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Step 1: Downloading and selecting an E-Pack

Download a PDF folder from your Member’s Library.
(The example used here is US12349)

Locate the downloaded folder on your computer...

—0 X
& - | Downloads Q §e,

12349pdf
landscape pdfs

portrait pdfs Note: Some units may not have all three E-Pack folders available.
Word docs

Select the PDF pack you want to use. In this case we are going to use the portrait PDF pack.

—a X
€& - | Downloads > 12349pdf » portrait pdfs C jo)
12349pdf
landscape pdfs

portrait pdfs
B 12349v5a Assessment - EL
8 12349v5a Glossary - EL
"8 12349v5a Lesson 1 - EL
75 12349v5a Lesson 2 - EL
™8 12349v5a Lesson 3 - EL
Word docs

We will now add these files to your course so your students can access them.



Step 2: Setting up a course online

Adding PDFs and additional resources to your course is very
simple. You can add documents to your course folder by

either ‘cut and paste’ or ‘click and drag’.

Create a folder within your local secure server (ensure this

PDF

folder is accessible by your students). Name this folder by — -
the title you want your course to be called eg ‘Course 2 -

Time Management’.

Add any other files you want to supplement your course content or assessment with, such
as: video, Word documents, spreadsheets, slide presentations, additional instructions etc.
Reorder the files in the sequence you want students to access them.

& - | Courses

Course 1

Course 2 - Time Management
12349 Resources

Course 3

—O X

You now have a complete set of teaching materials as well as any other supporting materials

you have created yourself.

To add files to your Google Drive, open your Google Drive account.

Go gle Search Drive
& Drive My Drive ~
L= 1 -

B cCourse2-Time Management

n i Q) instantpdit2
o2 0B
Owner Last medified File size

Sep 29,2015 me -

» B3 My Drive
£ S 1. Create a folder and name it. In this example we have
P Cmgerins created a folder called ‘Course 2 - Time Management’.
V. N
—
* Starred
i Trash
New folder...
Upload files... 2 Open the fOIder and rlght
Upload folder click. Select Upload Files...
button.
] cetorive forpc /" Newfile >

Continued on next page... ©
5



3. Browse, find and select the chosen PDFs you have decided to use from your Member’s

Library (see Step 1).

(© Recent

Y Starred
W Trash
4. Click Open - the files should
1 Drop f OB
upload to your Google Drive folder. il + Uploading sitoms
t
e e Cancel all
[ setorive forPC [ 12349v5a Assessment - EL pdf 1.7MB /1.7 MB Cancel
[ 12349v5a Glossary - EL pdf 0B/67.5KB Waiting
(5 12349v5a Lesson 1 - EL pdf 0B/662KB Waiting.
7 MB of 15 GB used
[ 12349v5a Lesson 2 - EL pdf 0B/474KB Wating.
&= Upgrade storage [T 12349+5a Lesson 3 - EL pdf 08/246 KB Waiting.
& Drive My Drive > Course 2 - Time Management ~ e A iz @ 0

“ Name Owner Last modified File size

» B3 MyDrive @  12349v5a Assessment - ELpdf me 10:40 am me 2MB
2% Shared with me 12349v5a Glossary - ELpdf me 10:40 am me 68 KB
‘.'. Google Photos
@ 12349vSa Lesson 1 - ELpdf me 10:40 am me 662 KB
® Recent
@  12349v5a Lesson 2 - EL.pdf me 10:40 am me 474 KB
Y Starred
_ B0  12349v5a Lesson 3- ELpdf 4 Uploading 2 items
B Trash
Cancel all
@ 12349v5a Assessment - ELpdf 1.7MB Uploaded Share
[ 12349v5a Glossary - EL pdf 67.5KB Uploaded Share
[ 12349v5a Lesson 1 - EL pdf 662 KB Uploaded Share
5 SeleCt any Other additiona| ﬁleS {5 12349v5a Lesson 2 - EL pdf 474KB Uploaded Share
. {5 12349v5a Lesson 3 - EL pdf 246 KB Uploaded Share
[ cetorive forpe you would like and upload them. W 12349+5a Lesson 1 Additional 111KB Uploaded Share
Web Links.docx
X 12349v5a Lesson 3 Time 0B/747KB Canesl
10 MB of 15 GB used Management Plan.xlsx
- W Additional Course 0B/11.1KB Waiting
= Upgrade storage Instructions.docx

L Drive My Drive > Course 2 - Time Management ~ e :

z 0 2

“ Name Owner Last medified File size

» B3 My Drive | I AssessmentFiles me 10:43 am me -
2%  Shared with me W 1. additional Course Instructions.docx me 10:43 am me 11 KB
4+ Google Photos
m 12349v5a Lesson 1 - EL pdf me 10:40 am me 662 KB
(O Recent
W 12349v5a Lesson 1 Additional Web Links.docx me 10:42 am me 11 KB
Y Starred
i - @  12349v5a Lesson 2- EL pdf me 10:40 am me 474 KB
ras|
@  12349vsa Lesson 3 - EL pdf me 10:40 am me 246 KB
X 12349v5a Lesson 3 Time Management Plan. xlsx me 10:42 am me 7KB

6. Rearrange files so they appear in order (HINT: you can create subfolders to help yo




Step 3: Creating student access

Mame Date modified Type
It will depend on how your server is setup as to Course 1 30/09/2015 252 p..._Filefolder
. . Course 2 -Time Management 30/09/2015 2:51 p....  File folder
how you share files with students. You may be able Coune3 ’ B
to share the course folder by making it ‘read only’. Couree2 T Memmgement ropentes ”
Students will be able to copy files but not edit them. If e — T
you are unsure consult your IT specialist on the best Object name:  H:\CoursesCatras 2 Trre Management
Way tO Share fileS. Group or user names:
[leremorower B
SBSYSTEM
< > v
To change permissions, click Edit Edi
Pemissions for CREATOR
OWNER Allow Deny
Full control @a
Modify
Read & execute
List folder conterts
Read ©
;?é‘spﬂe‘z:\niﬂwminns or advanced settings, Advanced
[ ok ] Cancel Aoply

To create access on Google Drive

If placing files on Google Drive then you may link these files via google

classrooms. You can also share files directly from your google drive. You

can share files or folders with students and these can be made ‘view only’.

