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CHAPTER 1 
Introduction 

 
 

 Curriculum Mapper® 
What did your students learn last year? 
Have they ever diagrammed sentences before? 
Are any other classes studying the Puritans this year? 
What books will a student be required to read by the time s/he reaches 8th grade? 
How are state standards being implemented throughout your school or district? 
 
All these questions can be answered with Curriculum Mapper®. 
 
One goal of every school and district is for teachers and departments to work together to create a coherent, 
interconnected curriculum. A common approach to this goal is curriculum mapping – outlining the content, 
skills, and assessments used monthly in each classroom. Such information can be distributed to other teachers to 
create a complete picture of the materials and methods employed at any given point in a student’s academic year, 
or even academic career. This in turn facilitates interdisciplinary cooperation and the reinforcement of important 
shared concepts between departments, while closing gaps and eliminating redundancies in curricula. The result is 
a complementary interconnection of curricula across an institution: curriculum mapping allows a total academic 
program to develop logically, systematically, coherently, and comprehensively. Curriculum mapping was 
researched and developed by Dr. Heidi Hayes Jacobs. Information about Dr. Jacobs and her groundbreaking 
book, Mapping the Big Picture: Integrating Curriculum and Assessment K-12, can be found at 
http://www.curriculumdesigners.com. 
 
Consolidating a complete curriculum map for an entire institution manually, however, requires many hours of 
filling out forms, gathering data, and collating a clean master copy. Duplication is costly and resource-intensive. 
Distribution to faculty, administrators, and the wider community is complex and time-consuming. Revision is 
cumbersome and expensive. Finally, comparison of content and methods between courses or departments can be 
frustrating without exhaustive indexing – a daunting proposition in even the best-staffed administrative offices. 
 
For any school committed to mapping, Curriculum Mapper® is the perfect solution. It allows you to: 

• Share curriculum maps with your entire department to ensure consistency of coverage and assessment 

• Collaborate on curriculum design and revision as it evolves – without photocopying waste and time delays 

• Research your students’ prior experience with a given topic. 

• Easily identify overlapping topics or content gaps between your classes and those of other departments. 

• See how other schools approach the same material by linking to comparable school districts across the 
country. Communicate with other teachers facing the same challenges and obstacles. 

Curriculum Mapper® is a curriculum-building web-based product. It combines the information-organizing 
power of a database with the interactivity of the Internet. Curriculum Mapper® is therefore the easiest way to 
create and edit your own curriculum maps, while searching and referencing curriculum maps from your entire 
school or district. 
 
You can create and edit curriculum maps from any computer – Macintosh or Windows – with an Internet 
connection. At the same time, the powerful search engine of Curriculum Mapper® organizes, locates, and sorts 
vast amounts of material at the touch of a button: in a flash, you can search and view the maps of your colleagues 
to see how your courses fit into the overall program of your institution, your district, or your state.  
 
Forests of paper, piles of highlighting pens, and hours of page-turning become unnecessary as all this 
information is available at the touch of a button and the speed of the Internet! 
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School administrators, teachers, students, and parents can use Curriculum Mapper® to organize interdisciplinary 
lessons, research the treatment of specific topics, track academic development, prepare for the upcoming year, 
and encourage community involvement – all through an easy-to-read, secure interface. 
 
 

 Features 
• Because of its Web interface, Curriculum Mapper® works well on both Macintosh and Windows 

computers. 

• Maps can be created simply at the easy-to-follow, user-friendly website. 

• Users have control over their own maps and basic account information. 

• State and local standards may be easily integrated into your curriculum maps with the click of a mouse. 

• Files and documents may be attached to your curriculum maps to allow others to dig deeper and view your 
lesson plans, rubrics, writing prompts, etc. 

• All curriculum maps are password protected: only the author of a map may alter its contents.  

• Each school receives a guest ID and password, which may be distributed freely to community members. 
This ID allows users to search and view maps only. No map may be altered with the guest ID. 

• Each school can alter the format of their curriculum maps for maximum flexibility. 

• Users may search all maps in their school or district by topic, keyword, standard, course, or other criteria.  

• Users subscribing to the Global Search feature (formerly NationWide Search) can search the curriculum 
maps of other schools and districts across the country. These schools may be targeted by student population, 
student expenditure, region, and other criteria. 

• Teachers may include their Email addresses on their maps, allowing teachers of similar courses to reach 
them quickly and easily with feedback or questions.
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 General Information 
Technical Requirements 

To use the latest features of Curriculum Mapper®, you’ll need to be running one of the following operating 
systems on your computer. (Older operating systems may still use basic features of Curriculum Mapper®; see 
Simple Edit vs. Enhanced Edit within this document for details.) 
 

• Windows Computers: Windows 95, 98, 2000 (SP2), ME, or XP. 
• Macintosh Computers: OS 10.2 or later (if you are using OS 9, please see Simple Edit vs. Enhanced Edit for 

more information). 
 

Java 
To use the latest features of Curriculum Mapper®, your computer must have Java installed (many computers 
come with Java already installed for you). If Java is not already installed in your computer, you will 
automatically be prompted to perform a one-time installation. Simply click OK and you’re on your way! (Java 
is not required to use the very basic features of Curriculum Mapper® – see Simple Edit vs. Enhanced Edit for 
details.) 
 

Internet Browsers Supported 
The following browsers have been tested thoroughly and are recommended:  
• Internet Explorer™ (version 5.2 or better) for Windows 
• Netscape Navigator™ (version 6 or better) for Macintosh or Windows 
• AOL browser (version 7 or better) 
• Safari (version 1.2 or better) for Macintosh 
• Firefox 

 
Hardware Requirements 
Curriculum Mapper® is designed to work with either Macintosh or Windows systems; there are no hardware 
requirements other than a working Internet connection.  
 
What You Need to Know 
This manual assumes: 
• You are using either a Macintosh or Microsoft™ Windows computer and are familiar with the basic concepts 

and terminology of the system you are using. 
• You are using a mouse. If you are using only a keyboard, refer to your system’s user’s guide for information 

about standard keystrokes. 
 
Online Help 

Curriculum Mapper® provides online help as you use the system. Click the ? on any page while you are logged 
onto the system to view tips and information. 
 
Navigating Curriculum Mapper® 
Almost all navigation through Curriculum Mapper® system is accomplished through the blue navigation menu on 
the left side of the screen. Let your cursor hover over any heading to see a submenu of choices. Users see only those 
options in the navigation pane that are appropriate for their access level (see User Privileges, Appendix A). For 
example, a guest will not see any advanced features and will not be able to add or edit a curriculum map. 
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CHAPTER 2 
Getting Started 

 
 

 Overview 
You will access the Curriculum Mapper® web site using an Internet browser. On the first page of the Curriculum 
Mapper® site, you must be able to provide a valid Teacher/User ID and Password to enter the secure database. The 
Curriculum Mapper® School Coordinator for your school or district has your Teacher/User ID and Password. You 
will need to enter your ID and Password each time you access Curriculum Mapper®. Your ID and Password help 
ensure that, once you have created your maps, you are the only person who will be able to edit them.  
 
Once you have logged on, completed the Update My Info page, and personalized your Password, you will be ready 
to begin creating your own curriculum maps. 
  
 

 Starting Up 
Teacher/User IDs and Passwords 
Before beginning work with Curriculum Mapper®, you should receive from your School Coordinator: 
 
• A Teacher/User ID identifying you as an authorized user of Curriculum Mapper®. 
• A 6-10 character Password to protect the data you enter into the system. 

 
You will also be asked for your Email address, if you have one. Be certain that you have these pieces of information 
before beginning your work with Curriculum Mapper®. 
 
Accessing Curriculum Mapper® 
To access Curriculum Mapper®, first access the Internet and launch your Internet browser. Curriculum Mapper® is 
compatible with: 
• Internet Explorer™ (version 5.2 or better) for Windows 
• Netscape Navigator™ (version 6 or better) for Macintosh or Windows 
• AOL browser (version 7 or better) 
• Safari (version 1.2 or better) for Macintosh 
• Firefox 

 
Using your Internet browser, go to the Curriculum Mapper® Home Page at: 
 
 

http://www.curriculummapper.com 
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 Logging On 
1. Once you are at http://www.clihome.com/cm/, put the cursor on LOG IN (far right). From the submenu that 

appears, click on Curriculum Mapper® Teacher Login. 

 
 

2. The Logon Page for Curriculum Mapper® will appear. You may wish to bookmark (or add to your browser’s 
Favorites) this page, as you will return to it each time you use Curriculum Mapper®. See your browser’s Help 
function for instructions on bookmarking a site.  

3. Type in your Teacher/User ID. This is a 4- or 5-
digit number. Press the TAB key to move the 
cursor into the next field. 

4. Type in your Password. All passwords are case 
sensitive. When you enter your Password, be 
certain to enter upper-case and lower-case letters 
correctly. The system sees “tootsie” and 
“TOOTSIE” as different passwords. 

5. Click Enter. 

6. The first time you log on, you will be asked to provide your name and Email address as part of your user profile 
(see Updating Teacher Information in the next section). On subsequent logons, you will be taken to a screen that 
lists any important new changes to Curriculum Mapper® that may be helpful to you. 

7. If you can’t remember your login information, you can click on the Forgot your password? link found on the 
Logon Page. Fill in your first and last name along with your Email address and click Send Info. An Email 
message will automatically be sent to your Email address including your User ID and Password information. 
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 Updating Teacher Information 
The first time you log on to Curriculum Mapper®, you will be transferred automatically to the Update My Info 
page. On this page, you will be asked to enter your first name, last name, and at least one Email address. When this 
page appears: 
 
1. You may enter a Login Name of your 

choice.  Note: if you enter a Login 
Name, you can then access Curriculum 
Mapper® by using either your Teacher 
ID or Login Name.  

