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Guide to Managing Online Work
Introduction

1 Introduction

The Purple Mash online work browser is designed to be both powerful and simple to use.

This manual will guide you through the management of files and folders, including the use of shared

folders.
This manual uses the following definitions:

¢ Afileis anindividual document stored on the system. It may be a piece of work created within

Purple Mash or a document created outside Purple Mash, which is stored on the Purple Mash system.
® Afolderis avirtual container. It may contain many different files. It can also contain other folders.

Teacher users will often wish to add comments to children's work. Click here for details on how to do

this.

Need more support? Contact us:
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2 Managing Folders

Folders are virtual containers in the filing system.

This section deals with how users can create, rename and delete folders.

2.1 Folder Types

There are five "master folders" at the top of the filing tree. They are Class/3S/Pupils
permanent and cannot be deleted or renamed. |||@|
They are called: Staff, School, Group, Class and My Work. > [&] My Work

v @ Class
The folder structure is shown here: L ER e

> [ e
» r&| Schoo

» r'ﬂ Staff

In order for a user to view the folder structure, the 'Shared Folder' setting must be ticked for that user
within the Create and Manage Users tool. If the 'shared folders' check box has not been ticked, they will

only see their work (i.e. the contents of their 'My Work' folder) and the folder tree will be hidden.
Teachers can comment on any piece of work done by pupils.
The folders have different purposes:

My Work

'My work' is a folder for a user's own work. Teacher work folders are private. Children's work can be

viewed by teachers. The same applies to the sub-folders.

Class

Class folders have two functions:
1. They can be used to share work across an entire class.

2. They allow teachers to see work that pupils have placed in 'My Work': Teachers assigned to classes

Need more support? Contact us:
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Managing Folders

will see a subfolder for each class they are assigned to.

The teacherin the example above has been assigned to 'Year 1' and therefore can see an automatically
created folder called 'Year 1'. All work saved or moved to that folder can be seen by the entire 'Year 1'
class. Comments on the work will only be viewable by the teacher and by the pupil who created the

work - pupils cannot view comments on other pupil's work.

Teachers and pupils will only be able to view the folders for a class if they've been assigned to that
class. They can open up the work of other users in a class folder, edit the work and save it in their own

folder as a new piece of work.
The folder will also contain folders for the pupils:

These folders correspond to the 'My Work' folders for each pupil - so when a pupil saves work to 'My
Work' you will be able to see it in these folders. Only the pupil and teachers assigned to that class will
be able to see work in one of the pupil folders. Teachers can move work out of the Class sub-folders
and into another folder. Pupils can only move their own work in or out of the Class sub-folders. Pupils

cannot delete or rename another pupil's work. They can do that to their own work.

You cannot place work directly into the classes folder or create sub-folders in the classes folder.

Group

A group is a collection of pupils and staff, which can be cross-class Group
and cross-school. If you are assigned to a group, you will see a sub

folder that corresponds to that group in the groups folder. In the .
p group group add g
example below, the teacher has been assigned to 'Maths Club":

s #
B

| mb

Need more support? Contact us:
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Teachers and pupils will only be able to view the folders for a group if they've been assigned to that
class. They can open up the work of other users in a group folder, edit the work and save it in their own

folder as a new piece of work.

Any work saved or moved to Maths Club will be seen by all pupils in that group. Comments on the work
will only be viewable by the teacher and the pupil who created the work - pupils cannot view
comments on other pupil's work. They can only view comments on their own work. Work cannot be
saved in the group folder itself, only in the sub-folders of the Group folder. Teachers can move work
out of the Group sub-folders and into their folder. Pupils can only move their own work in or out of the
Group sub-folders. Pupils cannot delete or rename another pupil's work, they can do that to their own

work.

School

The School folder allows work to be shared across an entire school. Work school/Activities for the school

saved in these sub-folder will be viewable by the entire school: R

‘. Addfolder || C=9)|

Staff can create any number of sub-folders within this folder. Comments

> m My Work
on the work will only be viewable by the teacher and the pupil who . R
dass
created the work. Work cannot be saved in the School folder directly, , o

only in the sub-folders of the School folder. Teachers can move work out oo

of the School sub-folders and into their folder. Teachers and pupils can
open up the work of other users in a School folder, edit the work and [ Work This Term

save itin their own folder as a new piece of work. Pupils can only move > [ staff

their own work in or out of the School sub-folders. Pupils cannot delete

or rename another pupil's work. They can do that to their own work.

