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Set up Switched-On Schoolhouse

This section explains how to log in to SOS Teacher and use the Setup Wizard to get your school up and running!

Log in to SOS Teacher
You need your teacher password that you set up during installation to log in to SOS Teacher. Unless you chose to remove
the icons when installing SOS, you should see an icon that looks similar to this:

 Double-click that icon to open SOS Teacher.

Note: If you do not have the icon on your desktop, you can still open SOS Teacher. On your
computer’s taskbar, click the Start button. Then, select All Programs > AOP > Switched-On
Schoolhouse Home > SOS Teacher.

The first screen you see asks you to log in with the teacher password you created during installation. SOS asks you, the
teacher, to log in with the password to protect your account because, as the teacher, you have access to all answer keys,
student grades, and teacher controls.

On the Login page:

1. Enter your password in the Password field. (Check your caps lock key if you get an error message. Your password is
case sensitive.)

2. Click the Login button.

Set up your school using the Setup Wizard
The first time you log in to SOS Teacher, the Setup Wizard appears and walks you through the initial setup tasks for your
school. There are three basic tasks that need to be completed before your student(s) can begin working in SOS:

1. Select a school term and create a school calendar.

2. Add your students.

3. Install curriculum (subject) and assign subjects to students.
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About the SOS demonstration lessons

Note: If you purchased SOS Placement Tests, you need to follow the steps to add your student(s)
and install curriculum (placement tests) and assign those placement tests to your student(s).

When you click the Finish button at the end of the Setup Wizard, the basic setup for SOS is complete. You and your students
can immediately begin working.

Tip: You can use the Setup Wizard at any time. To do this, on your Home Page, in the Application
widget, click Setup Wizard.
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Select a school term

School terms are important because you cannot assign schoolwork to your students without them. There are a couple of
points to keep in mind as you work with terms:

 Students can only work in ONE term at a time. If you assign work to students in more than one term, you MUST switch
their active term each time they need to work on an assignment from the non-active term. Though there is a View
Other Term button in SOS Student on the Schoolwork screen, it does not allow students to work in other terms. This
button only allows them to see what work is assigned to them in any other school term. They cannot perform any work
on assignments in other terms until you change their active term using the SOS Teacher program.

 Terms help you keep SOS School records organized. You should create a new term for each new school year.

1. Because you already created a term when you installed SOS Home Edition - Full Install, if you want to use that term,

just click Next at the bottom of the School Term screen. Or, if you want to create a new term, do the following:

Select a school term
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a. Click Add a Term.

b. Type in the name you want to
assign to the school term.

c. Click Save Term.

d. Click Next to move to the
Calendar screen.



Create your school calendar

Create your school calendar

Creating a calendar allows you to assign due dates to student assignments. Due dates help students know how much work
must be done each day, so they can complete their assigned work by the end of the school year. When due dates are turned
off, students must pace their own schoolwork.

To create your school calendar:

1. Determine if you want to assign due dates:

 Select Yes if you want to assign due dates to student assignments.

 Select No if you do not want to assign due dates to student assignments.

Note: If you purchased SOS Placement Tests, select No. This action takes you directly to student
setup. See "Set up students" on page 42.

2. Click Next to continue, and depending on the option you selected, you are either selecting the type of calendar or
adding students. See "Set up students" on page 42.

3. Determine the type of calendar:

 I want to use a Traditional calendar - This calendar begins the day after Labor Day and lasts 180 school days,
excluding time taken off for holidays. You can change the pre-set holidays, school days, or school end date for
your school.
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 I want to use a Custom calendar – This calendar allows you to choose the start and end days of the term, as
well as assign any holidays to be included. It is useful if you need to start a term at a time not usually associated
with the start of the school year or if you want to compress a school year.

4. Click Next to continue.

5. If you chose a traditional calendar, select the school year from the Year list. Then, click Next to continue. If you chose
a custom calendar, you can select start and end dates for your calendar. SOS defaults the Start Date to today and the
End Date to 180 weekdays from today. You can leave this or change it.

To change the dates:

a. Select the End Date for your school year. Then, select the Start Date for the school year.

b. Click Next to continue.

After you have determined the type of calendar you want to use, you can customize the calendar. You can change school
days to non-school days and change non-school days to school days depending on your needs.

For example: You know that every Friday you have a co-op that your family attends and no
schoolwork can be done that day. You can make all Fridays a non-school day so that assignments
are correctly scheduled. You can change individual days or a series of days. You may do this now or
at any time during the school term.

1. Determine if you want to customize your calendar now:

 Click No if you do not want to customize your calendar now, and then click Next to continue. You now are ready
to set up students. See "Set up students" on the next page.

 Click Yes to customize your calendar now. Then, click Next to continue.

2. Set each date or range of dates individually. To choose specific dates for things like holidays and vacation:

Create your school calendar
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View your calendar

a. Select the Start Date and End Date of the period you want to customize.

b. Enter the Description for the date range. For example, type “Family Reunion” or “Weather Catch-up Days.”

c. Select Yes to designate these days as school days or select No if these days are not to be considered school
days.

3. Click Customize more days if you want to add more custom dates and return to Step 2.

4. Click Finished when you have entered the last date you want to customize. When the confirmation message appears
asking if you are finished customizing calendar dates, click Yes.