2. Click into the First Name field to bring 
up a cursor. Type in your first name. 
Press the TAB key to move the cursor to 
the next field. 

3. Type in your Last Name. Press the TAB 
key to move to the next field. 

4. Type in your Primary Email address. 
This should be your school Email 
address, if you have one. Press the TAB 
key to move to the next field. 

5. Type in an Alternate Email address. This should be your home Email address, if you have one. 

6. Display Primary Email Address on Maps? 
- Yes, for all Curriculum Mapper® users: displays your primary Email address only and helps facilitate 
communication between teachers within the Curriculum Mapper® subscriber base. 
- Only for teachers from my district: displays your primary Email address within your district 
- No. Never display my primary email address on my maps: your Email address will not be available to other 
users. 

7. Once you have filled in the required information, click Update to save your entries. The screen will confirm 
that your information has been changed. 

 
8. When you are finished updating your teacher information, click Home to reach the Curriculum Mapper® 

Welcome page. This page includes any updates to Curriculum Mapper® that may be helpful to you. Click on 
Click here to enter the Curriculum Mapper. 

 
Note: Most communication between you and Collaborative Learning, Inc. will be handled via Email and not by 
telephone. It is therefore important that your Email address be on record with Curriculum Mapper®. Collaborative 
Learning, Inc. will not share your Email address or other personal information with any third party for any 
reason. 
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 Changing Your Password 
For security purposes, you should change your password the first time you log on to Curriculum Mapper®. Be sure 
to choose a password that will be easy for you to remember, but not easily guessed by others. Your password is 
case-sensitive and may contain both letters and numbers. Follow these steps to change your password. 

 
1. In the blue navigation menu at the left of the screen, put the cursor on My Account. From the 

submenu that appears, click on Change Password. (Note: hereafter the process when using the 
blue navigation menu will be denoted in this format: Choose My Account > Change Password 
from the blue navigation menu.) The Update Password screen will appear. 

 
2. Click into the Current Password field to bring up a cursor. 

3. Type in your current password. If you are a new user, this will be the password given to you by your School 
Coordinator. Press the TAB key to move the cursor into the next field. 

4. Type in a new password, which is 6-10 characters long. You may use both uppercase and lowercase letters as 
well as numbers. Do not use special symbols, such as #, &, or ]. Press the TAB key to move the cursor into the 
next field. 

5. Retype your new password to confirm it.  

6. Click Update to save your information. The screen will confirm that your information has been changed. 

7. Click Home to reach the Curriculum Mapper® Welcome page.  

Note: Curriculum Mapper® cannot give out passwords over the phone. You can click on Forget Your Password? 
on the Curriculum Mapper® Logon Page, and your password will be Emailed to you. (This feature will only work if 
you have logged on to Curriculum Mapper® previously and correctly entered your name and Email address.) Your 
School Coordinator can also reset your password for you. 
 

 Edit Preferences 
1. Choose My Account > Edit Preferences from the blue navigation menu. 

2. You can change your viewing preference from My Maps – List view to My Maps Summary view. Remember 
to click Update if you want to make a change. 

3. You can also set the Map Editor preference to the Java Edit Screen or the new Enhanced Edit version. Please be 
aware that the Enhanced Edit version is currently in Beta format and is only available on Windows computers 
in Internet Explorer v6.0 and above. The ability to use other browsers and Macintosh computers is coming 
soon. If you choose to use the beta edit screen, certain text formatting entered there may not be editable if you 
choose to go back to the Java-based edit screen (e.g. bullets and numbering). 
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CHAPTER 3 
Creating, Editing, and Viewing Curriculum Maps 

 
 

 Overview 
Curriculum Mapper® divides a curriculum map for an entire academic year into months. Each month of a 
curriculum map is created individually and may be viewed on its own or as part of the entire year’s map. Individual 
months can be edited, copied, and/or deleted. In addition, Master Maps may be created by department heads or 
teacher leaders to be used as templates for others to use. 
 
Note: To use the Add/Edit feature described in this section, you must have Java installed on your computer and be 
running a compatible operating system (see “Software Requirements” in Chapter 1). If your computer does not 
meet these requirements, you will see instead the Simple Edit screen. (See the Simple Edit vs. Enhanced Edit section 
below for more information.) 
 
 

 Simple Edit vs. Enhanced Edit 
Curriculum Mapper®’s Add/Edit screen uses a Java applet. While most computers support the use of Java, some 
older models (running older Internet browsers) do not.  
 
If you are on a computer which has Java installed, you 
will automatically see the Enhanced Edit screen when 
you are working on your maps. However, if your 
computer or browser does not support Java, you will see 
the Simple Edit screen. 
 
If you are using a Macintosh OS 9.2.2 computer and 
have installed Java using the tips in Appendix E, you can 
use the Enhanced Edit screen; however, you will need 
to tell the system to display this screen (rather than the 
Simple Edit screen). 
 
After you log on to the system, choose My Account > 
Update My Info from the blue navigation menu. At the 
top of the screen, you’ll see a link labeled Switch 
Interface (use with caution!). Click this once.  
 
Now, when you go to the Add/Edit screen it will load 
the Enhanced Edit screen.  
 
Conversely, if your computer has problems with Java, or if you simply prefer the Simple Edit screen, you can follow 
the instructions above to switch the interface and use this instead. 
 
On this simplified page, be sure to click Save/Close before starting any new month or course. 
 
Note: Due to the way information is stored, once a month is created or edited using the Enhanced Edit screen, the 
month can no longer be edited from the Simple Edit screen. 
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 Creating a New Curriculum Map 
1. To create a new curriculum map, log on to Curriculum Mapper®.  

2. Choose Maps > My Maps from the blue navigation menu. 

3.  The My Maps Summary page will appear which shows you any maps that you have 
already created for the selected year. If you have not created any maps for the selected 
year, the screen will read, “You currently have no curriculum maps entered for the selected 
school year.”  

a. If you are assigned to more than one building, you will need to choose the 
school you want to work on maps for from the Select your commuter school 
drop-down menu. 

b. Note: If you are still using the My Maps List view and would like to change to 
the My Maps Summary view, choose My Account > Edit Preferences from 
the blue navigation menu. Make your selection and click the Update button. 

c. For those still using the My Maps – List view, see Appendix G. 

 

4. Click on the Add New Month link 
at the top of the page. The Add/Edit 
screen will appear in a new window. 
(If your computer does not have 
Java installed, the Simple Edit 
screen will appear.) It may take a 
few moments for the Java Applet to 
load. Note: you may be asked to 
authenticate or verify the applet 
from WestJam Enterprises. Choose 
Grant, Accept, Trust, or whatever 
your browser displays. 

5. Select the Course, Year and Month from the top 
right. If your course name does not appear in the 
course list, your department chair or teacher leader 
may not have entered it yet. Contact your School 
Coordinator or department chair about updating 
your school’s course list. Note: You will not be able 
to enter data into the map without selecting this 
information first. 

6. To add content into the map, simply click in the 
appropriate column and type the information. When 
you are finished typing, click the Save Map 
button at the bottom right of the screen or the Save 
map icon . 

Note: Curriculum Mapper® is actually a software application that works over the Internet. As a result, it is 
important to remember to use the icons in the Add/Edit toolbar, links found on the page, and scroll bars 
within Curriculum Mapper® rather than using the tools associated with the browser itself.  

7. After you have saved your map, you can close the Add/Edit screen/window by clicking the Close map 
icon . Closing the map with the  icon includes a safeguard to protect against losing information 
if you forget to save the map. Caution: closing the browser window by using the browser’s red 
button (Mac) or X (Win), bypasses the safeguard. 
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 Copying Information from Non-Curriculum Mapper® Documents 
If you are copying information from a non-Curriculum Mapper® document (ex. Microsoft™ Word, Appleworks, 
etc.), there are a few basic principles to remember. 

1. You can only copy one column of information at a time. For example, highlight and copy only the Content 
section from a single month’s document. 

2. To paste the information into Curriculum Mapper®, first click in the correct column, and then click the Paste 
icon .  

3. Repeat steps one and two as needed until all information is transferred into your new map. 

 
 Add/Edit Toolbar 

 
Hovering the mouse over any icon in the toolbar will reveal the function of that icon.
 

Saves the current map 

Copy the current map to a different course, 
year or month 

Close the current map and return to the My 
Maps page 

Cut 

Copy 

Paste 

Bold 

Italic 

Underline 

 
Copy Standard 

Paste Standards 

Spell check 

View complete map 

Use to add your choice from 6 different 
symbols 

Color can be added to text one of two ways: 
1) highlighting existing text and choosing a 
color or 2) choose a color then begin typing 

Icon for Master Map – red for Master Map, 
gray if not a Master Map (directions for use are 
located within the Master Maps section of this 
document)

 
 Using the Spell Checker 

Curriculum Mapper® includes a spell check feature, which is available on the Add/Edit screen. To use the built-in 
spell checker, click the Spell Check button  on the top of the Add/Edit screen. This feature will check only the 
active field (where your cursor is blinking). To check another field, move your cursor to another field and click the 
Spell Check button again. 
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 Viewing a Map 
There are many different ways to view a map. 

Viewing a Single Month 
1. Choose Maps > My Maps from the blue navigation menu. 

2. Change the Month Action pull-down menu to View, and click on any existing month (indicated by a blue 
hyperlink) from the desired course. 