Students will need to take copies of the files and work on them in their own

google drive or devices by downloading them. They can then share their

progress with you. It is best to experiment on the best way to access and share files.

& Drive My Drive ~
[ -
» B3 My Drive o Course 2 - Time Management
0 ith
2= shared with me pen wi b4
N New folder... Share with others Get shareable link (&
4% Google Photos
® Recent I +8  Share.. | People
Y starred GO Getlink Enter names or email addresses. @ Canviow ~
_ Move to...
@ Trash = Can edit
Y Add star ¥ Can view
Change color >
Rename. '
o View details
Get Drive for PC
o ¥ Download
10 ME of 15 GB used W Remove

Note: You can also link files in Google Drive to Google Classrooms.




I Step 4: How to work within an editable PDF

> Using Google Drive and editable PDFs

Once you have accessed a copy of the PDF you want to work with, do the following:

We will use an example using a course for Time Management. You will notice
some additional files have been added to supplement additional teaching and student
resource materials for this particular school.

Google KES

& Drive My Drive ~

| B3 wmyorive B Course2-Time Management 1. Open Course 2 Time Management Folder.

2% Shared with me
‘.‘- Google Photos
(© Recent
Y Starred

i Trash

Go g|e Search Drive “ # @ instantpdf12@gmail.com

& Drive My Drive > Course 2 - Time Management ~ . o @ 0
“ Name Owner Last modified File size
» B3 MyDrive | W 1. additional Course Instructions docx me Sep 29,2015 me 11kK8

2% shared with me 12349v53 Assessment - EL pdf Sep29,2015 me 2B

@
e R D zasouss Glossay- e 2.You will see the PDF files and some
B S additional Word and Excel files the teacher
: W it s has added to help with your learning.

D 12840v5a Lesson2- ELpdf me Sep 29,2015 me ke

@@  12349v5a Lesson 3 - ELpdf me Sep 29,2015 me 246 KB

X 12349v5a Lesson 3 Time Management Plan.xlsx me Sep 29,2015 me TKE

[ cetoriveforPe

Go gle Search Drive “ i Q) instantpdii2@gmail.com -

& Drive My Drive > Course 2 - Time Management ~ ® ‘2 O B H H-E VAR i R e}
“ Name + Owner Last modified File size
»EY MyDrive W 1 Additional¢ @  Preview me 401 pm me 11 KB

| Open with >
A5, Shared with me T 123a0va & B coogle Docs 406 pm me 2mB

Suggested apps

4% Google Photos +8  share.
@  12349v5a Glo Lurmin PDF

© = @ e D DocHub - View, Edit & Sign PDFs. 3' You are gOIng to open
e sred o 12349vba Lesson 1 -
]

W 123a9u5ales W Addstar I +  Connect more apps i )
Trash
= Rename L1 Apps on your Computer ELpdf nght C“Ck on
12349v5a Les
the document and select
= @ vewdetais
12349v5a Les me
£ Manage versions.. connect more apps.
] cetorive forPe LGl | Make a copy me 405 pm me
¥ pownload
0 bytes of 15 GB used
B Remowe

£ Upgrade storage

Continued on next page Q



4. Type ‘xodo’ into the search function. The

following app should appear. Make sure
you select ‘Xodo PDF Viewer and Editor’ if
more than one option is given.

Connect apps to Drive

Xodo PDF Viewer & Editor
offered by xedo.com/app

Productivity
Fast & reliable PDF viewer, editor, and annotation taol w rerr
Drive support

Connect apps to Drive x

xodo X
. Productivity
Xodo PDF was connected to Google Drive. i
Q“l Fekeded o (77
[l
& Drive My Drive > Course 2 - Time Management ~ ® 2 O 8 H =z @ O
“ Name + Owner Last modified File size
B3 MmyDrive W 1. additional Caurse Instructions.docx me @ Preview 15 me 11 kB
. . Open with > | .
&% shared withme BE  12349v5a Assessment - EL pdf J 83 XodoFDF
4% Google Photos +8 Share Bl Google Docs
BB  12349v5a Glossary - ELpdf me
i 9, Xodo PDF Reader & Annotat
(© Recent &5 Getlink I odo cader & Annotator
@ 12349v5a Lesson 1 - ELpdf my Suggested apps
Y Starred W voeto
B Lumin POF
T e W 12349v5a Lesson 1 Additional Web Links. docx me Y Addster
rasl
Rename... <+ Connect more apps

B8  12349v5a Lesson 2- ELpdf me

L1 Apps on your Computer
© viewdetails
e

@@  12349v5a Lesson 3-ELpdf

X 12349v5a Lesson 3 Time Management Plan.q 8 R|ght CI|Ck on Lesson 1 and Se|eCt Open
With Xodo PDF Reader and Annotator.

L] GetbriveforPc

7 MB of 15 GB used

9. The following screen may appear. If it does select

82000 Google Drive under the heading ‘Open a file’.

a Guest ~

OPENFILE
= IWANTTO

as
@@ BOOKSHELF

View & Edit

B8 SHARED WITH ME
OPEN AFILE

= 2]

Continued on next page... Q



10

Select a file

PDFs Documents Spreadsheets Presentations Images

Q

OR Select Lesson 1
and click select.

@5 12349v5a Lesson 3-EL @0 12349v5a

Lesson 2 -EL. POF 12349v5a Lesson 1-EL....