Need more support? Contact us:
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Staff

The staff folder allows useful documents to be shared, such as lesson Staff

plans, proformas and guidance material. The Staff folder is visible to all

staff within a school: ‘ Add folder ‘ ‘@‘
Staff can create any number of sub-folders within this folder. They are > [&] My ok
able to upload any file types they may find useful for themselves or > e
other staff members. All staff can access the files in this folder but can ’ Group
not edit the files unless they copy the file and save it. ? Sehoo!
v Staff
[[7] Leadership
[:I Strategy

EI Whole School Planning

Need more support? Contact us:
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2.2 Creating Folders

Folders are arranged in a tree structure.
Any folder that a user creates must sit inside a "parent folder" - that is a folder higher up the filing tree.

Note: It is not possible to manually create My Work, Class Folders, Pupil Folders, Group Folders, School
Folders or Staff folders- these are "master" folders that are automatically created by the User
Management tool when you add new classes. You can however create sub-folders within My Work, or

within existing Class Folders, Pupil Folder, Group Folders, School Folders or Staff Folders.

Pupils will only be able to create sub-folders within their My Work folder. Teachers or administrators

will have greater permissions to create folders elsewhere.
To create a new folder

1. Choose the parent folder in which it will sit by clicking once on that folder.

e

2. Click the'' in the Folder toolbar (see image below),

3. Name your folder by clicking in the white rectangle and typing the name for the folder, then click OK.

R Eliaes H@
> m My Work

Create new folder [ |

> School R
) New folder name a
. @ Staff
[j Mark
> m Free Saves

Need more support? Contact us:
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2.3 Renaming Folders

To rename a folder:

1. Click on the folder that you wish to rename,

2. Click 'Rename’' within the menu toolbar @(see image below),

3. Click in the white box that appears and edit the name for the folder,
4. Click "Yes" to confirm the new name.

Itis not possible to rename the master folders:

* My Work

¢ Classes

® Group

¢ School

e Staff

Managing Folders

Itis also not possible to rename class folders and pupil folders as these are generated automatically.

Sub-folders within class folders and pupil folders can be renamed.

‘ Add folder H @‘
v [Z] My Work New

> @ Class N
> Group

# Move
> School

> [y Staff

Need more support? Contact us:
Tel: +44(0)208 203 1781 | Email: support@2simple.com | Twitter: @2simplesoftware

€)simple



Guide to Managing Online Work

2.4 Deleting Folders

To delete a folder:

1. Click on the folder.

2. Click "delete" on the toolbar ‘@(see image below).

3. Click Yes to confirm.

Note: If there are files or other folders within that folder, they will be deleted too.
Itis not possible to delete the following folders:

e My Work

® Classes

® Group

¢ School

o Staff

Itis also not possible to delete class folders and pupil folders.

Be careful when deleting folders. Folders that are deleted cannot be recovered.
| Add folder H @‘
v [Z] My Work New
D’ This terms work -
“]]] EEE
> @ Class o
> Group

> School
> @ Staff

Rename

# Move

Need more support? Contact us:
Tel: +44(0)208 203 1781 | Email: support@2simple.com | Twitter: @2simplesoftware
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3 Managing Files
Files stored on the system are displayed in the large section to the right of the folder tree, and the
display will show the files contained within the folder currently selected in the folder tree. To selecta

folder and see its contents simply click on it.

Using the file manageritis possible to open, upload, move and copy, search,and rename files, by using

the toolbar.

Itis also possible to change the way that files are displayed, switching between Icon View and Table

View.

Teachers can add comments to work and edit the comments easily.

3.1 Toolbar For Managing Files

The File Manager toolbar is used to perform a wide range of actions in respect of files.

Itis highlighted in red in the picture below:

(Please note that this is showing Icon View and not Table view).

M L O
ﬁ Maowve -’;j Mark
| I Gﬁﬂ ) ﬂﬂ} -o Tag % Set Comments
< E%% < %m :l:' Set Judgements !I Set Rewards
Certificate  4F e to mm MBRERING Animals Test E“ Report
'F Create resource
\ ] @ oele
? ) Gﬁ m Delete 9"-4--“
G -w .

The toolbar allows users to perform the following functions on files:
¢ Delete. Delete the selected file. See the section Deleting Files.
® Tag. See section Tagging.

® Mark. This allow you to preview a selected piece of work, add comments, rewards and judgements to

it. See the section Teacher Mark/Correct.

e Set Comment. If afile(s) is selected, an edit comments box will appear where you can comment

about a piece of work. See the section Commenting on Work.

Need more support? Contact us:

.
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Set Judgements. If a file(s) is selected, you will be able to assign curriculum objectives/outcomes to it

and make a judgement. See the section Judgements.
® Report. See the section Report.
® Print. See section Printing.

¢ Upload. This allows a user to upload files to the file manager from their computer. See the section

Uploading Files.