 

 

3. A new screen will appear displaying the map for the selected month. The course title is in red.  

 

• You can click on the  icon next to each of the column headings to collapse the column(s) from view. 
The example below shows a collapsed Content column. 

  
 To view a collapsed column, click on the  icon. 

• School: Click the link to display the name and location of 
the school as well as statistics about the school including 
the student population, number of classroom teachers, 
and web page address. Once on that screen, you can click 
on the Details link to get more detailed information about 
the school itself. Note: this information is entered by the 
site/building coordinator. 

• The Email address is either displayed or listed as withheld according to the personal preferences set by the 
creator of the map. Note: to change your Email preferences, choose My Account > Update My Info from 
the blue navigation menu. 

• The course number and grade level are listed to help facilitate horizontal and vertical collaboration. 

• Print: prints the map as it’s displayed on your screen. 

• Fit to Screen: adjusts the map so all columns fit in the viewable screen space. If you have clicked on Fit to 
Screen, you have the option to click Page Layout, which simulates the width of a piece of paper. 

• Show Standards: displays the standards embedded in the map.  

• View Paragraph Format: changes each column into a paragraph starting with Content, then Skills, and so 
on. To get back to the default Table view, click the View Table Format link at the top while in Paragraph 
Format. 

•  is the built-in electronic help feature found on most screens. 

• : converts the map you’re viewing into a Microsoft™ Word document.  
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• View Course Description: displays information entered into the Course Description by the Site/Building 
Coordinator. 

To view the maps for an entire course 
1. Choose Maps > My Maps from the blue navigation menu. 

2. Click on any course title to display all of the existing maps for a course. Note: master maps are indicated in red. 

3. The same viewing options are available when displaying maps for a course as there are when displaying a single 
month (see above) including the new feature where you can click on the  icon next to each of the column 
headings to collapse the column(s) from view. To view a collapsed column, click on the  icon. 

Viewing a map from within the Add/Edit screen 

1. To view a map while in Add/Edit, click the View complete map icon . All months for the selected course 
and year will be displayed. 
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 Printing a Map 
There are many different ways to print maps. A few of them are described in this section. 

Method A 
1. Choose Maps > My Maps from the blue navigation menu. 

2. On the My Maps Summary page, change the Month Action pull-down menu to View, and click on any existing 
month (indicated by a blue hyperlink) from the desired course. 

 
3. Click the Print link at the top left of the screen that appears. This will print the map in portrait (vertical) layout. 

Note: If you’d prefer the map to be landscape (horizontal), first choose File > Page Setup… from your browser 
menu, change the layout to landscape, and then click OK. When it returns to the map screen, click the Print link. 
Your map should now print in landscape format. 

Method B 
If you’d prefer to convert the map to a Microsoft™ Word document for printing, follow steps 1 and 2 above. Then 
click the  icon in the upper right corner. Note: you may need to navigate to the location on your computer where 
files are downloaded. The file name will start with your User ID followed by Map, a series of numbers, and .doc 
Example: 98765Map04722.doc (your numbers will be different). Open the downloaded file, and work with it just as 
you would any Word document.  

Method C 

To print from the Add/Edit screen, first click on the  icon, and then click on the Print icon. See Step 3 from 
Method A above for directions on changing the page layout if desired. 
 

 Adding a New Month to an Existing Map 
1. Choose Maps > My Maps from the blue navigation menu. 

2. On the My Maps Summary page, change the Month Action pull-down menu to Edit, and click on any existing 
month (indicated by a blue hyperlink) from the desired course. 

3. When the Add/Edit screen appears, simply change the Month Action pull-down menu (upper right) to the 
month you want to want to work on. A new map will automatically appear. 

 
 

 Editing an Existing Month 
1. Choose Maps > My Maps from the blue navigation menu to view the My Maps Summary page. 

2. Change the Month Action to Edit, and then click on the month you’d like to edit.  

3. The Add/Edit screen will appear with the information for that month. Click in the column(s) 
you would like to edit. Remember to save your changes by clicking on Save Map in the 
lower right or using the Save button . 

4. Remember to close the map by clicking the Close button . 

Note: Only months for your courses will appear on the My Maps Summary page. You are not able to edit or delete 
months for courses taught by other faculty; likewise, no one but you is able to edit or delete months for your courses. 
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 Copying One or More Months 
1. Choose Maps > My Maps from the blue 

navigation menu to view the My Maps 
Summary page. 
 

2. Change the Month Action to Copy, then 
click on the month you want to copy.  
The Copy Map screen will appear. 

 
3. Use the pull-down menus to select the 

course, school year, and month (or 
“whole year”) for your new map. Then 
click on Copy. When the map has been 
copied, you will see the Copy 
Complete confirmation screen. Close the window by clicking the displayed link when it is done. 
 
Note: to cancel the copy if needed, click on the Close Window and Cancel Copy link at the top left. 

 
 

 Deleting an Existing Month 
1. Choose Maps > My Maps from the blue navigation menu to view the My Maps Summary page. 

2. Change the Month Action to Delete, and then click on the month you’d like to delete. 

3. The Delete a Month screen will appear. You will be asked to confirm the delete operation. If you click YES, 
the selected month will be permanently deleted from the system.  Note: Deleting an existing month will erase 
all information for that month from the system. There is no way to recover this information once you 
have deleted it.  

 

 Master Maps (Consensus Maps) 
What is a Master Map? 
Through the mapping process, teachers may come to consensus on a master curriculum map for a given course or 
subject. The term master map is synonymous with consensus map. A master map is usually the result of one or more 
years of communication and curriculum alignment through the input of all concerned faculty. Thus, although a 
master map is an ideal map, it is grounded in real curricular data.  
 
A master map serves many purposes. First, a school may choose that guests (i.e. community members) may view 
only master maps. This leaves individual teachers free to build their personal maps accurately without the risk of 
confusing guests or overloading them with information. Other account holders (teachers, department chairs, etc.) 
may obviously view all maps, as this is necessary to facilitate communication within a school or district. Thus, 
master maps create an outer layer to Curriculum Mapper® that guests will find easy to navigate and understand. 
 
Second, a teacher may copy a master map to his/her own account. In this way, the teacher need only revise the 
copied map as the year progresses to accurately reflect what was covered in class. As a result, teachers do not need 
to completely re-enter all data; yet it is easy to maintain accuracy.  
 
Some teachers fear that misinformed community members will make unfair comparisons between courses based on 
individual curriculum maps. It is important to remember that curriculum mapping is always a work in progress. The 
use of master maps, however, helps provide guests of Curriculum Mapper® with a clean and unified interface to 
view a school’s curriculum. 
 
Department heads and teacher leaders: See the Designating a Master Map section at the end of this chapter. 
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Copying a Master Map into Your Account 
Any teacher may copy a master map to his/her account. To do so: 
 
1. Choose Maps > My Maps from the blue navigation menu to view the My Maps Summary page. 
 
2. Click the Copy A Master Map link at the top of the page. 
 
 
3. A new page will load that displays every master map for the selected school and year. You may change the 

school and/or school year by using the pull-down menus at the top of the page. 

 
4. Click on the course title of any master map to see the complete map for the selected year. 

 To copy all months of the displayed map, click the link at the top labeled To copy all months of this 
curriculum map into your account, click here. 

 

 On the Copy Map screen that appears, choose course and year you want the months to go to. Note: even 
though it says, “Where do you want to copy this month?” it will really copy over all of the months in the 
selected master map. 
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 To copy only a particular month of a master map, click on the Copy Month link to the left of the desired 
month. 

 
 

 A screen will appear which will allow you to select the course and school year for the map that will be 
copied into your account as well as the month you want it to be copied to. After you have made your 
selections, click Copy.  

 

 
5. Once the map has been copied into your account, a confirmation screen will appear. Click on the underlined 

link to continue working. 
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 Designating Master Maps – For Dept. Heads/Teacher Leaders Only 
Only users with Teacher Leader, Department Chair, or School Coordinator access may designate maps throughout 
the school as master maps. You can designate a map as a master before or after it is created. 
 
Creating a NEW Map as a Master Map 

When you are creating a new map that you want to be a Master Map, simply click on the M button next to 
the month on the Add/Edit screen after you have chosen the course, year, and month. They will become red, 
and the Master Map designation will appear at the bottom of the screen.  Note: this must be done before you begin 
typing any text into your map. 
 
Designating an EXISTING Map as a Master Map 
To designate an existing map as a Master Map, you need to log in with an account that has “Teacher Leader” 
privileges or better. 

1. Choose Maps > School Overview from the blue navigation menu, and click on the course you want to 
mark/unmark as a master. The complete curriculum map will appear. 

2. At the top of your screen, you’ll see a link labeled, Mark/Unmark Maps as Masters. Click it, and the screen 
will re-load. It looks nearly the same, except at the far right of each month there is a check box to designate if 
you want that month to be a Master or not. Check any and all boxes you want (or use the Check All or 
Uncheck All links at the top). 

 
3. The final step is to click the link at the top labeled Update Master Map. This makes your changes “stick.” If 

you don’t click this, the changes won’t be made. 

4. You can repeat this process for any other maps as desired.
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CHAPTER 4 
Searching Curriculum Maps 

 
 

 Overview 
The most powerful feature of Curriculum Mapper® is its ability to allow colleagues, administrators, and community 
members to explore the entire database of maps quickly and easily. You can study the curricula of fellow educators 
in order to reduce redundancy, fill gaps, facilitate cooperation between faculty members, and maintain high and 
thorough standards for education.  
 