G Request for Permission - Google Chrome. - a X

https://accounts.google.com/o/oauth2/auth?client_id=318378661449-56elpfok7qsk4h9ecjfs613he

[

11. The following pop-up screen may appear. &
If it does click Allow to continue. .
&
B

By clcking Allow, you allow this app and G oogle to use your information in accordance:
wih their respective terms of service and privacy polcies. You can change this and
ofher Account Permissions at any fime.

b

~ Xodo would like to:

View your email address

View your basic profile info

View and manage Google Drive files and folders that
you have opened or created with this app

Add itself to Google Drive

View the files in your Google Drive:

View your contacts

oo “ .

N
— 12349v5a
= 2
LESSON 1:
Time management .
and priorities
N
13. Read through the lesson until you get to the first activity to complete.
. . . . . o -
The activity for US12349 Lesson 1 is a pick list. 8 cut
- - a s m
= In this activity you will practise identifying urgent and
Try it for non-urgent priorities.
Yourself 1. Decide whether each of the examples below is an
urgent priority or a fieh-Urgent prorty. ’
T
F—— Pack clothes, gear, etc for school camp tomorrow. Urgent v 4 O e
Fill out an employee survey form for my work (can be done v oo arro O
o P sometime within the next two weeks). De o
s & Writing a targeted CV for a job | am applying for (must be emailed ﬁ’fﬁﬂ‘m <
- to employer by the end of the week). dnNad Sseie e
Practise and study for my te reo M3ori test in two days’ time. v orre 3 e
Tidy up my room, sort old clothes, etc that | don’t want anymore. M
2. Now you will think about your own priorities.
* Think of one day coming up this or next week (write this date in the space below).
e Write a list of all of your priorities for this day.
: e State whether each priority is urgent or non-urgent (and give a reason why).

Continued on next page... 0



L SSIE] = o-vic - | 8 saie | 2 a
2. INOW yOU WIIl IITIK aDOUL yOUr OWI PrOMues.
= « Think of one day coming up this or next week (write this date in the space below). '1 5 SCI’O” dOWI"I tO the neXt
* Write a list of all of your priorities for this day. 0o - g
 State whether each priority is urgent or non-urgent (and give a reason why). aCt|V|ty which requires you
; to enter some text. Click in
— | the text box provided and
E start typing your answer.
TN The text may appear very
; big to start with but as you
— type it will ‘auto size’.
= é = ehle) & Guest~
3 ERQ [al W OpenFie - E S O
—_———— <. NOW yOu Wil LTINK doout your OwI priorues.

* Think of one day coming up this or next week (write this date in the space below).
* Write a list of all of your priorities for this day.
* State whether each priority is urgent or non-urgent (and give a reason why).

16. To save your work click on the Save
button as shown and select Google Take the dog for a walk to the park and buy
Drive. You will need to keep doing this as some milk

Xodo does not automatically save your Pay the power bl oo <

work to google drive.

REMEMBER TO DO THIS BEFORE
YOU CLOSE THE PDF!

17. If you wish to add a comment in your PDF the best way to do this is to sign in to Xodo. This
will add your Google username to the comment showing that it is you that made the comment. If
your teacher adds a comment to your work using the same process you will be able to tell which

comment belongs to which person. -

A4 (¢ I TN/
J¢ 0 J¢€ 8 O
Urgent v o a
I
e g hand come
| dna O0Se OR
. ] . .
emailed = Sig 19. Click Sign
in with Google.
Forgot your password?
Don't have an account? Signup here
& Guest - & instantpdf12 - & instantpdf12 -

A (¢ I TINAT alm . A (¢ I TINAT+ a m .

20. Click on comment
icon in toolbar. Your cursor
will turn into a cross. Now 0
position your cursor to
where you want to add
your comment and click.

21. Write your comment
and press Save.

NOte that you CannOt add a e g% T @ instantpdfi2 - Comment VT ® instantpdf12 - Comment
- . - 4:16 PM Sep 29 . - 4:16 PM Sep 29

comment in an editable text 2 - > | [orey T conk think of amymors

box. Add it to the right as e [ e I thines

Save | Cancel

per the example opposite.
Write your comment. —

Save | Cancel

22. Continue and complete the rest of the lesson filling in any activities as you go. When

you have finished the lesson save your PDF document and exit by closing the tab.

11



> Using a PC, Mac or Laptop and editable PDFs

Once you have accessed a copy of the PDF you want to work with,

do the following:

We will use an example using a course for Time Management.
You will notice some additional files have been added (Word and

Excel) by the teacher for this particular course.

| @ = | H\Courses

Home Share

» ThisPC » Home(H:) » Courses

« > - 1

st Quick access

e Creative Cloud Files

2% Dropbox
& OneDrive
> I This PC

d Netwerk

[ = | H\Courses\Course 2 -Time Management

> ThisPC » Home(H:) » Courses > Course 2 -Time Management

€« v
s Quick access
e Creative Cloud Files
&% Dropbox
& OneDrive
[ This PC

¥ Network

| = | Hi\Courses\Course 2 -Time Management

Home  shae
<« .
s Quick access
@ Creative Cloud Files
£ Dropbox
& OneDrive
[ This PC

¥ Network

12

Name Date modified Type
Course 1 File folder

| Course 2 -Time Management File folder |
Course 3 File folder

1. Open Course 2 Time Management Folder.

@ 1. Additional Course Instructions

" 1234953 Assessment - EL

" 1234%v5a Glossary - EL

"L 12349v5a Lesson 1- EL

M5 12249v3a Lesson 1 Additional Web Links
" 12349v5a Lesson 2- EL

" 12349v5a Lesson 3

Name Date modified Type

LRREREIERE 2 You will see the PDF files and some
additional Word and Excel files the teacher

Size
. Microsoft Word D... 12 KB
Adobe Acrobat D... 1,743 KB
Adobe Acrobat D... 68 KB
Adobe Acrobat D... 662 KB
. Microsoft Word D... 12KB
Adobe Acrobat D... 475 KB

has added to help with your learning.

» ThisPC » Home(H:) » Courses » Course2 -Time Management

Name Date modified
) 1. Additional Course Instructions 29/
" 12349v5s Assessment - EL
= 12349v3a Glossary - EL

2:59 ..