® Rewards. If a file(s) is selected, this will allow the user to attribute rewards to the file. See the

section Rewards.

¢ 2Displayboard. This allows you to put a piece of work on a displayboard. You will get a choice of
existing displayboards that you have access to. For more details of displayboards, see the

displayboards guide.

® Create resource. This allows users to upload a new resource to publish in the Resource Library and

share with other users of Purple Mash, should they wish.

® Show table/Show icons. This is explained in Icon View and Table View.

¢ Refresh. This will refresh the user's view of the file manager.

e Setting 2Dos - An option to set work as a 2Do appears when a file is highlighted.

Alban Squires

Made by

B oseo (@)

Need more support? Contact us:

.
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3.2 Opening Files
To open a file, double-click on the file.

(Icon View)

My Work

‘/ Add folder ‘ ‘@‘

> [s8a Class
> Group My Quiz for th... 4"
> School
> [ Steff

> [E Free Saves

Test

(Table View)

My Work

[ Add folder ] . ‘ File ‘ Program «
=

Made by ‘ Modified ‘ Tags ‘ Cd

@
> Cl R
484 Class S '\://' Thu, 18 Mar _
T N 2021 15:51 ma e <
’ Group My Quiz for the cl... , SPL:]I::S ' *1

> [a] Staff

Need more support? Contact us:
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L] L]
3.3 Uploading Files
Using the upload feature means it is possible to upload any file from your computer's hard drive to the

Purple Mash file browser.
To upload afile into the file manager:
1. Navigate to the folder that you want the file to be in.

2. Click on the 'Upload' button (see screenshot below).

My Work H:H

Made by - a4 Juskgarn

3. Thenclick on the "Select Files" button to select files. In most browsers, you can also drag and drop

files onto the button:

Modified q

Upload documents [ X] B
i i
' '
1 \
H 1

' -

i | Lp
izt | 1 | i
' '
o '
ot 1 Drop files here or click to browse your computer :
3 b . a

= | Reminder - when you upload material you should respect other people's copyright and
Purple Mash's terms of use - otherwise materials you share may be removed without

notice.
Certmcawe | ‘ Squires ‘ ‘ ‘

4. Adialogue box will appear allowing you to select files to upload.

& Open =
@‘ . <« Documents b 2simple b 2code = | 43 W Search Zcode £
Organize = New folder =~ Al @
¢ Favorites — Documents library oaarce by | Falder =
@ Creative Cloud Fi 2code :
B Desktop Name Date mo:
& Downloads |
£3 Dropbox £ ﬁ robot.psel 29/09/201
5 Recent Places |8 template propertissaxisc 16/12/20
5 2Code Quick Start Teacher Guide.docc 28/04/20]
i Libraries
[Z Documents
@ Music
=) Pictures
=) Subversion
B videos
-
8 Computer - = | :
File name: template properties.xisx ~ | Al Files -

Need more support? Contact us:

-
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5. Once your files are selected they will be upload automatically. You will then be returned to the
above dialogue box with a list of the files you uploaded. From here you can optionally select more files

or click the close icon to close the dialog.

i Upload documents [g] I

[

Drop files here or click to browse your computer

How to use Logo.pdf 3258  Cancel Retry = Remove

Reminder - when you upload material you should respect other people's copyright and
Purple Mash's terms of use - otherwise materials you share may be removed without
notice.

L I\ I I I

L

6. Once you have closed the dialog box, the documents you have uploaded will appear in the folder.

‘Program A | Made by ‘ Modified ‘ Tags ‘ Comment Judgem... Rewards

pdf file \\3/'/ ;g?fzﬁg None None None
Alban :
How to use Logo
Squires

Set 2Do

Need more support? Contact us:

-
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L] [ L]
3.4 Moving & Copying Files
There is a difference between moving a file and copying a file: If afile is copied, the original file will

stay where it was, and a copy will be generated. If afile is moved, the original disappears.

To move or copy files:

1. Select the files you want to move using the mouse and drag them into the desired destination folder:

Add folder Program ~ | Made by ‘ Modified ‘ Tags Comment Judgem... Rewards
v =
- Rdf file B/ W A None None None
2021 14:53 nn
> b P— Alban Skt hkkhk IV

Squires
’ erove Set 2Do

> School
> [@y staff i =

(T
> m Free Saves - iﬁ' ‘/7\‘
Thu, 18 Mar

Alban 2021 16:00

Test , Squires
Set 2Do

. - & \

@
»
»
»
"

A\

2. Select whether you want to move the work or copy it:

/ii“\
| XK. .
Move or Copy <T b *

Move or copy 2 items to '35'?

