Online Workbooks Teachers’ Guide

Introduction

Welcome to the Interchange Fourth Edition Online Workbook! Here students will be
able to review and practice the language learned in class and communicate with their
classmates and you, the teacher.

Learning Management System

The workbook is hosted on a Learning Management System (LMS) owned by
Cambridge. This system is essentially a website that holds the content of the workbook
and allows students who have logged in to do the exercises. It also allows you, the
teacher to check your students’ scores and monitor their progress and interactions with
you and others in the class.

Rationale and benefits

The workbooks closely mirror the Student’s Book and are clearly recognizable as being
part of the same program. This helps to maintain the cohesion of the experience for the
student.

Student Experience

The Online Workbook provides students with the opportunity to engage more fully with
the materials, you, and their classmates. There is a rich variety of interactive exercise
types providing immediate feedback on performance, giving students the opportunity to
take action on the basis of that feedback, thus taking on more responsibility for their
learning.

There is also a range of ways for students to communicate with each other and with
you, the teacher that can be used in different ways to further enhance the online
experience and reinforce students’ learning.

Communication

Students can easily communicate with their classmates in the comments section at the
end of each exercise, or, for more general issues, students can use the forums. They can
also contact their teacher directly by using the Feedback function, which is found at the
top of the page for every activity. This promotes a sense of working within a
community of students, even during times of self-study.

Using the forums to assign homework means that students who have missed a class will
still be able to catch up easily before the next lesson and ask the teacher for clarification
if necessary.



Progress

Because the system tracks students’ progress throughout, students can get a clear idea
of how they’re doing and where they need to do some extra practice. If students are
experiencing difficulties with any of the language or skills covered, you can direct them
to exercises that might help them with particular problems and assign homework for the
class. As students become familiar with the workbook, they will be able to choose
activities to help them with problem areas, which helps develop greater independence
as students.

Students can attempt any of the exercises as many times as they like or try them again
later when reviewing for exams. The system only records scores for their most recent
attempts so students don’t need to worry that their averages will be affected by multiple
attempts.

Getting started

Logging in for the first time
First submit your access code.

Log in to your account
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You will then be prompted to set up an account. Click the link to register.

Thank you for purchasing Interchange Fourth Edition, Level 1

Before buying a course, please [og in or create a new accourt  you don't have cne

Log in to your account
Enter your email id and passwand balow
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Fill in your details as prompted and click “Submit.”
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Setting up a class

Once you have created your account, you will need to create a class. Click “Create new
class.”

My courses and classes

My classes

Myouare 3 student
« You need 3 dass code fo starf pour coursa forthe first ime. Your leacher will give you a code. Enter the code
and clice Supmil

w Aftar thiet, click on &0 fo class to use your course materials

nyouare a jeachsr

» TOU nead o craale A class 10 BoCeas your course: Glick me Creale new clasa fink and Toll pw e
Insruciions. ¥ou can creabs 53 many cas3es as you want

» ITyou have already crealed a class, dick on the Golo cass bution bo scoess vour class

Chooss & product

. Interchange Fourth Edition, Level 1 Creals new class

Give your class a name and check “Use class code.” This will generate a class code that
is unique in the LMS, and your students will need it to get access to your class. Copy this
code and paste it into a word processing document. You will need this later.

Class name ‘ 10:00 English Class

[#] Useclass cods

| o 57008




Add Students as Members

Now that you have created a class, you will need to put students in it. To do this you
can either add them as members of the class or send them the class code in an email.
To add them as members, Click “Add Members”
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Then, click “Add manually.” This will allow you to add individuals as well as groups.
Copy and paste the information into the “Members to Add” box.
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To add multiple members at once, click “Import members from .CSV.” You will need
an Excel file with the information arranged as specified below, saved in .CSV format.

Click “Choose File” to find the file on your computer and click “Add members” to
import the students’ email addresses.
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Your new members will be visible here. You can change their role, send a message to
them, or delete them from the class.

@ 1 person was added to this course.

Members
Manage this course’s members.