2:40 pm.

= 12349v5a L 1.EL marnis 21

12340v5s L Open with Adobe Acrobat Reader DC

v o
Type Size
Microsoft Word D... 12 KB
. Adobe Acrobat D... 1,743 K8
Adobe Acrobat D... 68 KB

= 12349v3a L Open
= 12349v3a L Print
87 12349v5a L

% Edit with Adobe Acrobat
) Combine files in Acrobat...

Open with
Always available offline
Restore previous versions
Send to

cut

Copy

3. You’re going to open
12349v5a Lesson 1 - EL.pdf.

Right click on the document
and select Open with Adobe
Acrobat Reader DC

Continued on next page... Q




NOTE

If you do not have Adobe Reader installed you can download it free from https://get.
adobe.com/uk/reader/

&« > C @ https//getadobe.com/uk/reader/

Step:10f 3

Optional offer: Terms & conditions:

« Yes, install the free McAfee Security By dlicking the "Install now™ button, you
Scan Plus utility to check the status of agree to the automatic installation of
my PC security. It will not modify updates to Adobe Acrobat Reader DC, and to
existing antivirus program or PC the Adobe Software Licensing Agreement
settings. and the McAfee Security Scan Plus License
Agreement.

Version 2015.008.20082 Untick box if you do not
e want McAfee installed.

‘Your system:
‘Windows 10, English

Do you have a different language or operating system? FO”OW Instructlons to
download and install.

Click here if you want to
specify a different operating
system from that shown.

Install now

Total size: 7611 MB

Copyright ® 2015 Adobe Systems Software Ireland Ltd. All rights reserved
Choose your region | Terms of use | Privacy | Cookies

4. The PDF should open in the Reader App as shown. - x
7Hor7ne 7T00|75 Do;umenl B = Q @ [1]rn [ signin

[5 exportPOF A
12349v5a

Adobe Export PDF @

Convert PDF Files to Word
or Excel Online

Select PDF File

LESSON 1:

Time management
and priorities -

Document Language:
English (U.S) Change

v

; N

Learning Objectives

When you have finished this lesson, you will be able to understand A space has been left
and describe the following aspects of time management. on the right of every
. ) . page for you to make N CreatePDF v
m  What time management is and its purposes notes about what you
Priorities (urgent and non-urgent) are learning. Edit PDF vy

Store and share files in the

[ ]
B Diversions and non-urgent:-matters
[ ]

. ns% v ocument Clou
Time management tools. ‘ D t Cloud
Learn More

5. Read through the lesson until you get to the first activity to - %
complete. The activity for US12349 Lesson 1 is a pick list. T :
__ ign In
E— ~ -
In this activity you will practise identifying urgent and [ Export POF ~
Tl'y it for non-urgent priorities.
Yourself 1. Decide whether each of the examples below is an Adobe Export PDF @
urgent priority or a RGR=UFgEnt Priorty. Convert PDF Files to Word
or Excel Online
Priority Urgent/Non-Urgent? Select PDF File
Pack clothes, gear, etc for school camp tomorrow. Urgent J

Fill out an employee survey form for my work (can be done . 6 C||Ck on the
down arrow for

sometime within the next two weeks).

Writing a targeted CV for a job | am applying for (must be emailed Urgent

“ to employer by the end of the week). Non-Urgent th|s type Of activity
Practise and study for my te reo Maori test in two days’ time. - and SeIeCt the

correct answer.

Continued on next pa 0
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Tidy up my room, sort old clothes, etc that | don’t want anymore. J

2. Now you will think about your own priorities.



6. Scroll down to the next activity

Tryitfor  non-urgent priorities.
Yourself

Priority

Pack clothes, gear, et for school camp tomorrow.

urgent priority or a;

- X
which requires you to enter some text. § B san ...X
In |msny you will practise identifying urgent and - ~

[5 exportPDF A

1. Decide whether each of the examples below is an
‘non-urgent priority.

Urgent/Non-Urgent? Adobe Export PDF &

sometime within the next two weeks).

Fill out an employee survey form for my work (can be done

to employer by the end of the week)

Writing a targeted GV for a job | am applying for (must be emailed

Practise and study for my te reo Maori test in two days’ time.

Tidy up my room, sort old clothes, etc that | don'twant anymore.

2. Now you will think about your own priorities.

Urgent ‘J Convert PDF Files to Word
Urgent ‘ﬂ or Excel Online
1 Select PDF File
ﬂ 12349v5a Le... 1 - ELpdf
| Convertto
Microsoft Word (*.docx) ¥

= Think of one day coming up this or next week (write this date in the space below).

16th August 2018

= Write a list of all of your priorities for this day.
= State whether each priority Is urgent or non-urgent (and give a reason

) Document Language:

Click in the text box provided

1. Feed the cat - Urgent

and start typing your answer.

2. Find my keys I lost - Urgent

3. Enter the Weetbix competition - Non Urgent

4. Get to work on time - Urgent

5. Buy present for cousin - Non Urgent

€Y Create PDF v
=2 editpoF v

Store and share files in the
Document Cloud

Learn More

Preferences

Categories:

You may notice that the

Commenting

text boxes are coloured Doeumets
blue to show you that you  [[Ss=s

3D & Multimedia

General

[ Automatically calculate field values

[ Show focus rectangle
[/ Show text field overflow indicator

[ Aways hide forms document message bar

can edit them. If you wish
not to have these boxes
highlighted then do the
following:

On the toolbar select Edit

Accessibility
Adobe Online Services
Email Accounts

Forms
Identity

Hi Color

Show border hover color for fiel

Ids
Fields highlight color: =]

Required fields highlight color: [ I|

Untick Show Border
hover colour for fields.

Internet
JavaSeript

Language

Measuring (20)
Measuring (30)
Measuring (Geo)
Multimedis (legacy)
Multimedia Trust (legacy)
Reading

Reviewing

Search

Security

Security (Enhanced)
Signatures

Spelling

Tracker

Auto-Complete

Edit Entry List.