‘ Set 2Do H@‘

Howv to use Logo f

Copy

i B
Illr \I
| .

Pupils cannot move or copy other pupils' work, they can only move their own work. Teachers can move
and copy work out of the class, group, staff and school folders and into their folder.

Pupils can, however, open other people's work in the shared folder and save a copy of it in their own
folder.

Need more support? Contact us:

.
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3.5 Searching

There is a search bar at the top of the file manager that allows users to search any particular folder for

any file by name, tag or author (see the area highlighted in red in the screenshot below).

Sharing Teachers J

My Work

Program . | Made by Modified Tags Comment Judgem... Rewards
Add folder

=
|
v E!.IT - 8 Jman,-
2Quiz Thu, 18 Mar

L 2021 1551 maths |
> 35 Alban -
& My Quiz for the class P : -

> [ #] Group a
L e Set 2Do )
Scool |

> [gg) Schoo

> [ Start ﬁi_g‘l_\

None Mone

Just start typing the name of the file and it will automatically appear - you don't have to type in the full

name, just the first few letters should be enough.

Advanced search:

Next to the search bar there is an 'Add filter' button. Clicking on this will provide you with the advanced
options you can see in the screen shot below.

(@) search this folder Filter by program
OEeam‘ muitiple class/group folders D Hnmete [I sCeuiate D et DZCnds
Show D 2Connect D 2count D 2Create a Story l:‘ 2Design & Make
D Show judged work |:| Show un-judged work D 2diy [I 20150 D 260 [l 2Graph
l:‘ Show commented |:| Show uncommented D 2Handwrite D Znvestigate D 2Question l:‘ 2Quiz
I:l Show handed in I:‘ Show not handed in D ZRespond I:l 2survey D Ztype I:l 2wirite
D File Uploads D Logo D MashCams I:‘ Music
D Painting Tools |:| PDF Annotator D Publishing Taols |:| Python in Pieces
D Score DTB\)ETGGHS D Table Toons DTexchm\k\t

Search multiple class/group folders:

Clicking this check box will open a screen where you can select which class or group folders to search.
The default is 'Search this folder' which searches the folder that you are currently in.

Filter by judgement:

The option to filter by judged and non-judged work.

Filter by comment:

Expanding this bar will allow you to filter by uncommented or commented work.
Filter by hand in status:

Clicking on this bar will allow you to filter files by handed in or not handed in status.
Search by program:

Simply type the name of a program in Purple Mash (2Go, 2Code etc) and any files in that folder that
have been created in that program will be shown.

Need more support? Contact us:

.
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3.6 Report

Reports of all files saved in a folder can be viewed within Online Work.

You need to first click on the Report button seen below.

| File Program «

.
Made by ‘ Modified ‘ Tags | hMove £ Mark

:I < ‘Tag %Set Comments
@ ’ . 513 Set Judgements w Set Rewards
( . - =
20uiz Thu, 18 Mar
o 20211551 | ([EEEE 5, Report
My Quiz for the class ;‘ ba:
Squires

o @~ Create resource
Set2Do | () Y
T m]] Delete o Inspect

(ooc .‘ I

Once clicked you will be able to name your report and also choose if you would like the report to open

4

as a spread sheet (Excel) or as a PDF.

\ \ \ \ =

Create a report for this folder (%]

Title: My work | B

as:

"~ Report type:
: =3 -
Selected items only: I P

Create Report

\ U T = I

@

Then click the Create Report button.

H A B c D E
When you open your report you will be able to see. e . L e
2
3 File Program Made by Date Comment
H 4 My game Pairs John 17-03-2016 12:36 Great work
d FI I e na m e . 5 my face Mash Cam John 24-02-2016 16:12
6 |Fireman Mash Cam John 24-02-2016 14:46
7 |history pup John 12-02-2016 15:27 See me
[ ] Wh i Ch p rogra m h as be e n use d 8 |Fish 2code Peter 03-02-2016 15:05 Well done
* 9 |Driving 280 Peter 02-12-201511:14
10 [Maths 2tabletoons Peter 01-12-201512:12

Who created the file.

When it was created.
® Any comment a staff member has added.
® Judgement.

® Rewards.

Need more support? Contact us:

.
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[ L]
3.7 Printing
You can print files saved in a folder within Online Work.

First you will need to click on those files you would like to print. You can select multiple files by holding

Ctrl while clicking.
Please note you can currently only print the following file types.

2paint, Publishing, Mashcams, 2connect, 2write, 2question, 2go, 2count, 2code, 2graph, 2animate,

2calculate, Paint-projects, 2paint a picture and 2design+make.