After submitting your search request, a summary page will display every match by school, course, grade level, 
teacher, and month/year. This screen provides a quick overview of all the matches to your search request. To view 
an individual map, simply click on the course name and a detailed page will appear. 
 
The detailed map may be viewed in two different ways. The table format makes it easy to scan the map from month 
to month. The paragraph view is helpful for focusing on a particular month. When viewing in table format, 
columns are expandable  and collapsible  by clicking on the corresponding icons. 
 
 

 Performing a Basic Search 
1. To perform a basic search of your school’s or district’s curriculum maps, log on to Curriculum 

Mapper®. 
 
2. Choose Maps > Search from the blue navigation menu. 
 
3. From the Search Curriculum Maps page that appears, choose the year(s) you would like to 

search from the box in the upper right. To select more than one year, hold your CTRL key (or 
the APPLE key on a Macintosh) and click once on each year you want to view. Then click 
Select. The page will reload, and you are ready to continue. 

 

 
 
4. Choose the school or cluster you want to search, or check the box labeled, “All Schools in my District.” 
 
5. Enter a word or phrase into the Search field. Curriculum Mapper® supports the Boolean operators AND and 

OR (e.g. Shakespeare OR Hamlet). Additionally, you can search for exact phrases by using quotation marks 
(e.g. “The Merchant of Venice”). You are now also able to search using a wildcard. For instance, frac* would 
find occurrences of words like fraction, fractional, fractions, and fractals. 
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6. If you want to limit your search to only maps of a particular subject area (e.g. math, world languages, etc.) 

choose a subject area from the pull-down menu. 
 
7. If you want to search only particular grade levels, click the one(s) you want. Hold down the CTRL key (or the 

APPLE key on a Macintosh) to select multiple grade levels 
 
8. Once you have made all of your selections, click Go Search. The Search Results page will appear. This 

screen contains all courses that match your search. The number of months that match your search is displayed at 
the top. Any maps that have been designated as Master Maps will appear in red. For information on viewing 
map details, see the section below on Viewing Search Results. 

 
Note: in this search, there were 132 maps with the term method. When including a wildcard, method*, there 
were 189 results. The 189 results would include method, methods, and methodical for instance. 

9. To begin a new search, click Back to Search at the top of this screen. This will return you to the Search 
Curriculum Maps page. 

 

 Viewing Search Results 
Two Ways to View Search Results 

• Clicking on the course name will display the complete map for the course with search terms listed in red. 

• Months that have matches for search terms are blue and underlined. By clicking on the month, the map will 
appear with the search term(s) listed in red. 

Note: If the results expand to more than one page, use the links at the top or bottom of the table to navigate from 
page to page. Do not use your browser’s Back or Next buttons, as all browsers will not handle this correctly. You 
can also sort the columns by clicking on any of the column headers. The sorted column is indicated by a triangle. A 
triangle pointing up indicates ascending order. A triangle pointing down indicates descending order. 

View Formats 

• The default for viewing complete curriculum maps is the Table Format. This format presents information in 
columns, making it easy to scan the map from month to month. If you searched for a specific term or phrase, it 
is listed in red letters. 

• The Paragraph Format allows you to view the information in one column, similar to a list. To view the map in 
this format, click the View Paragraph Format link at the top of the page. (You can then switch back to Table 
Format by clicking the View Table Format link.) 

Other Tips 

• To return to the Search Results page after viewing specific maps, click on the Close Window link at the top of 
the screen. 
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• Search Results can also be displayed graphically by using the Chart these results! link found just above the 
School Year column. 

 Chart by Subject Area: pie chart indicating the categories (by percent) in which the search term(s) appear 
 Chart by School: bar chart indicating the number of occurrences by school 
 Chart by Month: bar chart indicating the number of occurrences by month 
 Chart by Grade: bar chart indicating the number of occurrences by grade 

 
Refining Results 
You can further refine any chart by clicking on a pie segment or bar. The limiters are listed to the left above the 
table. You can continue using the Chart these results! graphs to further refine your data. Note: if you want to revise 
any of the limiters, click the Back to Search link at the top and make necessary revisions. 
 

 
 

 School Overview 
The School Overview page allows you to view the entire curriculum map from any course and teacher 
in your school or district. To access this page, choose Maps > School Overview from the blue 
navigation menu.  
 

 
 
Here again, you may choose the year(s) you would like to see from the box in the upper right. To select more than 
one year, hold your CTRL key (or the APPLE key on a Macintosh) and click once on each year you want to view. 
Then click Select. When the page reloads, you are ready to continue. Any maps that have been designated as 
Master Maps will appear in red. This screen also displays the date that each curriculum map was last revised. 



Curriculum Mapper® Teacher Guide version 10.5 24

• To sort the maps on this page, click once on any column heading. The screen will reload displaying the new 
sort order. The sorted column is indicated by a triangle. A triangle pointing up indicates ascending order. A 
triangle pointing down indicates descending order. 

• To switch between schools in your district, choose the desired school in the pull-down menu at the top of 
the page. 

• To view only master maps, click the Show Master Maps Only link at the top of the page. The page will reload 
with only Master Maps displayed. 

• To view the curriculum map for a particular course and teacher, click on the name of the course. A new window 
will open with the complete curriculum map in table format. 

 

Document Search  
 
Curriculum Mapper® allows you to search documents attached to curriculum maps based on keyword or phrase. 
This is useful for searching materials (lesson plans, PowerPoint presentations, etc.) that are attached to a curriculum 
map, but are not necessarily found within the text of the map itself. 
 
Note: Your document search results are limited to only those documents you are allowed to view based on the 
posting teacher’s permissions.  
 
The document search works much the same way that the basic and Global Search search features do. To search 
attached documents for keywords or phrases, do the following: 

1. Choose Resources > Document Search from the blue navigation menu.  

2. On the page that appears, choose the school year(s) you want to search, and click Select. 

3. Choose a school to search from the pull-down 
menu, or check “All Schools in my District.” 

4. If your school subscribes to the Global Search 
feature, you may choose this option from the pull-
down menu labeled, Type of Search. 

5. Type the word or phrase you want to search for in 
the box. You may use Boolean operators such as 
AND or OR if you wish. You may also use * 
(wildcard). 

6. Choose any other restricting criteria on the page. 

7. Click Go Search. 

Search results appear just as they do in a basic search. 
Click on any course name to view the complete 
curriculum map. The document containing the word or 
phrase you searched for is represented by a red icon:  
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 Performing a Global Search 
The Global Search function allows you to search all subscribing schools of Curriculum 
Mapper® according to particular criteria. There are many demographics to refine your search, 
including number of faculty, number of students, student-to-teacher ratio, geographic area, and 
more. This page works in the same manner as the basic search page after you have entered 
your criteria. 
 
To access this feature, choose Maps > Global Search from the blue navigation menu. From 
the Global Search screen, choose the criteria for your search and click Search.  
 

 
 
 
Note: See the section on Viewing Search Results found previously in this chapter for additional ways to work with 
search results. 
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CHAPTER 5 
Standards and Attachments 

 
 

 Overview 
As of this printing, forty-nine states in America have adopted statewide learning standards. Many of these states 
have already implemented high-stakes testing of these standards. With this in mind, it is easy to understand why 
schools are becoming increasingly concerned with aligning their curriculum to their state’s benchmarks, goals and 
standards. Curriculum Mapper® integrates state standards directly into the Add/Edit screen; this allows you to 
build your curriculum with these standards in mind and incorporate specific learning benchmarks or essential 
learnings within your curriculum maps. 
 
Curriculum Mapper® also allows you to attach a file, document, picture, etc. to your curriculum maps, just as you 
would attach a document to an Email. Thus, other teachers may have the ability to dig deeper and view your lesson 
plans, worksheets, rubrics – anything you want them to see. 
 
 

 Viewing Your State’s Learning Standards 
Once you have logged in to Curriculum Mapper®, you can jump directly to the home page for your 
state’s learning standards. To do so, choose Resources > Links from the blue navigation menu.  
 
The Resource Links page that appears will display a list of links including National Standards and 
State Standards. Also included may be District and School links as entered by your School or 
District Coordinator. These links are designed to provide you with easy reference to sites that might 
be helpful to you when mapping.  
 
Note: while in the Add/Edit screen, these same resource links can be displayed by clicking Links at 
the top of the screen. 
 
One link that appears by default is a direct link to your state’s homepage for learning standards. 
Click on this link, and then follow the subsequent prompts to view the specific standards you are 
interested in.  

 
Minimizing this page will allow you to come back to it at any time as you are working in other areas of Curriculum 
Mapper®. It is possible to copy and paste from your state’s learning standards page directly into your curriculum 
map if desired. 
 
Note: to quickly access a complete list of the state standards, choose Resources > View/Print Standards and click 
on the desired link. 
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 Integrating Standards and Benchmarks into Your Maps 
Standards are integrated directly into your curriculum maps through the Add/Edit screen. In your maps, you can 
indicate if a standard has been introduced, developed, or reinforced in your curriculum. Note: to quickly access a 
complete list of the state standards, choose Resources > View/Print Standards and click on the desired link. 
 

 
 
To include standards information in your maps, open your map as if you are going to edit it. 
 
1. On the Add/Edit screen, click once on the “State/Local Standards” tab. Note: when you are done with the 

standards, just click once more on the “State/Local Standards” tab to collapse the window. 
 
2. Use the pull-down menus to choose the Standards, Subject, and Grade. 

 

 
 
Your state’s standards will appear in the top half of the screen. 
Click on the Expand/Collapse icon  next to the standard to 
see the goals and sub-goals that accompany that standard. 
 
