 2009 Assessment Guide Chapter 1 Posttest,Chapter 1 Test

[T HSP Math California 2009 SE Items Chapter 1 Review Test,Reviw Test

Please select below how you would like to see the report output:

& Export to HTHML
i Expart to Excel file

" Export to POF file

< Back Generate Repont |
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Updating Your Account

You have the ability to update many aspects of ymeount information at any time.
While the majority of these fields will never chagou may wish to change some
fields—such as your password—on a regular basisddlso, seledhccount from the
Welcome Page or within the application.

Updating Personal Information

» Select atitle, if desired. Type in your first r@mimiddle initial, and last name in
the appropriate fields. This is how your name Wéldisplayed in ThinkCentral.

* Type in your e-mail address in tBenail addressentry field.

» While your user name cannot be changed, you maygehgour password at any
time. To do so, type in your desired password @Rasswordentry field.

Your password must be between 5 — 32 alphanumieaiacters. Retype your
password for confirmation in tiieetype passwordentry field.

» If you forget your password, the system will chatje you to answer one or more
security questions to prove your identity. You nsay up to three security
guestions. Please remember that your answers intilre® must match exactly
what you type in these fields, so please chooseemshat you can remember
easily. Select questions and type in your answers.

» To update your information, clicRave
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Viewing Products

TheView Available Productsscreen provides you with the ability to see wiaitry
district (or school) is entitled to.

From the left navigation panel on the Account pagpeler Account, selestiew
Available Products.

View Available Products
-Filter Available Products
Grade: |[pre Kindergarten & School: | District Only ‘Z
[ kindergarten Subject: | Al v
OGrade 1 3
OGrade 2
Cerade 3 v Find | [ clear
rAvailable Products
1-20 of 175 Records 1]2134/3/8/7/8/2
ISBN Free Play |Product Name | Grade | Available Expires
9780153512596 X Student eBook Grade 1 1 07-13-2007 07-13-2027
9780153614002 2 2 Enrich with Projects G1 (SE) & 07-13-2007 07-13-2027
Enrich Workbook with
9780153514033 N Projects Grade 2 (Student s 07-13-2007 07-13-2027
Edition)
Enrich Workbook with
Q780153614040 M Projects Grade 3 (Student 5 07-13-2007 D7-13-2027
Edition)
Enrich Workbook with
9780153614057 M Projects Grade 4 (Student 4 07-13-2007 07-13-2027
Edition)
Enrich Workbook with
9780152514064 M Projects Grade 5 (Student 5 07-13-2007 07-13-2027
Edition)
Enrich Workbook with
9780153514071 M Projects Grade & (Student G 07-13-2007 07-13-2027
9780153653985 N fustee onatiMedsko Vel B 07-13-2007  07-13-2027
Grade &
1-200of 175 Records | Pagei“‘i— -_.?OFQ (2 |

First, using thesrade list, click the boxes next to all grades you wianinclude.
Select &chool or (district administrators), select the entirgtritt.

Select a subject from ti&ubject dropdown list.

To view a list of available products that match sle&ected criteria, clickind.

PwppPE
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Often, the list of results may be longer than canlisplayed on one screen. To see
additional results pages, use Begefield located above and below the roster.

To move forward one page, click thimgle rightarrow next to thePagefield.
To move backward one page, click #iegle left arrownext to thePagefield.
To go straight to the last results page, clickrigbt arrow with a linenext to
thePagefield.

To return to the first results page, click te& arrow with a linenext to the
Pagefield.

To jump straight to a specific page in the restadtde, type the number of the
page you want to go to into tikagefield and hit Enter on your keyboard.
You may also jump straight to a specific page ardsults table by clicking
the appropriate number in the list on the righesabove the results table.
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System Requirements

General

PC with 2 GHz processor and 1GB memory, or Machtesh 1.83 GHz processor
and 1GB memory

1024 X 768 screen resolution

Browser must be JavaScript-enabled

Secure SSL connection; Port 443 and 80 must bdexhab

High-speed Internet connection

Pop-up blockers disabled

Cookies enabled

Adobe Flash 10 for PC; Adobe Flash 9 or 10 for Mac

Adobe Acrobat 9 or higher for PC; Adobe Acrobat &ea/ or higher for Mac
Quicktime 7.5 or higher for PC; Quicktime 7.6 foai

Operating Systems

Windows XP (SP 2)
Windows Vista

Macintosh OS 10.3.9, 10.4.11, 10.5.x

Supported browsers

Internet Explorer 6, 7, 8
Firefox 2.0.0.14, 3.x
Google Chrome 1. x

Safari 2.0, 3.0.4, 4.0
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