A
Program + | Made by Modified o h Move

st 0 Tag 'Q Set Comments
.f/ir\\ m SetJudgements ' Set Rewards
" AN o

2Quiz N / I |
My Quiz for the cl... ’ SAlbam 2 * %‘ P
quires
v -@- Create resource @ 2Displayboard
Set 2Do ! playl

’3(7 ﬁfﬂ Delete
S = H |

Once you have selected your files, click the Print file(s) button.

You will see a Print work box popup (see screen shot below), where you can name your PDF and also

choose if you would like to include comments and file details on the print out.

The file details shown are the name of the file and the name of the creator of the file.

Print work

PDF filename:

(o8]

‘ My Quiz for the class ‘

Include comments and file details: D

| SR | |

Finally click print and this will create a PDF file for you to print.

Need more support? Contact us:

.
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3.8 Tagging

Tagging files is available within Online Work.

Guide to Managing Online Work

This feature will allow you to quickly and easily sort your files in your online work folder.

First you will need to click on those files you would like to tag. You can select multiple files by holding

Ctrl while clicking.

Once you have selected your files, click the Tag button.

ELJalclle)

b
Move

El_& Set Judgements

i %} Report

b
:Q: Create resource

= -ﬂ.ﬁ Delete

! Set Rewards

-—
n Print

@ 2Displayboard

Here you will see a box shown, where you can add your tags.

Program « | Made by ‘ Modified ‘ Tags ‘ ‘Comment Judgem... Rewards
@ 2Quiz I z’ i ;T];llf:-/;r = None None
My Quizforthe cl.. ¢ S/:‘SZ‘S h & . 23 34 - L ;
s o )
‘ set2bo | (9| F
=
I"z“l Tue, 27 Apr
docx fil N g
— , ocx file S/:‘:)‘:S 2021 11:36 None =, * ** v L kk None None
o o )
‘ Set 2Do H @‘ =T
M =

You can type as many tags as you would like in the box provided, simply press enter to start a new tag.

Here you can also delete tags by clicking the X next to the particular tag.

Then click Save Tags.

Need more support? Contact us:

Tel: +44(0)208 203 1781 | Email: support@2simple.com | Twitter: @2simplesoftware
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1 1 ] - s 1 S B 1 | _ T I

Tag 2 files ’

cocm
| |

Once your tags have been added you will be able to see them in you Online Work folder.

(Icon View)
=) (= (T (=)
Alban Squires
Made by /1 ]‘
L€ o™
H ] set200 [ ()
Test Program docx file
Modified 27/04/2021
Rewards None
' Judgements  None
Tags m|
|
How to use Logo Comments
g
S Ir e ek
-
© |
(Table View)
Program ~ | Made by ‘ Modified ‘ Tags ‘ Comment Judgem... Rewards
. Great work
z ‘
y Tue, 27 Apr M i <
2Chart _Computin.., .
chiaq | 20211045 Ceemesin] &= *hthkAX 'V =) -
o i -
F -
My Flow Chart 4 e .
@] setzoo | :

When searching using the search bar, you can type in the tags and quickly locate the files needed.

Need more support? Contact us:

-
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3.9 Renaming Files

To rename afile, select the file you want to rename by clicking on its title and edit the text.

Any change you make will save automatically once you click off the text box.

My Flow Chark 4%

\.2/ Set 2Do @

Need more support? Contact us:

.
Tel: +44(0)208 203 1781 | Email: support@2simple.com | Twitter: @2simplesoftware e SImp I e



Guide to Managing Online Work
Managing Files

L] [
3.10lcon View and Table View
There are two ways files can be displayed, namely Icon View and Table View.

By default, teachers will see Table View however their preference is remembered once they use the

toggle button (see screenshots below):

(In Icon View)

p
Class/3S/Pupils/Child 1 Jones O @)
—_— Child 1 Jones
Add folder @ ( )
Made by z
. L
> | & | My Work r
. @ %’ g -
v 3y s Set 200 )
. E‘ s My Flow Chart 4 My Number pairs f... Making Choices Program 2Chart
b Modified 27042021
e E-.’.' Pupils
Rewards T

> [&] Child 1 Jones
Judgements

[
& | Child 2 Smitt
> l ‘L'\Itllénll'\ Camman: e

(In Table View)

Class/35/Pupils/Child 1 Jones m\ 5 Cl©

Rewards

Program Made by Modified Tags Comment Judgem...
addtolder (@) e - | | o | :

v
> | & ] My work L

b
v E' ( )

. Ei 35 o Child 1 et -l * ** - “_ o

My Flow Chart

v @mms = (
Set 2Do @|

Table View
This brings up a list of files including:

® Name of the file

Program that created the file
Made by
Modified

® Tags

® Comment
® Judgement
® Rewards

The Table View can be sorted by any of these columns by clicking on that column header.