Note: if you want to make more room to display the Standards information, you can adjust the window size in 
one of two ways: 

 
• Click on the arrows  to change what is displayed (standards, map, or standards and map). 
• Position your cursor over the dotted bar between the map and standards until the cursor changes to   . 

Drag the bar up or down as desired to change the size of the windows. 
 
3. Put the cursor in your map where you would like to indicate a connection with a state standard. In the listing of 

standards, find the standard you would like to integrate into your map. Click in the checkbox next to that 
standard. From the pull-down menu next to the checkbox, choose Introduced, Developed, or Reinforced, 
depending on how this standard is connected with your curriculum. For an example, see the figure at the 
beginning of this section. Note: be sure to click each level of the standard. This results in the integrated 
standards being displayed in a meaningful way. For example, in the picture above, the strand, sub-strand, and 
standard have all been checked. If you only check one level, that will be the information displayed: Sub-strand 
Visual Arts (not very descriptive). 

 
4. When you are done making your choices, click the Integrate button  on the right end of the Standards 

window. The Standards icon  will appear in your map where your cursor was flashing. Note: your 
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district/school may use other icons for displaying standards. You may integrate as many standards into your 
map as many times as you wish. When another teacher views your curriculum map and puts the cursor on a 
Standards icon, s/he will see an overview of how many items you checked and from which category. If s/he 
clicks on the Standards icon, the window is refreshed displaying the details of each item you checked in the 
Standards. 

Note: If you want to switch months or years while you have the standards window open to a specific standard area, 
just use the pull-down menus in the top right corner. The information displayed in the standards window won’t 
change; only the map will change. 
 
5. If you need to edit the links between your maps and standards, click once on the Standards icon  of the item 

you wish to edit. The standards associated with that item will appear. Make any changes (check and un-check 
any items as you wish), and then click the Integrate button  to apply the changes. 

 
6. To delete a set of standards, position your cursor to the right of the Standards icon in your map, and use the 

delete or backspace key to delete the icon. You will be prompted to confirm the deletion. 
 
Copying and Pasting Standards 
After you have inserted standards into a map, you may wish to copy those standards to another part of the map, or 
even a different course and/or month. To copy/paste standards you have inserted into your map, do the following: 

1. Use your mouse to click once on a Standard icon . This displays the standards you checked at the top of the 
screen. 

2. Click once on the Copy Standard icon . 

3. Move your cursor to another place in the curriculum map, or use the pull-down menus at the top to change the 
course, month and/or year. 

4. Click once on the Paste Standards icon . The Standard icon will appear at your cursor, and the standards 
have been copied. 

View / Print Standards 
To quickly view or print specific standards, choose Resources > View/Print Standards from the blue navigation 
menu. Keep clicking on the appropriate links until you reach the 
desired information.  Each level has the ability to be printed with 
the Print link at the top of the screen.  
 
In the example on the right, you see that the user has made several 
selections to get to the final desired standards. To quickly navigate 
to a less specific level, just click the desired link. 
 

Creating Hyperlinks in Maps 
To insert a hyperlink into a curriculum map, type the complete URL or web address ending with a single space or 
carriage return. Example: http://www.curriculummapper.com  

The function of the single space or carriage return at the end is to let the system know you are finished with the 
URL. 

Note: The hyperlink will not display as a hyperlink (typically blue and underlined) in the Add/Edit mode. You must 
be in a View mode for the link to be displayed properly. 
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 Attaching Files and Documents to Your Maps 
Curriculum Mapper® allows you to attach files, documents, spreadsheets, pictures, etc. to your curriculum maps 
just as you would attach a file to an Email. This allows other users (if you permit them) to view your attachments. 
This feature is perfect for attaching lesson plans, grading rubrics, writing prompts, etc. You can specify who is 
allowed to view each attachment; thus, you can attach a quiz or test for collaboration among other teachers only, 
while a rubric may be designated for all to see. 
 
Attaching a file to a curriculum map is a two-step process. First, you must load the file from your computer into 
your Curriculum Mapper® Document Library. Second, you must create a link between your curriculum map and 
the file in your Document Library. The process is described below.  
 
Uploading a File into Your Document Library  
Your Document Library, which is only viewable by you, is the area where you store files (of any type – 
spreadsheets, word processing, etc.) that you want to attach to your curriculum maps. Certain file types, including 
executable files and scripts, are restricted from uploading. There are two different ways to upload files to your 
document library. 
 
Uploading Files from the Document Library 
1. Choose Resources > Document Library from the blue navigation menu. When the Document Library opens, 

click the Upload a File link at the top. 

2. You will need to click “I Agree” or “Do Not Agree” at the bottom of the Subscriber Conduct screen. If you 
choose “I Agree,” the File Upload screen will appear. 
Note: The top left corner of the File Upload screen 
lists the Total Allocated Space and the Available 
File Space remaining. Be aware that this is the total 
space available for your school, not the space you 
may have been personally allocated to use. 

3. Click the Browse… button to locate the file that 
you want to upload from your computer. Note: to 
determine if you have enough remaining file space, 
read the message about Available File Space on the 
upper left of the screen. 

4. When you locate the file, double-click it. You will 
return to the File Upload screen.  

5. Choose who will be able to view this attachment 
from the corresponding pull-down menu. 

6. Enter a title and a description for the attachment. 

7. Choose a File Category, File Type, and Library from the pull-down menus. Note: depending on your user 
access level, the Library choices may be Personal, a sub-folder you’ve created (indicated by leading dots), 
School, or District.  
 
Note: The information you enter for the title, description, file category and type is important because one 
feature of Curriculum Mapper® is the ability to conduct document searches. Data is retrieved based on what 
you’ve entered in these fields as well as data in the file itself. 

8. Click the Upload File button. A progress chart will appear while your file is uploaded. When the Upload 
Successful message appears, you can click Return to Document Manager or you can make a new selection 
from the blue navigation menu. 

9. When you return to your Document Library, click on the link for the library you placed the document in, and it 
should appear. Note: See the section on Organizing Your Document Library for further information. 
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Uploading Files from the Add/Edit Screen 
1. On the Add/Edit screen, click on the Document Library tab. You will see any files that you have previously 

uploaded to your Document Library (if there are any). Note: you may need or want to change the library you’re 
working with by selecting it from the pull-down menu (circled in the figure below) while in the Document 
Library area. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
2. Click on the Upload button. You may need to click “I Agree” or “Do Not Agree” at the bottom of the 

Subscriber Conduct screen. If you choose “I Agree,” the File Upload screen will appear. 

3. Follow steps 3 through 9 from the preceding section to complete the file upload. 
 
Attaching a File to a Curriculum Map 
In order to attach a file to a map, the document must have first been uploaded into your Document Library (see 
previous instructions). Once this is done, any file in your Document Library may be attached to any number of your 
curriculum maps in any number of places.  
 
To attach a file to your curriculum map, do the following: 

1. From the Add/Edit screen, click the Document Library tab to display the documents. 

2. In the curriculum map, click the mouse at the location you want your document to be attached.  

3. In the Document Library window, highlight the document you want 
to attach to your map by clicking once on it. The selected row will 
become highlighted. Note: To find your document, you may need to 
change the library you’re viewing by using the pull-down menu. 

4. Click the Attach button in the top center of the Document Library window. An Attachment icon  will 
appear in your map to indicate that you have successfully attached the document. 

5. When another teacher views your curriculum map and hovers the mouse over an Attachment icon, s/he will see 
the description you entered for that file. If s/he clicks that icon, a window appears offering him/her the choice to 
download and view the attachment (where allowed). 

 
School and District Document Libraries 

In addition to your personal Document Library, your school and district may keep a common library that is 
accessible to all teachers. In this way, all teachers would have access to a common set of documents to download or 
attach to their maps. Only a School or District Coordinator may add or remove documents from the School or 
District Document Library. 
 
 
 
 

Document Library files 
appear in this window 
when the Document 
Library tab is active. 
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Organizing Your Document Library 
To manage the documents in your Document Library, choose Resources > Document Library from the blue 
navigation menu. From there you can Browse Libraries, Upload a File, Print, Add Sub Folder, Rename Folder, or 
Delete Folder. 
 
By clicking on Expand All Folders, you can 
view the document titles for all files within an 
area. To view documents within a specific 
library, click on the library title. 
 
To create sub folders within your library click 
the Add Sub Folder link. Note: Once sub 
folders are created, they will appear in the list 
of places to save files as you upload them. 
 
To rename or delete a folder, you must first 
click the radio button  for the folder you 
wish to work with. To rename a folder, click 
Rename Folder.  A window opens for you to 
type in the new folder name. To delete a folder, 
click Delete Folder, and a message will appear 
asking if you are sure you want to delete the 
folder. Note: you cannot delete a folder if there are documents or folders within the folder. You must first delete the 
individual documents. 
 
Click the Expand All Folders link or the title of a specific library to manage individual files. Each document has 
links next to it that enable you to edit, replace, or delete that particular file from your library. Note: While in the 
Expand All Folders view, you can ctrl-click (Mac) or right-click (Win) on a file name and choose to download the 
linked file. 
 
Edit allows you to change the information related to the document including the description, file type, and who can 
view the file. 
 
Replace will replace one document for another. If you click Replace, you will get a message asking if you’re sure 
you want to replace the document. If you do, click OK. If not, click Cancel. From there you can choose the 
document you want to take its place. 
 
Delete allows you to delete the file from your document library. If you click Delete, you will get a confirmation 
screen. Choose OK or Cancel. Note: If you choose OK and the document is attached to a curriculum map in the 
system, you will see a screen similar to this: 

 
After reading the information, you can choose either Delete the 
document anyway or Do Not Delete this document. Caution: if 
you choose Delete the document anyway, the document is 
permanently removed from the system and cannot be 
recovered. 