Remember numerical data (e.g, telephone number)

» Preferences » Forms

[The auto-complete feature is now off. No suggestions will be made while you type in form fields. Choose Basic or Advanced from the
drop-down bex to turn the feature on.

Trust Manager

Units
. Form Tracker Preferences

HINT

When you have finished typing an answer you can go automatically to the next editable
textbox/activity by pressing the TAB key on your keyboard.

"% 12349v3a Lesson 1 - EL.pdf (SECURED) - Adobe Acrobat Reader DC
Eile Edit Wiew Window Help

Home Tools Document

Comment ~

O T T D T O Y G R

to employer by the end of the week). ‘LI

et

Practise and study for my te reo Maori test in two days’ time.

Tidy up my room, sort old clothes, etc that | don't want anymore.

2. Now you will think about your own priorities.
« Think of one day coming up this or next week fwrite this date in the space below).
« Write alist of all of your priorities for this day.
« State whether each priority is urgent or non-urgent (and give a reason why).

16th August 2018

1. Feed the cat - Urgent
2. Find my kevs I lost - Urgent
a 3. Enter the Weethix competition - Non Urgent
4. Get to work on time - Urgent
5. Buy present for cousin - Non Urgent

Continued on next page... Q
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8. If you wish to add a comment in your PDF the best way to do this is to sign in to Adobe.
This will add your username to the comment showing it is you that made the comment. If your

teacher adds a comment to your work using the same process you wi
comment belongs to which person.

Click on ‘Sign in’ in right hand corner to sign in (if you do not have a si
‘Get an Adobe ID’).

To create a comment on your PDF do the following:

" 12349u53 Lesson 1 - EL.pdf (SECURED) - Adobe Acrobat Reader DC

9. Click on Tools tab.

View Window Help

DeomEn BEEQ ®0 -
« Think of one day coming up this or nextweek wiite this date in the space below).
« ‘Write a lst of allof your priorities for this day.
« State whether each priority is urgent or non-urgent (and give a reason why).

16th August 2018

1. Feed the cat - Urgent

2. Find my keys I lost - Urgent

3. Enter the Weetbix competition - Non Urgent
4. Get to work on time - Urgent

5. Buy present for cousin - Non Urgent

o instantorg = For secure onine eaming system caly
Resource must b purchased and ouned by lcenses.

Temns and Gondiions Aply

= 12349v5a Lesson 1 - EL.pdf (SECURED) - Adobe Acrobat Reader DC
File Edit View Window Help
Document

Home Tools

Q bearch Tools..

l| 10. Ciick on the yellow

Il be able to tell which

gn-in you can click on

x Aow

/3
[Add comments with highlights, sticky nots

comments icon. This will

es, and mark-up

Expo Comment FIT &L STgn end for Signature
= open the comments toolbar.
el Open |+ Open |+ Open |+
Stamp Certificates Measure Organize Pages Enhance Scans Protect
Open |~ Open |~ Open |~ Add |~ Add |~ Add |~

" 12349452 Lesson 1 - EL.pdf (SECURED) - Adobe Acrobat Reader DC

Eile Edit View Window Help

T —— = RellcYe | ne comments toolbar will appear.
LT THS Q& @B 4

-

Comment

O T

+ Think of one day coming up this or nextweek (write this date in the space below).
+ Write a ist of all of your priorities for this day.
* State whether each priority Is urgent or non-urgent (and give a reason why).

16th August 2018

1. Feed the cat - Urgent

2. Find my keys I lost - Urgent

3. Enter the Weetbix competition - Non Urgent
4. Get to work on time - Urgent

5. Buy present for cousin - Non Urgent

e nstantorg rz

Continued on next page... Q
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=3 12249v5a Lesson 1 - EL.pdf (SECURED) - Adobe Acrobat Reader DC

- X
File Edit View Window Help x
Home Tools Document E =] Q @ @ /13 E| John ~
11. Click on the comment TLLRTHZ2& &B4 # X
H H to emy‘erby meve‘m;«;thsweek) T — = ”
icon (The cursor WI” turn Practise and study for my te reo Mol test In two days® time. ‘j Search Comments..
Into a Comment ICOI"I) and Tidy up my room, sort old clothes, etc that | don'twant anymore. 4. v @
- . 2. Now you will think about your own priorities.
pos|t|0n |t on the page '« Think of one day coming up this or next week (write this date in the space below).
+ Writealist of all of your priorities for this day.
Where yOU WOUld I|ke the » State whether each priority is urgent or non-urgent (and give a reason why).
comment to be located. Loth August 2015
1. Feed the cat - Urgent
2. Find my keys I lost - Urgent
q 3. Enter the Weetbix competition - Non Urgent 5
4. Get to work on time - Urgent
5. Buy present for cousin - Non Urgent
PPCLTHRITLLETITOY @ & &% & X
1o ampioyer by e end of the week) ] &
Practise and study for my te reo Maori test in two days’ time j Search Comments...
Tidy up my room, sort old clothes, etc that | don’t want anymore. M
i- V- B

2. Now you will think about your own priorities.
s Think of one day coming up this or next week (write this date in the space below). John
* Write a list of all of your priorities for this day.
 State whether each priority Is urgent or non-urgent (and give a reason why).

I'm not sure whether feeding the
cat is urgent or non urgent?

16th August 2018

1. Feed the cat - Urgent 12. Write your comment

2. Find my keys I lost - Urgent and click off the comment
3. Enter the Weetbix competition - Non Urgent

4. Get to work on time - Urgent = to save it.
5. Buy present for cousin - Non Urgent

13. Continue and complete the rest of the lesson filling in any activities as you go. When you

have finished the lesson save your PDF document and exit by closing the tab.