Need more support? Contact us:

.
Tel: +44(0)208 203 1781 | Email: support@2simple.com | Twitter: @2simplesoftware e SImp I e
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Class/3S/Pupils/Child 1 Jones @ J I |O| @

Add folder @|

v
My Wi
> [Z] My work
B
v ﬁ Class ( )
\ y Tue, 27 Apr

2¢h /
v a2y 35 . Child 1 20211045 -1 * ** - L ©
.'e

Modified ‘ Tags Comment Judgem... Rewards |

'Y Great work

My Flow Chart e

v [s@g] Pupils = \ -.
szon | @)

Icon View

Shows only a large image of the work and the name of the work. However, more information on a
particular file can be quickly displayed once afile is clicked; file details will appear on the right of the

screen (see image below).

| BEIE
Child 1 Jones
Made by i/ \‘.‘
Hjc = -/
= || — N
—~ | Set 2Do H @‘
My Flow Chart ’ My Number pairs f... Making Choices Program 2Chart
Modified 27/04/2021
Rewards T
| Judgements @
Comments
Great work
S Yr Ak Tr kW
-
S
[ |
-
Next >

Need more support? Contact us: .
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3.11 Commenting on Work

Commenting on work is a feature that allows a teacher to make notes and audio recordings on

children's work, which are accessible for that child.

Each individual child will only be able to see and hear the comment that the teacher has added to their
own work and not comments or recording on other pupils' work. This applies even if the work isin a
shared folder.You can toggle between showing and hiding the work that has been commented on using

the Filter by Comment option in the search bar.

If you wish to see only the work that has not yet been commented on click the "Show uncommented"
button. This will allow you as a teacher to quickly add comments to the uncommented work. To go back

to seeing all the files (both commented and uncommented click the "clear" button.

& _'_] o2 | S Ja s 0
L ok | Dam | Sharing | Teachers )

(@) sezrcn this fotcer Filter by program
C] Search multiple class/group folders [ zsrimee [ zcacsme [ z0ne [ zcose
o [ J2conneat [ J2count [ Jacreateastory [ ] 2Design & Make
[ showjudged work [ show un-judged work e [ Jeomao [2e [ Jzerapn
[ Jepowcommenes [ o ncommenes [ J2randwrite [ J2investigate [ ] 20uestion [ J2ue
[ showhanded in [ show not handed in [ Jarespons [ Jasunes [ Jztee [ Jawite
[ il upioas [ Jrogo [ JMashcams [ Jmuse
[ painting Toois [ JpoF anmotator [ pubiishing Tools [ ] pytionin Pieces
DSEDIG DT&\)E Toons DTEHE Toons DTEX( Toolkit

Adding comments:

The method for adding a new comment differs slightly depending on whether you are viewing the files

inicon view or table view:

If you are in icon view, click on the file you wish to comment on. If a comment has already been added
you will be able to view it and edit it in the side panel. If no comment has yet been added, you will be
able to add it in the side panel.

HELIBNEIE)

Child 1 Jones

Made by ‘/x/‘
% (@ s |[@)

Making Choices 4 Rewards None

s None

Need more support? Contact us:

.
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If you are in table view, you can clearly see which work has/hasn't been commented. Easily edit/add

comments in the comment box.

‘ Program «

Made by ‘ Modified

Comment

My Flow Chart ¢

2Chart

.'r/,-_-\\\.
| |
. y Tue, 27 Apr
N 2021 10:45
Child 1
Jones

Great work

Commenting on multiple files

Whether you are in table oricon view, you can select multiple files and then click the Set Comments

button which will allow you to edit or add the same comment to those multiple files.

h
. ‘ File ‘ Program + | Made by ‘ Modified ‘ b Move
‘ Tag ﬁ Set Comments
@ [f/\z\\l m Set Judgements ! Set Rewards
, / Tue, 27 Apr
2Chart ./ e 1[;?55 | % R [ | Pri
My Flow Chart ,w Child 1 1 7 eport nﬁ rint
Jones
Set 2Do -,!: Create resource Iil 2Displayboard
%
[ Delete
e
- €
| |
LY \ / Thu, 18 Mar B

‘ Program «

Edit comments on 3 file(s) X

Made by ‘ Modified ‘

My Flow Chart A

-~

Need more support? Contact us:

Tel: +44(0)208 203 1781 | Email: support@2simple.com | Twitter: @2simplesoftware

Thu, 18 Mar
2021 15:50
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3.12 Teacher Mark/Correct

Teacher Corrections

Teachers have the option to easily annotate and make corrections to a pupil's work from the online
folder. The key advantage of this feature is that the original child's piece of work will not be altered in
anyway. Any corrections which are added by a teacher will be made to a preview version which both

the pupil and teacher can see.