 
 
The Browse Libraries link at the top of the screen 
brings up a table of information for each file in a 
particular library or folder. You can select which 
library to browse with the pull-down menu. Click 
on the file’s title to automatically download the file. 
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CHAPTER 6 
Advanced Features 

 
 

 Compare Courses 
After you have become familiar with the Curriculum Mapper® system, you may wish to compare the curriculum 
maps of different courses to look for gaps or redundancies. The Compare Courses feature of Curriculum 
Mapper® allows you to choose two or more courses from your school and merge them into one document for easy 
comparison. Typical uses for this feature include: 
 

• Comparing identical courses taught by different teachers to ensure concurrency. 
• Isolating strands (reading, math, etc.) to monitor the progression of skills from one grade to the 

next. 
• Focusing on a single subject area (science, social studies, etc.) to determine how various 

learning standards are met. 
 
To use the Compare Courses feature, log on to Curriculum Mapper® and follow these steps: 
 
1. Choose Adv Features > Compare Courses from the blue navigation menu to display the 

Compare Courses page.  

2. Compare Courses defaults to the current school year. 
Note: To change the displayed school year to a different 
year, use the box at the top right of the screen to select the 
school year(s) you want to view and click Select. To select 
more than one year at a time: Win: ctrl-click; Mac: apple-click on each desired year. 

3. The school display defaults to your assigned school. Note: To change it to a 
different school, use the Choose a school… pull-down menu near the top left. If 
you change the school selection, the page will automatically reload to display the 
courses for the newly selected school. 

4. You can also choose the subject area and/or grade level you want to work 
with. Note: If you make selections in either subject area and/or grade level, 
you will need to click Get Courses just to the right of the grade level box 
in order to refresh the course display. 

 

 
5. The default order for the information displayed in the table is by Course. If you would like to sort the data any 

other way, click once on the desired column heading (Name, Course, etc.). The page will reload displaying the 
newly sorted data. 

6. In the Analyze column, click to check the box for each course 
you would like to compare. You may click the navigation links  

found at the top and bottom of the 
page to see more courses from the selected school. 

7. If you desire to analyze information from multiple schools at a 
single time, simply follow steps 3 through 6 from above to add 
additional courses from other schools. 

8. When you have checked all of the courses you would like to compare from the selected school(s), click the Go 
to Analysis link at the top or bottom of the page. The Analysis Worksheet Selections page will appear where 
you can finalize your selections for your comparison report. 
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Analysis Worksheet Selections 
Step 1: Uncheck any items you wish to remove from the list and click on Revise List at the top of this page. 

• To uncheck items, click once on the box. To reselect an item, click the box again. 

• Remember to click the Revise List link at the top of the page if you uncheck any items. 

• If you want to change the order that the courses are listed in on the report, use the Order pull-down list at 
the right of each course to choose the preferred order.  

Step 2: Choose which months to include in the report and how you want the courses arranged. 

• In the Include these months box, use ctrl-click (Win) or apple-click (Mac) to choose one or more months. 

• Choose how you want to group the courses. The default is Group by Month. Choosing As specified above 
will put the maps in chronological order. This is useful for checking how similar or identical courses are 
aligned to each other. There are nine different options and four tiers of grouping available.  

Step 3: What fields do you want to include in your report? 

• Choose which items to display (Content, Skills, and/or Assessment) on the report by checking the 
appropriate boxes. Note: you may be able to choose other fields, but they may vary from school to school 
resulting in difficult analysis.  

Step 4: What identifying information do you want to include with each map? 

• You can choose from School Name, Teacher Name and/or Course Name. 

Step 5: Choose the layout of your report. Note: This step will appear only if you have chosen 5 or fewer courses 
for the report and only have one field selected in Step 3. You can click on the example link to see what each layout 
looks like. 

Final Step: Click the Create Report button in the lower left corner. 

 
Report Results – Course Comparison 
A new window will open displaying the final analysis document you have requested. You can view this report 
onscreen, or you can print the report by clicking the Print link at the top of the page. Another option would be to turn 
the report into a Word document by clicking the  in the top-right corner. Clicking the Fit to Screen link makes 
the entire report viewable in the available screen space. You can also choose to Show Standards by clicking the 
link at the top of the report.
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 Search and Compare 
The Search/Compare advanced feature allows you to compare individual months of different 
curriculum maps. For example, you may search your school on the keyword “Shakespeare” and 
receive many different results. This page allows you to choose certain months from your search 
results and combine them into one document for easy comparison. 
 
To use this feature, log on to Curriculum Mapper® and follow these steps: 
1. Choose Adv Features > Search/Compare from the blue navigation menu to display the 

Search and Compare page. 
 

 
 
2. Use the box at the top right of the screen to select the school years you want to see. To select more than one 

year at a time: Win: ctrl-click; Mac: apple-click on each desired year. Click on Select. 
 
3. Select your search criteria including which school, keywords, categories, and grades you’d like to search. You 

can use Boolean operators or a wildcard (*) in the search field. Note: to select all schools in the district, click 
the checkbox next to All Schools in my District. 

 
4. Click Go Search. The Go Search button remains red while the search is being conducted. The Analysis – 

Search Results page will appear. The term(s) searched for are listed near the top. 
 

 
 
5. Use your mouse to click and check the box of any course(s) you would like to compare. You may click Next or 

Previous (at the top or bottom of the page) to see more courses from your school. Note: to conduct a new 
search, you can click New Search at the top. 
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6. Once you have selected the courses, click Go to Analysis. The Analysis-Worksheet Selections page will 
appear where you can finalize your selections. 

 

 
 
7. At this point, you may remove any courses that you do not wish to be part of the analysis. Click the checkbox 

once to remove the checkmark. If you change your selection of courses on this page, you must click the Revise 
List hyperlink at the top or bottom of the page. Note: You can also click the Add More Search Results link at 
the top or bottom to go back and check other courses you may not have checked the first time. 

 
8. Choose how you would like the maps sorted and grouped. In Steps 3 and 4, choose which information to 

display on the report.  
 
9. Click Create Report. A new screen will open displaying the analysis document you created. The terms 

searched for appear in red. 

• Click the Show Standards link at the top to show standards on the report. 

• Click Print at the top of the page to print the report. 

• Click Fit to Screen or Page Layout according to your preference. 

• Convert the report to a Word document by clicking the . 

 
 

 Three Month Zoom 
The Three Month Zoom feature gives you a quick way to chose a curriculum map and focus on only three months 
(e.g. zoom in on that part of the year). To generate a Three Month Zoom, do the following: 

1. Choose Adv Features > Reports from the blue navigation menu. On the screen that appears, choose Three 
Month Zoom. 

2. The screen that appears looks much like the School Overview screen. Choose the first month of the three you 
want to zoom in on, and then click on the course name. Note: you can also change the school year. If you do, 
remember to click Select to update the display of maps. 

Note: To quickly return to the Reports screen click the Reports link at the top. 
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 School Snapshot 
The School Snapshot feature provides an easy way to look at one month from every map in the school, department, 
etc. This report is a great way to monitor the mapping process as well as answer questions like, “What is the science 
department doing this month?” or “What do 4th graders do in February?” 
 
To generate a School Snapshot, do the following: 

1. Choose Adv Features > Reports from the blue 
navigation menu. On the screen that appears, 
choose School Snapshot. 

2. On the screen that appears, choose the month to 
view. 

3. Choose any other limiting criteria desired. Note: 
To select more than one grade at a time: Win: 
ctrl-click; Mac: apple-click on each desired grade 

4. Click Get Snapshot. 

 
 
 
On the School Snapshot results page, you can see the criteria selected for the snapshot at the top. 
 

 
 

Memorized Reports 
On the Memorized Reports page, you can quickly run a report with criteria you saved from the Standards Analysis 
page. Simply click the name of the report and the Standards Analysis page will load with the search criteria 
preloaded. 
 
To Edit or Delete a memorized report, click the appropriate link at the right of the screen. 
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CHAPTER 7 
Standards Reports 

 
 Overview 

Creating a customized standards report is done in three steps. First, decide on the type of report you want to 
generate. Second, select the standards you want to track. Third, choose the target classes to match against the 
selected standards. Standards reports are available to all teachers. 
 
Note: generating a complex report (e.g. matching many standards against many classes) may take anywhere from 
several seconds to several minutes. You can cancel the report at any time by simply closing the window; otherwise, 
do not navigate anywhere else with your web browser as the report is being generated.  
 

Standards Analysis 
1. Choose Adv Features > Standards Analysis from the blue navigation menu. 

2. The Standards Analysis screen will load a Java Applet, similar to the Add/Edit Screen. This may take up to a 
minute to appear, as all your state and local standards as well as class information is loaded. 

 
 Step 1: Choosing a Report 

 
The first step to create a standards report is to select 
the report type to generate. Use the Select Report pull-
down menu at the bottom left of the screen to select 
the desired report.  
 
 Note: Click the Explain button for any selected 
report to see an example, along with a short 
explanation. The Explain button is very useful to help 
you decide which report is most appropriate. 
 
The choices for Standards Reports are: 

• Standards Vs. Courses (totals only). This 
report displays the total number of times your 
selected standards have been addressed in 
each target class. 

• Standards Vs. Courses (coverage breakdown). This report displays the depth that each of your selected 
standards have been addressed in each target class, as teachers have indicated (Introduced, Developed, or 
Reinforced) 

• Search for Missing Standards. This report compares the standards you selected and your target classes, 
then displays which standards have not been addressed for each class. 