> Using a Surface Tablet and editable PDFs
Once you have accessed a copy of the PDF you want to edit we recommend using the Adobe
Reader Touch App. This App should give very similar functionality as Adobe Reader DC.
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> Working with Xodo within an iPad
Setting up Xodo in an iPad and linking to Google Drive

12:52 PM

Use the App Store to
download Google Drive
and Xodo Docs. Google

X  Signin

Sign in with your Google Account

On first opening, log in

to Google Drive using
your Gmail credentials.

Email

Password

Need help?

Create an account

One Google Account for everything Google

. . 12:57 PM 37% @)
Your Google drive will appear.
. Course 2 - Time Management Q m
We will open Lesson 1 for the
Course 2- Time Management.
Assessment Files Modified 1 Oct 2015
Files
[@ 1. Additional Course Instructions.docx Modified 1 Oct 2015
[  12349v5a Lesson 1-EL.pdf Modified 5 Oct 2015
[0 12349v5a Lesson 1 Additional Web Links.docx Modified 1 Oct 2015
[ 12349v5a Lesson 2 - EL.pdf Modified 1 Oct 2015
[ 12349v5a Lesson 3 - EL.pdf Modified 1 Oct 2015
B3 12349v5a Lesson 3 Time Management Plan.xIsx Modified 1 Oct 2015

Continued on next page... ©
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Copying a document to Xodo from Google Drive

When you open a PDF document in Google Drive using Xodo, the app will create a copy
of the PDF onto your iPad. When you finished editing the PDF, you will need to copy it

back to Google Drive.

Tap (or click on the - icon to

bring up the options for opening

the
6

Folders

Files

file.

Course 2 - Time Management

Assessment Files

1. Additional Course Instructions.docx
12349v5a Lesson 1 - EL.pdf

12349v5a Lesson 1 Additional Web Links.docx
12349v5a Lesson 2 - EL.pdf

12349v5a Lesson 3 - EL.pdf

12349v5a Lesson 3 Time Management Plan.xIsx

Mod  *&  Addpeople

@ Getlink

Click ‘Openiin’.
Mod gy Move
Keep offline
Mod
Star
Mod Rename
Ve Course 2 - Time Management Q
Mc Folders
[ ‘| la E eee 5d &  Addpeople
Mc @
Message Mail Reminders More =) Getlink
Fies |
[ openin
o - N ang
oo B | o An additional box opens
["JEpwe el - Click ‘Openin’.

[0  12349v5a Lesson 1 Additional Web Links.docx Mod Rename
B Remove
B  12349v5a Lesson 2 - EL.pdf Mod & P
© Deuis
B3  12349v5a Lesson 3 - EL.pdf Mod

B 12349v5a Lesson 3 Time Management Plan.xlsx

< Course 2 - Time Management
Folders

.

Copy to Adobe
Files Acrobat

Select Copy to Xodo Docs
to create a copy on your

iPad and open the file in
Xodo.

@  12349v5a Lesson 2- EL.pdf

B  12349v5a Lesson 3 - EL.pdf

B3 12349v5a Lesson 3 Time Management Plan.xIsx

B A list of available apps will be displayed.

Q m

+2  Addpeople

= Get link

[ openin

B Move

B Keepoffiine

w Star

Rename

B  Remove

=, Print

© Deals
————

Modified 1 Oct 2015

Continued on next page... e



Opening the document from Xodo (within your iPad)

Xodo Interface.

1:03 PM } 3s%E

Documents Edit

XODO

Recent Documents

Dropbox

Xodo Connect

Send Feedback

X O D O < Documents Xodo Inbox
Q search titles

Local Documents

Recent Documents

Dropbox

Xodo Connect

Send Feedback

Inbox
Local Documents M o

Getting Started.pdf

1:00 PM ¥ 3@
XO DO Documents Edit
Q search titles Cancel
s Inbox
Local Documents .

22]  Getting Started.pdf
Recent Documents

Dropbox

Xodo Connect

Files copied from Google Drive
will appear in the ‘Inbox’.

1:09 PM

22 12349v5a Lesson 1 - EL.pdf Tap the f||e
to open.

Open PDF in Xodo. ‘

QLB LN/

N4

Time management
and priorities

Learning Objectives
When you have finished this lesson, you will be able to understand A space has
and describe the following aspects of time management

= What time management is and its purposes
Priorities (urgent and non-urgent)
Diversions and non-urgent matters

Time management tools.

ww insantorg 2 o sacurs online leaming system only.

s
Rosource must be purchased and owned by licensso.

Continued on next page e
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Saving a file back to Google Drive from Xodo

METHOD 1

Xodo Interface. Tap ‘Edit’ to select

XODO QEezatis IO files and access

file options.

122, 12349v5a Lesson 1 - EL.pdf

Local Documents

Recent Documents

109 PM }sa%Ey

Dropbox

Xodo Inbox Done

Xodo Connect

2% 12349v5a Lesson 1 - EL.pdf

Select files by

tapping the cogs
next to the files.

Send Feedback

Send Feedback

Xodo Interface.

XODO e 12343v5a Lesson 1 - EL pdf e

search til

Delete
82 12349v5a Lesson 1 - EL.pdf
Share... ]
File options Duplicate 7
[13 ”
Use_‘ the “Open I.n — :} @
option to send files i
. -mail..
back to Google Drive. il
Rename...

Move to Folder..

Send Feedback

Google Drive.

Save file 12349v5a Lesson 1 - EL.pdf to Notifcation to confirm saving file
account instantpdf12@gmail.com .
to Google Drive.

SWITCH ACCOUNT

NOTE: files are copied back to the
root directory of Google Drive.

CANCEL

Continued on next page... Q
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Saving a file back to Google Drive from Xodo

METHOD 2

+ 3a% @

Working in the
4 M &
Xodo Menu. a a Rs

N1
Time management
and priorities

Learning Objectives
When you have finished this lesson, you will be able to understand
and describe the following aspects of time management

What time management s and its purposes
Priorities (urgent and non-urgent)
Diversions and non-urgent matters

Time management tools.

} s2%ED

Within the document ,Qﬂ.ﬂ]—lill|
you can send the ‘
document back to )
Google Drive by doing ?men Tap’ Open
the following: [ E-mail. In...".