Pdsimplcl r?lm i

-
“The discovery of
R cran chiamurt's romb

This is a good start. You must look at the vriter's checklist. When and vrhere did this happen?

[ ———

Teacher view - Preview and Correct

® |ocate the folder containing the work you wish to correct, click on the file(s) and click the Mark

button.
a—— .—.‘
NIC)I®)
8-
0 Tag ﬁ Set Comments
51_5 Set Judgements ! Set Rewards
Msking Choices g#* %;- Report é Print
-‘Q‘- Create resource @l 2Displayboard
Tﬁi Delete o Inspect

Need more support? Contact us:

-
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¢ Clicking on the Mark button This will open the pupil's work with the option for you to comment about

the work and make changes to a preview of the work (red text) which the children can access.

Preview and mark/correct 'Making Chaices' by Child 1 Jones e

=T e)e ? =K — 2,

B I I Fontsize | Fontfamity N V2
% Set 200 2]

Program Publishing Tools

Private information

Modified 27/04/2021

Using your mum's tablet Rewards None

| wouldn't use my mum's tablet

y address online b h t et
angerous ecause she wont let me. Judgements

Upset

Permission Tags None

Comments

-—v
A =
/ See my feedback.
~ I would tell a trusted adult.

| would speak to a trusted | * ** -

»
® Once you are happy with the comments and corrections you have made, you have the option to select

Previous or Next. Any comments and corrections made can easily be changed at any point.
Pupil view - Teacher Feedback

All pupils will be alerted to any comments or teacher corrections that have been made to a piece of

work.

New comment for work file '"Making Choices’

Your teacher has made some corrections to your work

Go to

Need more support? Contact us:

.
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Once they open the alert, a Teacher Feedback screen will appear showing all corrections made and the

teacher's comments.

= B

Teacher Feedback

Making choices

| wouldn't use my murms tabies

I wouldn't share my address online
o because she won't et me.

tecause this is dangsrous

I wouk tell 3 trusted 38Ut

See my feedback.

A pupil can easily close this screen and start making the corrections to their work. At any point,

they can refer back to the Teacher Corrections by clicking on the Expand button at the bottom

left of their work.

| would speak to a trusted
adult.

See my feedback.

Need more support? Contact us:

-
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3.13 Rewards

Rewards

Teachers can easily reward work a child has produced by using the rewards feature in the Online Work
folder. This feature allows for a range of subjects and categories to be awarded along with any
comments the teacher may have added to the work which will provide further context should it be

needed.

Teacher view - Rewarding work using the reward button in either table oricon view.

® |ocate the Online Work folder. Work

® Find the pupil(s) work you wish to reward in the relevant sub-folders.

® Select the work and then click the rewards text.

) () [
Alban Squires
&0 R
~l= | Set 200 ‘ @‘

My Number pa_ ¢ Program

Modified

® You will see the following pop up box. From here, you will be able to select the subject and what the

award is for from one of eight categories. Once you have decided upon the subject and category,
press the Submit button and the pupil will be notified immediately if they are currently logged into

Purple Mash.

Need more support? Contact us:

.
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| create a reward X

e Select a subject

Newspaper
English History o1

Computing Science Geography. Spelling/Grammar

Maths

Modern Foreign Languages At PSHE Music

RE Reading Writing Other.

S

Pupil view

Upon clicking on the Rewards icon, they will need to press the 'Click to reveal' pop up where a short
animation will be shown along with information about the reward awarded and a link to the associated

piece of work.

Your reward

Awarded to student 1 on 12th April 2018 1& ,;
Awarded for Achievement Open Jmk =
Pupil view - Viewing all rewards given

Pupils can view all the rewards they have been given by clicking the Rewards icon and scrolling through

them. They are arranged in date order starting with the most recent reward.

Art Reward for Art Reward for

Resourcefulness

7 days ago 7 days aga

Art Reward for

Achievement

7 doys g

Need more support? Contact us:

-
Tel: +44(0)208 203 1781 | Email: support@2simple.com | Twitter: @2simplesoftware e SI m p I e
31



Guide to Managing Online Work

Additionally, any 2dos that have been completed and have had an award assigned to them will be

visible on the piece of work from the pupil's 2do area.

A | | S - <
C]

Knight Diary Set by: Alban Squires

Pretend you are Rhys. Write a diary entry about your first day. Ended 27 Apr 2021

‘ IZ Open Work

Need more support? Contact us:

.
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3.14Deleting Files

To delete afile: Click on the file you wish to delete and click the 'Delete’ button.