• What am I missing? This report compares the standards you selected with your classes only, and displays 
missing standards from each class. 

• Where are Standards Taught? This report compares the standards you selected to your target classes and 
displays which classes address each standard – and to what depth.  
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 Step 2: Selecting Standards 
With the Select Standards tab selected, check the boxes of any standards 
you want to track in the report. Just as in the Add/Edit screen, click the 
Expand/Collapse icon  to drill deeper into a goal, strand, etc. 
 

Note: Each Standards Report is limited to one Subject/Grade combination. For example, you may check any 
standards from Language Arts (Grade 5) and generate a report, but you may not mix Mathematics (Grade 5) into the 
same report. 
 
The Check All and Check Lowest Level buttons are shortcuts to check many standards at once. 
 

• If no standards are checked when the Check Lowest Level button is clicked, every standard in the 
Subject/Grade combination at the lowest level (i.e. where you can not drill any deeper) will become 
marked. 

• If you have one or more standards checked when the Check Lowest Level button is clicked, only the 
deepest level of the checked standards will become marked. 

When you have checked all the standards you want to target, click the Next Step button. 
 

Step 3: Additional Criteria - Targeting Classes 
The Additional Criteria tab allows you to target only particular classes (or categories) in the report. For example, 
you may want to target only math classes against the mathematics standards you selected. 

 
1. If you know the particular classes you want to 

target, you may simply highlight them in the 
course list. Hold the CTRL key as you highlight 
multiple courses (apple key on Mac). 

2. If you want to target the courses by grade level 
and category, first select All Courses in the 
course pull-down menu. Next, select a Grade 
level (again, use the CTRL key or apple key to 
select multiple grades) and/or a Subject Area. 
Only a single subject area may be selected. 

3. Finally, choose the year(s) (use the CTRL key 
to select multiple years or apple key on Mac), 
map type and field to search. Selecting a 
particular month is not an option now and will 
always be dimmed. 

4. If you would like to see the standard number only on the report (as opposed to the explanatory text for each 
standard), select “Yes.” 

5. When you have finished targeting classes, click Generate Report.  

Note: generating a complex report (e.g. matching many standards against many classes) may take anywhere from 
several seconds to several minutes. You can cancel the report at any time by simply closing the window; otherwise, 
do not navigate anywhere else with your web browser as the report is being generated.  
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Step 4: Report Results 
Report results are usually represented in a grid for easier viewing. There are a few things to note when reading this 
grid. 

• You may copy/paste this grid to another document or Microsoft™ Excel. This makes it easy to save report 
results, Email them to others, etc. 

• You may click on any class to view the complete curriculum map for that course. Any targeted standards 
will appear as red icons on the maps. 

• Some reports include a Graph feature. If the rightmost column contains a link labeled Get Graph, you may 
click this to see the information more visually as a bar graph. Any charts may be copied/pasted into other 
programs (e.g. PowerPoint) to share with others. 
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APPENDIX A 
User Privileges 

 
 
Users of Curriculum Mapper® are assigned different privileges by the School Coordinator. This helps ensure the 
integrity of the database. The following are the various types of users and the associated privileges. See the chart on 
the following page to easily compare access levels. 
 
GUEST 
A guest has the fewest privileges on the system. A guest may view curriculum maps from his/her school but may not 
alter anything. A guest may only search the database for curriculum maps from within the district. In addition, a 
School Coordinator may designate that a guest is only allowed to view master maps. Such a guest is called a limited 
guest, as opposed to a full guest, who may view all maps from within the district. (See the Coordinator Manual for 
details about how to limit guest access.) Each school receives a guest ID and password to use at its discretion. Many 
schools send this information to the school community through a mailing, thus allowing all community members to 
view curriculum maps from their district only. 
 
TEACHER 
A teacher may create and edit his/her own curriculum maps. Teachers may also search and view other curriculum 
maps from within the district. In addition, teachers whose schools have purchased the Global Search capability 
may search the entire database of maps from all schools on the system. Once a teacher has created a curriculum 
map, no other user may alter that map. 
 
TEACHER LEADER 
A teacher leader has all the privileges of a teacher. In addition, a teacher leader may designate any of his/her maps as 
a master map. See Chapter 3 for details about master maps. 
 
DEPARTMENT CHAIR 
A department chair has all the privileges of a teacher leader and teacher. In addition, a department chair has the 
ability to create a course description, prerequisites, etc. Again, this promotes the integrity of the database by limiting 
the control of this information to certain designated users. Please note that a department chair must create a course 
before a teacher may create a curriculum map for the course. 
 
SCHOOL COORDINATOR (Administrator) 
A School Coordinator has all the privileges of a department chair and teacher. In addition, the School Coordinator 
has the ability to set the curriculum map format and manipulate user accounts. For example, a coordinator may 
change the access level of a user from “teacher” to “department chair.” Although a School Coordinator can never 
see the passwords of the users from the school, s/he does have the ability to change a password. Although this 
difference seems subtle at first, it is actually quite powerful. If a user forgets a password, s/he may request that the 
School Coordinator change the existing password to a known value. However, a School Coordinator cannot change 
the password of a user without the user’s knowledge. 
 
DISTRICT COORDINATOR (Administrator) 
A District Coordinator has all the privileges of a School Coordinator. In addition, a District Coordinator may “jump” 
from school to school in the district to perform administrative functions on any of those schools. 
 
Details on special functions of Department Chairs and Coordinators are listed in the Coordinator Handbook, which 
may be downloaded from the Curriculum Mapper® website as well. 
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Basic User Privileges 
 

Activity Guest Teacher Department 
Chair 

School 
Coordinator 

District 
Coordinator 

View Master Maps 
from the school 

Limited and 
Full Guest X X X X* 

View Master Maps and 
Diary Maps from the 
school 

Limited Guest 
– no 

Full Guest - 
yes 

X X X X* 

Create and Edit 
curriculum maps  X X X X* 

Insert standards into 
maps and 
upload/attach 
documents to maps 

 X X X X* 

Search curriculum 
maps from district  X X X X* 

Use the Global Search 
function (if school 
subscribes to it) 

 X X X X* 

Use advanced features 
to compare courses 
and search and 
compare 

 X X X X* 

Copy Master Map(s) 
into own account  X X X X* 

Create a Master Map   X X X* 
Designate another 
teacher’s map as a 
master 

  X X X* 

Edit the school’s 
course list (e.g. change 
course names, make 
courses inactive, etc.) 

  X X X* 

Change the curriculum 
map format (re-name 
fields, add a 4th or 5th 
column, etc.) 

   X X* 

Export any and all data 
from the school to MS 
Word (or a database 
file) 

   X X* 

Review site usage 
statistics    X X* 

Edit user account 
information, including 
changing passwords 

   X X* 

Add and edit links on 
the Resources page    X X* 

Designate Public Maps      X 
 

* For any school in the district 
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APPENDIX B 
Creating and Editing Course Information 

 
 Overview 

This section of the User’s Guide is for administrators, department chairs, and teacher leaders only. In Curriculum 
Mapper®, only these people are authorized to create and edit the course list. 
 
Creating a course list serves as an anchor for mapping. All courses for a given department/grade level must be 
entered before faculty can begin creating their curriculum maps. 
 
Course listings also allow for storage of the following kinds of information about a course: 
• Course Name (required) 
• Course Number (required) 
• Category (required) 
• Grade Level (required) 
• Course Description 
• Textbook(s) and Materials 
• Prerequisites for the course 
• Other notes which administrators or department heads believe are important 
• Credits Earned 
• College Credit? 
• Course Level (for weighted grades): 
• Length of Course 
• Course is Active? 
 
 

 View/Update Course List Screen 
To access the View/Update Course List screen: 

• Choose Course List from the blue navigation menu. Note: you will only see this button if you have logged in as 
a teacher leader/department chair/administrator. This will bring up the View/Update Course List page.  

• You will see a list of courses that have already been created. This does not mean that any curriculum maps have 
been entered for a particular course, only that the course exists in your school’s database. 

• Courses that are inactive are shaded in gray. 

• Click on the desired column heading to sort the list of courses by Course Name, Course Number, Subject Area, 
or Grade Level. 

• To edit, delete, or view information about a particular course, click on the Edit link to the left of the course 
name. It brings up the Edit Course Information screen. There is a Delete This Course button on the top right. If 
you make changes, make sure to click the Save Changes button on the top or bottom left. If you don’t want 
to make changes, there is a Close without Saving link at the top of the screen. 

• To add a new course, click on the Add New Course link at the top of the View/Update Course screen. 
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 Creating a New Course 
To create a new course, click on the Add New Course hyperlink at the top of the View/Update Course screen. 
  
You will now need to fill in the information for the course (the first four fields are required). An asterisk (*) 
denotes a required field to complete. 
 
Course Name* (The name of the course, as it appears in your course directory) 
 
Course Number.* (Enter your school course identification number here. Enter 111 if you don’t know the ID 
number for the class.) 
 
Subject Area* (This will not necessarily be your department or division. Fixed choices allow for easier searching 
later.) 
 
Grade Level* (The grade level of students who will take the course. e.g., 4, 9-12) 
 
Course Description 
 
Textbook(s) and Materials 
 
Prerequisites 
 
Notes 
 
Credits Earned 
 
College Credit  
 
Course Level (for weighted grades) 
 
Length of Course 
 
Course is Active? Deactivate a course so 
that it no longer appears in the course list 
for teachers to choose from. Any maps 
created for a deactivated course are still 
visible to teachers.  
 
When you have finished entering course information, click the Save Changes button found at the top and bottom 
of the screen. You can come back later and add or alter information to any course. 
 