Print..

12349v5a

Learning Objectives

When you have finished this lesson, you will be able to understand A space has been et
and describe the following aspects of time management. an the rght of avary
page (or you to make
= What time management s and its purposes. notas about what you
s instantorg ne For et = Priorities (urgent and non-urgent) are leaming.
Runie Tésthe = Diversions and non-urgent matters
= Time management tools.

121PM * 3mED

1d this lesson, you will

wing aspects of imer ~ More
iment is and its purpo.
d non-urgent) are learing.
1-urgent matters
tools.
s instantorg e
Resource must b puichased and cwned by icensee.
ke _§

Google Drive.

Notifcation to confirm saving file

to Google Drive.
NOTE: files are copied back to the E==x

CANCEL

root directory of Google Drive.
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Editing a PDF in Xodo

dBack to Drive

} 33%E@D
Lesson Tap here to open
Time management
and priorities the toolbar.

In this activity you will practise identifying urgent and
: o i non-urgent priorities.
Learning Objectives E’y it 'OI; ?
When you have finished this lesson, you will be able to understand ourset 1. Decide whether each
and describe the following aspects of time management

of the examples below is an
non-urgent priority.

urgent priority or a
= What time management is and its purposes ronEBREUgentd]
 Priorities (urgent and non-urgent)
Pack clothes, gear, etc for school camp tomorrow. Urgent
® Diversions and non-urgent matters -
= Time management tools. Fill out an employee survey form for my work (can be done Non-Urgent
sometime within the next two weeks). r
1
Writing a targeted CV for a job | am applying for (must be emailed

to employer by the end of the week).

Practise and study for my te reo Maori test in two days” time.

Tidy up my room, sort old clothes, etc that | don't want anymore.

2. Now you will think about your own priorities.
« Think of one day coming up this or next week (write this date in the space below).
« Write a list of all of your priorities for this day.
+ State whether each priority is urgent or non-urgent (and give a reason why),

Here is some text!

Editing Files

burvey form for my work (can be done Non-Urgent !
ext two weeks).

Witing a targeted GV for a job | am applying for (must be emailed :
to employer by the end of the week).

Practise and study for my te reo Maoritest in two days' time.

Tidy up my room, sort old clothes, etc that | don’t want anymore.
. 2. Now you will think about your own pfig

« Think of one day coming up this o
Write a list of all of your priorities|
« State whether each priority is urg

wwwinstantorg nz

Tap text box
to input.

For securs crlina lesring system ariy.
Resourca must b purchased and owned by can
Tarms and Condions Agply

Here is some text!

fre

L me management and pri

wwinsantognz
e
In this activity you will practise identifying urgent and
Tryitfor et measian
Yourself ' xamples below is an
Sca -

Urgent

ear, etc

Non-Urgent

L Fillout an employee st Tt
within the n¢ ai2ren
A S D Writing a targeted CV f

1o employer by the enc

Practise and study for

Tidy up my room, sort Tap the bOX to

2. Now you will think

e Tl bring up the

* Write alist of @

Ul selectable options.

4Back to Drive

Use the toolbar to select a tool.

1: Time management and priorities

In this activity you will practise identifying urgent and
Try it for non-urgent priorities.
Yourself 1. Decide whether each of the examples below is an
urgent priority or a fGA-Ugent Brorty.

P Urgent/Non

Pack clothes, gear, etc for school camp tomorrow. Urgent

Fill out an employee survey form for my work (can be done Non-Urgent :
sometime within the next two weeks). ‘

i
Writing a targeted GV for a job | am applying for (must be emailed
to employer by the end of the week).

Practise and study for my te reo Maori test i two days' time.

Tidy up my room, sort old clothes, etc that | don't want anymore.

2. Now you will think about your own priorities.
« Think of one day coming up this or next week (write this da
Write a list of all of your priorities for this day.
State whether each priority is urgent or non-urgent (and givs

Use the highlighting
tool to drag over and
highlight text.

Here is some text!

Continued on next page... Q




4Back to Drive

4Back to Drive 1:07 PM

- n Use the pen  Cancl
tool to mark up
Why use time management? the PDF flle

The main purpose of time management is to help you work)
and live your life in a way that is organised.

By being organised, you can have eno

Time management can make it eas

4 3% @)

N 1: Time management and priorities When done W|th the
Why use time management?

hebinshiiiNIN Dc toOl, tap “save”

and live your life in a way that is organised| .

By being organised, you can have enougTme ool | t th o] d

o exit the pen mode.
N

“Helps me to meet
deadlines by setting a
timeframe for a task™

“Helps me to meet
deadiines by setting a
timeframe for a task”

“Reduces stress, |
don't important
priorities until it's too

GO Y  Purposes of time

management

“Reduces stress, |
don't ve important
priorities until it's too

QY  Purposes of ime

management

“I can work more
efficiently when |
manage my time. | get
more done in less time

“I can work more
Efficiently when |
manage my time. | get
more done in less time”

“Time management
helps me ta work more
Bffectively. | have set times
for breaks throughout the
day 501 can stay alert and
concentrate on my tasks”

It's much easier to
complete big tasks by
managing my time. The task
doesn't seem so impossible
when | break it down into
achievable steps”

“Time management
helps me to work more-
sifectively. | have set times
for breaks throughout the
day so| can stay alert and
concentrate on my tasks”

's much easier to
complete big tasks by
managing my time. The task
doesn't seem so impossible
when | break it down

achievabl

— ——
Think about the purposes of time management shown in Think about the purposes of time management shown in
What do the above examples. What do the above examples.
You Think? & How would each purpose relate to the priorities you You Think? a) How would each purpose relate to the priorities you
wrote about in the previous lesson?

wrote about in the previous lesson?