L))

ﬁ Move ’/,j Mark
@ ) ‘ Tag % Set Comments
[ DoC |

317'- Set Judgements ! Set Rewards
cm to mm Matching £ E; Report ﬁ Print

'_IQ Create resource @ 2Displayboard
L e

My Number pa_.. ,‘ .g{

Itis possible to delete multiple files by holding down the control key and clicking on multiple files (or

the command key on Macs), and then pressing the 'Delete’ button.

Pupils are able to delete their work, but they cannot delete other pupils' work.

Need more support? Contact us:

.
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3.15Judgements

Adding judgements to files with no objectives in table or icon view.

Itis possible to add judgements to any piece of work. Select a file/files you wish to add judgements to

and click the judgements button on the toolbar or the None text next to judgements in the side panel.

You will be presented with a screen where you can apply objectives to the work (Regional and

geographic variations exist). You can also add judgements against these objectives.

HLOIMNEEIE

Alban Squires
14T Edit Objectives [

i ) Made by z
H Year: |P|ease select ‘ v ‘ —

Set 200 D)
i Please select ‘ v ‘

i Program 2diy
p Strand: |Please select ‘ v ‘

Modified 18/03/2021
ol

Subject:

Rewards None

Judgements

Comments

L

O &
v

Adding/editing judgements to files with objectives in table or icon view

Select the file(s) you wish to add/edit judgements and click on the Judgements button or graphic

next to judgements in the side panel. From here you can assess, personalise, add more objectives

and delete.

B L) ()

Enter judgements for "My Number pairs for the class" (]

1~ ) Made by I-' 3\
| | Sub mputing va | m \

Use search technologies effectively, appreciate how results are selected and ranked,

and be discerning in evaluating digital content. [ Eneiie j[ )( SEEEE ] i‘ | e=tene |@

Program 2diy

Select, use and combine a variety of software (including internet services) on a range

of digital devices to design and create a range of programs, systems and content that - M
- : i, anchysing avaisting and emarging )(_ Expectes ) (RN ()
accomplish given goals, including collecting, analysing, evaluating and presenting —

data and information.

Modified 18/03/2021

Rewards None

Judgements  (EDES
Comments
=

Personalise Add more objectives
' * &

For more detailed information about judgements, please refer to the Data Dashboard user guide.

Need more support? Contact us:

.
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4 Alerts

Notifications appearin the Alerts tab.

<[:-_~% Search {

Alert Settings Dismiss all

A pupil has reported an email as being inappropriate
Show me more...

17 minutes ago Go to

You have 2 emails waiting to be approved.
Show me more...

23 minutes ago Go to

Group".

H Items are waiting for approval in display board "Maths

[ ]
talala

: The Alert Settings allow control over which alerts to see. These can be selected by class\group
and by Purple Mash tool. Teachers with a management responsibility who are assigned to more than
one class in addition to their own class, might wish to remove alerts for those additional classes classes

or for tools that are managed by other staff.

Alert Settings

Select the classes, groups, applications and processes that you would like to receive alerts for-

Classes Alert Type
> DCIasses > D 2Dos
> I_‘_—'Groups > D 2Blog

Save Settings

Use the buttons dismiss any notification or all notifications.

Need more support? Contact us:

-
Tel: +44(0)208 203 1781 | Email: support@2simple.com | Twitter: @2simplesoftware e SI m p I e
35



Guide to Managing Online Work

5 Archiving Classes

If you wish to remove classes, you will need to decide what to do with children's work that is in the

class folder.

There are two options for this when archiving classes:

1) Archive the work and send to pupil folders:

® Creates an archive folder that only staff can access which will contain all of the work

® Puts a copy of the work into individual pupil's '‘My Work' folders which they will be able to see.
2) Send to pupil folders:

® Does not create an archive folder but does send the work to the individual pupil's 'My Work' folders

which they will be able to see.

You can archive classes from Online work by clicking on a class and clicking the archive button which

appears at the top of the folder list:

Class/3S You will then be presented with the two options:
‘ Add folder H @ ‘ | Archive Class Folder x
v [ &7 My Work New ® | Archive the work and send to pupil
i: I folders: Creates an archive folder that only

= staff can access which will contain all of

[} Archive the work. Puts a copy of the work into
individual pupil's ‘My Work' folders which
they will be able to see.

Send to pupil folders: Does not create
an archive folder but does send the work to

L This terms work

v [e@e] Class

> [ﬁ Group the individual pupil's ‘My Work' folders
* - _D which they will be able to see.
> [ﬁ School m !

You can also archive classes from within the Create and Manage Users tool.

> [a Staff

Need more support? Contact us:

.
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