 

 Editing an Existing Course 
• Choose Course List from the blue navigation menu. Note: you will only see this button if you have logged in as 

a teacher leader/department chair/administrator. This will bring up the View/Update Course List page. 
• Click on the desired column heading to sort the list of courses by Course Name, Course Number, Subject Area, 

or Grade Level. 
• Locate the course you want to edit. 
• Click the Edit hyperlink to the left of the course. 
• On the Edit Course Information screen, you can make changes in any given field by using the pull-down menus 

for that field, or clicking in a text field and typing/modifying. 
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After you have modified the desired information, you should: 
• Click the Save Changes button near the top or bottom left of the screen to save your information. You will 

return to the View/Update Course List page. 
 
 

 Deleting an Existing Course 
To delete a course: 
 
• Choose Course List from the blue navigation menu. Note: you will only see this button if you have logged in as 

a teacher leader/department chair/administrator. This will bring up the View/Update Course List page 

• When you locate the course you want to delete, click the Edit hyperlink to the left of the course. Note: you can 
click on the desired column heading to sort the list of courses by Course Name, Course Number, Subject Area, 
or Grade Level. 

• On the Edit Course Information screen that appears, click the Delete This Course button (top right). 

• You will be asked to confirm your delete. If you choose yes the information for that course will be permanently 
deleted from the system. 

 
Note: If any maps exist for the course you are trying to delete, Curriculum Mapper® will instead deactivate the 
course rather than deleting it. This ensures that no curricular data is lost. To delete the course, all maps created for 
that course must first be deleted. 



Curriculum Mapper® Teacher Guide version 10.5 45

APPENDIX C 
Frequently Asked Questions 

 
 
What if I forget my password? 
Try the Forgot your password? link (AutoPass feature), found on the logon page. Simply supply your name and 
Email address as you originally entered it in Curriculum Mapper®, and your password will be Emailed to you 
within minutes. Note: if you don’t get an Email within a few minutes, you may have entered your Email address 
incorrectly. In that case, you’ll need to contact your School Coordinator. 
 
Another option would be to contact your School Coordinator to change your password to a known value. 
(Coordinators cannot see current passwords, but they can change them.) Changes take effect instantly. 
 
Can I change my Login ID? 
Yes! Find it hard to remember numbers? Change your Login ID to something you can remember. Choose My 
Account > Update My Info from the blue navigation menu and enter your own, personalized Login Name. 
Remember to click UPDATE to have the change take effect. The next time you login, you can use either your 
numerical ID or your new Login Name. Note: the Login ID must be unique. If someone else has already used your 
suggestion, you will be directed to select a different Login ID. 
 
What should I do if my Email address changes? 
Choose My Account > Update My Info from the blue navigation menu to change your Email address. Remember 
to click UPDATE to have the change take effect. 
 
Can more than one teacher share an ID and password? 
No. In order to ensure the integrity and accuracy of the database, each user must have his/her own ID and password. 
This also prevents accidental corruption or deletion of curriculum maps. 
 
I can’t copy and paste. What am I doing wrong? 
Make sure you are using the buttons in the Curriculum Mapper® toolbar rather than the browser’s menu. 
Remember, Curriculum Mapper® is an application working inside the browser window. 
 
I can’t see all the information on my screen. The scroll bars in my browser don’t seem to be 
working. 
Remember to use the scroll bars in the Curriculum Mapper® screen to move your information.  
 
Which Internet browser should I use? 
Internet Explorer™ (version 5.1.7 or better), Netscape Navigator™ (version 6 or better), Safari, and AOL browser 
(version 7 or better) all work fine. These browsers are all available for free at the following Internet websites: 
• browser.netscape.com    (Netscape for Windows) 
• www.Microsoft™.com/windows/ie/default.mspx    (Internet Explorer for Windows) 
• www.apple.com/support/downloads/safari.html    (Safari for Mac) 
• www.mozilla.org/products/firefox/    (Firefox for Mac or Windows) 
 
How can I search other schools besides my own? 
To search and view curriculum maps from across the country, your school can subscribe to the Global Search 
feature of Curriculum Mapper®. This feature allows you to use a search all schools in the system. Choose Maps > 
Global Search from the blue navigation menu. Note: this button will only appear if your school has subscribed to 
this feature. 
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What does it mean that my “Session has Expired?” 
A user’s session expires if the Curriculum Mapper® server does not see any activity from a user for 45 minutes. 
Curriculum Mapper® uses your session to authenticate you as a valid user of the system. Thus, if your session 
expires, the system cannot verify that you are a trusted user and will not let you see any pages or make changes. 
 
The session is a function of how the Internet and Internet servers work, and is not particular to Curriculum Mapper® 
 
To avoid any session timeouts, simply save any maps you are working on every ten minutes or so (just like anything 
else), and the server will always know you are still there! 
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APPENDIX D 
Help and Customer Service Information 

 
 
Customer service and technical support are offered for free to all registered users. You may receive help in many 
ways. 
 
1. Download a Teacher Guide or Coordinator Handbook for free from the Curriculum Mapper® website. Once 

you logon to the system, go to Resources > Teacher Guide download the Teacher Guide or Coordinator 
Handbook in MS Word format (Mac or Windows) or PDF format (viewable on any Mac or Windows with 
Adobe Reader). 

 
2. Use the online help offered on each screen of Curriculum Mapper®. Simply click on the ? on any page after 

you are logged onto the system to view help pertaining to that page. 
 
3. Email your question to support@curriculummapper.com Please include your name and Teacher ID. Also 

include what type of computer you are using (Mac or Windows) and the browser you are using (e.g. Internet 
Explorer 6.0, Netscape 7.2, etc.). 

 
4. Call technical support between 8:00 AM and 9:00 PM CST. Be prepared to provide your teacher ID. 

Collaborative Learning, Inc. will never ask you for your password over the phone. In addition, Collaborative 
Learning, Inc. cannot give you a password over the phone; if you forget your password, a new one may be 
Emailed to you or your district coordinator. You may also use the Forgot your password? link on the login 
screen (AutoPass feature). Supply your name and Email address as you originally entered it in Curriculum 
Mapper®, and your password will be automatically Emailed to you within minutes. 

 
Customer Service and Technical Support 

800.318.4555 
8:00 AM – 9:00 PM CST, Monday - Friday 
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APPENDIX E 
Java Applets 

 
 
What is a Java Applet? 
The Add/Edit and Standards Analysis interfaces of Curriculum Mapper® are not technically web pages – they are 
Java Applets. Applets are very common (most of the time you don’t even know when you’re using them). An applet 
is a little program that’s sent from the Curriculum Mapper® servers to your computer and actually runs on your 
computer. The program sits in your computer’s RAM memory and nothing gets installed on your hard drive. In fact, 
the entire platform of applets is based on a security system that prevents an applet from reading or writing anything 
to the hard drive. 
 
  
Why are we using an applet?  
Applets are a common cross-platform way (i.e. works on both Mac and Windows computers) to allow users to bold, 
underline, etc. and give much-requested functionality (like incorporating the state standards into the maps and 
attaching documents). 
 
  
What happens to the applet when you're done with it?  
Because it sits in your computer’s RAM memory, the applet is destroyed as soon as you shut down your computer or 
even close your browser. You must close all browser windows to make sure it is destroyed and disappears. 
  
The only drawback to an applet is that it can take a while to load on your computer for the first time (if you have 
slow dial-up Internet access, maybe even a minute or two). After it’s been sent to your computer, though, you will 
have fast access to it (until you close your browser or shut down your computer).  
  
How do you use the applet?  
To use this applet, your computer must have Java installed on it. Most computers come with Java already on it. If 
your computer doesn’t have Java on it, you will automatically be prompted to do a one-time installation on your 
computer. The installed Java will come in handy for a lot of other web sites, too. 



Curriculum Mapper® Teacher Guide version 10.5 49

APPENDIX F 
 

 Starting a New School Year with Previous Diary Maps 
1. Choose Maps > My Maps from the blue navigation menu to view the My Maps  Summary page. 

2. Change the Month Action to 
Copy, then click on the month 
you want to copy.  
The Copy Map screen will 
appear 

3. Use the pull-down menus to 
select the course and school 
year. Change the Month or 
Whole Year pull-down menu to 
Whole Year if you want to carry 
over all of the maps at once. 
You will get a dialog box 
asking if you are sure you want to copy the whole year. Click OK. 

4. Click on Copy. When the maps have been copied, you will see the the word DONE in red on the Copy Map 
screen. Close the window by clicking the displayed link when it is done. 
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APPENDIX G 
 

 My Maps – List View 

 
 

If your Curriculum Mapper® preferences are set to My Maps – List, this is the screen you will see when you 
choose Maps > My Maps from the blue navigation menu. If you have not created any maps for the selected year, 
the following message will be displayed on the screen: “You currently have no curriculum maps entered for the 
selected school year.” 
 
In this view, each month for each course is listed separately. You may need to scroll down the page to view all of the 
maps you have created. 
 
To add a new month, click the Add New Month link at the top left of the page. The Add/Edit screen will appear 
and function as described in Chapter 3 of this guide. 
 
Instead of the Month Action pull-down menu in the My Maps – Summary view, you will need to click on Edit, 
Delete, or Copy in the left-most column of the month and course you wish to work with. Once you select the task 
you want to perform, it will function as described in this guide. 
 
To temporarily switch to the My Maps Summary view, click the Maps-Summary link at the top of the screen. To 
make the change permanent, change your preferences under My Account > Edit Preferences on the blue navigation 
menu. 
 
 