Continued on next page... Continued on next page...
o instantorg ne For securs onine lsaming system only. s instantorgnz For securs nine saming system anly.
Resourte must be puchased and ownod by icensee Resource mustbe purchased and owned by censee:
Terms and Condiions Aoply Terms and Condions Apply

4Back to Drive

Use the comment x
tool to create a
comment/note.

and live your life in a way that is organised,
By being organised, you can have eng;
Time management can make it eas

“Helps me to meet 4{Back to Drive 1:08 PM

4 33%@
deadlines by settir

F I 7 ~» T / ¥ %

“RedUcES stress, |

don't important
priorities untilit's too

late and I start to panic”

Delete

Purposes offl s is 4 comment!
managem|

Why use time management?
The main purpose of time management is to help you work, study,

and live your lite in a way that is organised.
By being organised, you can have enggg

Time management can make it sag#for

“It's much easier to
complete big tasks by
managing my time. The task
doesn't seem so impossible
when | break it down into
achievable steps’

Helps me to meet
deadlines by sefting
timeframe for a task”

“ReUCES stress, |
don't leave important
priorities until it's too

late and | start to panic”

| can work more
efficiertly when |
manage my time. | get
more done in less time”

Think about the purposes of time managen
Whatdo  theabove examples.
You Think? & How would each purpose relate to the p

Purposes o
management

“It's mucl

Once you have
B S A Y D | mmse Made a comment

achieval

this appears as a
undo N S Sk symbol.

ABC wrote about in the previous lesson?

4Back to Drive

N 1: Time management an

Exit note taking or
Why use time management? . .
gt commenting by tapping

and live your life in a way that is organi

By being organised, you can have engg .

By pmoprees o n e BTN n in the toolbar.
J

“Helps me to meet
deadlines by seting a
timeframe for a task”

e instantorg nz

“ReCilices stress, | «
1 can work more
fficigntly when |
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> Working with Xodo within an Android tablet
Setting up Xodo in an Android tablet and linking to Google Drive

S 1. Download and Install 2. Open Xodo - by default
Google Drive and Xodo it will open the Recent
“ . PDF Reader and Editor. documents screen.

\

3. Click on
the menu [ hca L maon 2 £
icon to take 1234905 Lessin 2 - EL-Copy el
you to the

12340v5a Lesson 2 - ELpdl

Xodo main
menu. B
=5

1238554 Lesson 1 - EL
Geitang Started pdl
1234584 Lesson 1 - EL-Copy.pdl

1234054 Lesson | - ELpdd

4. Click on the menu icon to take
you to the Xodo main menu.

5. You should now see

your files in your Google
Drive (you may need to

sign in to google drive to
access your files).

Madileed: 1 D

et & Drive item. o m
Course 2 .. gement

6. In this case
we are going to
access the Lesson
2 PDF by tapping
on the file and
tapping SELECT.

Continued on next page... Q

12349v5a Lesson | - EL pdf
Madified: § Dt

@ 2349vSaLessonZ-ELpdf
Madified: 3:56pm

CARECEL SELEET
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> Using Word Templates (Only selected resources have Word WORD \
templates available)

Word templates can be used to create total flexibility for your course.

7. Work on your Document in
Xodo. The functions for editing

the PDF are the same as for
steps in the iPad section of this
How-to-Guide. When you are
finished click on the backwards
arrow.

8. Xodo will go back to the
Recent documents screen.

W 17340vSaLessonZ-EL

12349v5a Lesson I - EL-Copy.pdf
12349v5a Lesson 2 - ELpaf
B 1234954 Lesson 1 - EL
B Gpting Started pat
== 1234%va Lesson | - EL-Copy.pdf

12340v5a Lesson | - ELpd!

You should see ‘document
saved at bottom of screen
which means your file has been
saved back to Google Drive.

If printing coloured hard copies of learner guides, Word templates can be printed and
used to minimize photocopying while still gaining the advantage of students accessing
hard-copies of learning material.

Additional learning material and activities can be added around the existing activities in
the templates all in the one document. These may be converted to Google Docs etc.

Assessment tasks can be completed electronically and converted to Google docs if
required. Please note that any alteration to the assessment tasks will void the Instant
Education Solutions Moderation guarantee as per our terms and conditions. We do not
recommend changing the assessment tasks to avoid assessment and moderation issues.
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Step 5: Submitting your work for marking

Once you have completed your PDFs and/or assessments your teacher will need to mark
them. If you have downloaded files onto your own drive you will need to name them in a way
that your teacher knows the work completed is yours.

To share or submit your work for marking, do one of the following:

Note: Ask your teacher which method to use.

Upload your files to a place your teacher has setup for you to submit.

e Share your folder electronically with your teacher allowing them to view, edit and/or
download the resources to their own computer or device.

e Email the files using your school email address.

¢ Place your files on a USB stick and submit them.

Step 6: Assessing, giving feedback and reporting

It is best you take a copy of your students work before assessing. This will allow you to keep a
record for the assessment for moderation and reporting purposes. It is best that this location is
secure and not shared with any students. You can also place any assessment schedules and
sample answers in this location to help with marking.

If giving feedback or marking electronically it is best to use the ‘comment’ function as
discussed in step 5. Remember the following when working with PDFs and commenting:

e Use the same reader/annotator apps that the student has used (ones recommended within
this guide)

e When commenting ensure you log into the App so that your comments are recorded with
your App logon name. This will authenticate you as the assessor. Some Apps only allow
you to place comments outside of the editable text boxes.

e [f entering text boxes, some Apps only allow you to place text outside of the editable text boxes.
¢ If highlighting text you can only highlight non-editable text.
e You may be able to use drawing tools in some apps.

¢ You may wish to use digital signatures if available within the App being used. Ensure that
these can be authenticated to you as an assessor.

Step 7: Student re-submit

Ensure you fill in the assessment coversheet and cleary note what evidence the student needs
to resubmit. It is recommended that you get the student to resubmit a new file that is separate
to the one they originally submitted. Electronically this is easily done by the student obtaining
another copy of the PDF and filling in only the additional evidence that is required. When
reassessing you can copy this into your master folder for reporting and moderation purposes.
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