View your calendar

1. Click View Calendar to see your selected school term.

2. Click Next to continue or click Back to return to the Customize Calendar screen to make additional changes.

Set up students

Before students can get started in SOS Student, you need to “enroll” them in your school. SOS allows you to have up to five
students working in SOS at once. The Student Setup feature in the Setup Wizard allows you to add students, edit students,
or remove students from SOS. For now, you are adding students.

Note: If you want students to use their own passwords to log in, you need to set passwords using the
Student Setup link in the Administration widget after you complete the Setup Wizard.

To add students:

1. To begin, click Next on the first Student Setup screen.
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2. If your student’s name is not displayed on the screen, click Add to open the Student screen where you can enter the
student name and username.

Set up students
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Install curriculum

a. Enter a Username for the student. This is the name SOS uses for the student to log in to the SOS Student
application. A username must be unique for your school and it can have up to 20 letters and/or numbers. No
periods or other special characters are allowed. Be sure to remember it or write it down so that you can give it to
your student later for logging in. If you do forget the student username, you can log into SOS Teacher and change
it.

b. Enter the student’s First name and Last name. Click OK.

3. To add more students, click Add and enter their username and First and Last name. To make changes to a student's
information, select the student, and click Edit. To remove a student, select the student and click Remove. Click Next
if you are ready to continue.

Install curriculum

Before students can begin work in SOS Student, you need to install (copy) curriculum and assign it to them. Curriculum to
install (copy) to your local hard drive is located on the SOS USB flash drive device under the Curriculum folder.

Note: If you purchased SOS Placement Tests, you install them just like you do regular curriculum. All
placement tests are located under the Curriculum folder on the SOS USB flash drive device. You
follow the steps below as if you were installing more than one subject.

Note: If you do NOT load the subject onto your hard drive, the student must have the SOS USB flash
drive device plugged into the computer when working on the subject.

To install curriculum:

1. To begin, click Next on the Curriculum Setup screen.
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2. Insert the SOS USB flash drive device into a USB port. Then, click the Install button on the screen.

Install curriculum
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Install curriculum

3. If you purchased one subject, proceed to step 5. Otherwise, if you have more than one subject, the curriculum install
process needs to know which subject to install first. The install process looks at your hard drive, typically drive C:. You
need to browse to the drive where the SOS USB flash drive device is inserted; this might be drive D:. Double-click the
drive to select it, then you see the Curriculum and InstallDisk folders.

4. Double-click the Curriculum folder, double-click the first subject listed to open the folder. Browse to the bottom, and
then double-click the contents.sosx file as shown in the example below.

 For SOS placement tests, double-click a placement test folder to open it. Browse to the bottom, and then double-click
the contents.sosx file as shown in the example below.

5. A window appears showing two options of how you want the subject to be installed (and worked on) by your students:

 By default, the Copy to Drive option is selected. This means the curriculum will be copied to the computer. You
must have enough disk space on your hard drive for the subject to install correctly. To keep this option, click OK.
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Proceed to step 6.

 The Leave on USB Device or CD means that your student must use the SOS USB flash drive device whenever
working in the subject. Select this option, and then click OK.

Note: You may choose another location provided there is enough free space on your drive, but we
HIGHLY recommend leaving the curriculum in the default folder.

SOS begins copying the first subject found in the Curriculum folder on the SOS USB flash drive to the default (or
selected) drive.

6. When the subject is successfully installed, click OK to close the message window.

7. The Curriculum Setup window displays the installed subject. To install other subjects, click Install and browse to the
next subject's folder and double-click the contents.sosx file. Or, if you want to install other subjects later, click Next to
continue.

Note: If you purchased SOS Placement Tests, you can install any of the remaining placement tests
you feel is necessary for testing your student(s). Click Install and browse to another placement test
folder, open it and click the contents.sosx file. Then, you need to assign the placement test(s) to your
student(s). See below.

Assign subjects to students

Now that you have installed your subjects, they can be assigned to your students. SOS allows you to assign multiple
subjects to every student before you move to the next screen.

To assign subjects to students:

1. After you have clicked Next on the Curriculum Setup window, the Curriculum Update message appears. This is an
automatic process to check for curriculum revisions or updates to the curriculum you just installed. Click OK. If there
are updates, they are automatically applied to your database. When the Update Complete message appears, click
OK.

Note: You must have Internet access to do automatic curriculum updates. If you do not have Internet
access, contact AOP Customer Service periodically to see if there are updates to your curriculum.

Assign subjects to students
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Assign subjects to students

In the bottom half of the Curriculum Setup window, you see a list of your students.

2. Click the check box next to a student’s name to display a list of the subjects you installed.

For SOS placement tests, in the example below, two students have both subject placement tests assigned to them.
That way, the teacher can now remove any grade level tests before the student(s) starts the test work.
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3. To assign the subject to the student, click the check box. Any subjects NOT selected will not be assigned to the
student. If you assigned a subject in error, click the check box to clear it.

Tip: You can also assign subjects to students in SOS Teacher using the Curriculum Setup window.
Press F1 to open the Teacher Help for detailed instructions.

4. Click Next when you are finished.

5. When the Assignment Complete Confirmation message box appears, click OK.

Tip: Coursework may be assigned to students by day of the week. When you are finished with the
Setup Wizard, on your Teacher Home page, in the Lesson Book widget, click Lesson Plan. Select
the student (one at a time) and click the Reschedule button.

Assign subjects to students
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