Member name Lastaccess Institutional 1D Role Actions

= TKT Admin Yesterday, 14:13 (GMT) M/A Administratar Send message
Daisy Chain Today, 13:17 (GWT) MIA v Remove from course | Send message
Ella Fitzgerald Today, 14:40 (GMT) MIA Facilitator



Class Code via Email

You can copy and paste the Class Code into an email and send it to your students.
Students should use their activation code and set up an account following the
procedure outlined in “Getting Started” above. They should then type in the Class
Code and click “Submit.” They will then have access to the course and your class.

. Interchange Fourth Edition, Level 2 Class Code
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From here students can see the list of contents on the left hand side. To navigate
around the content while working they should use the “Content Navigation” button. In
the same area students will also see the links to their Progress and communications
menus.



My Workbooks
This is where you will find your list of classes so you can navigate easily between them.
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Click here to edit your profile and see your messages.
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Click "Edit My Profile” to add information to your profile, upload a picture or change
your password.

MY WORKBOOKS  MYTOOLS  NETWORK

Myprofiie | Matmcaton settings

John Teacher

Member fram Jun 13, 2012

About John Teacher

[l Courses W Network

You can also manage what information is sent to your email account and what appears
in your News feed here.

My profile Notification settings

Notification settings
Indicate the events for which you want to receive Dashboard or Email notifications. Some events may not apply to all courses

& Dashboard == Email & Dashboard &= Email
EH Your courses i:IJ General
Added to a new course O WMessages received
Your course membership changed O O Contact requests received O
Course copied O Contact requests accepted O
Content feedback submissions O Replies to your forum posts |
Page comments O O General site announcements
Course forum posts O
Calendar evenis: Added O L]



Network

This shows the list of people in your network. You can only send and receive private
messages to people in your network. To add people, type their names into the search
bar. Results are shown in 3 tabs: courses, people, content. Switch to “People” to see
who matches your search. Click the second icon next to the person’s name to send an
invitation to join your network.

i

MY WORKBOOKS MYTOOLS  NETWORK

Displaying 1-1 of 1 results for

naticiaStudent UATtest
Couraas Coniant

| ay | naticia Student UATIest | car= B
| :.rh.' | &
|- |
Add as contact h

The invitation will appear in their messages under “My Tools.” To accept, click on the
message and click “Accept.”

MY WORKBOOKS MYTOOLS  NETWORK

ILETkAGE

Messages « Back to inbox

From: |?ﬁ Lizzy Alvarez
Subject Another person wants to connect with you
Date: 49 Jun 2012 1625 (GNT)
L=y Alvarez. a bearner. would liks to add you to their network on interc hangeowbs-ga.cambndge.org
Detline requestAccepl nequaect of

To reply 1o the sender, view this message herg

Lizzy Alvarez
wants to connect with you.

G Accept ) {€) Decline )

=
. [ale

When they have accepted the invitation you will be able to send private messages to
each other.
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Content
Content is organized into units corresponding to the Student’'s Book. Each unit contains
four pages of activities. On the Class Home page, the units and activities are listed on
the left, but once students begin working through the content, the list disappears and
students can navigate using the Content Navigation button on the toolbar.

T
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Activity Types
There are various activity types available to help students consolidate meaning, form,
and use.

Categorize
These exercises ask students to put words into categories and are used to test

understanding of meaning or patterns.

6. Drag and drop the words into the correct place on the chart. Aunlobie mares: 12
peopie sthool ! Waler crme | Lraffic bani i parking || poliution moee ilb[(:l'f-' hosmial
e

Court nouns Naneourt nouns
| |

N oo
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Fill-in-the-b lank

These exercises can be done by typing in the answer, selecting the answer from a drop
down menu or dragging and dropping the answer from a list of possibilities. These are
generally used to practice sentence structure, collocations, or fixed expressions.

2. What do these people do? Ayminble marks: 5

A Read the descriptions. Type the correct verbs. Use contractions when possible.

1. I'm a website designer. | work in an office. | like computers a lol Z | work in a gym. I'm & Tiness instructor. 1 teach aerobics
He's 3 website designer She nagym
He in an offce She a fitness Instructor.
He campuless a lot She aerodics
Matching

These are exercises to match words to meanings or questions to answers. Students click
on the shaded bars to select matching items.
8. Clothes Availbe marke: 7

A. Match the picture to the werd.

Click the shaded bars 10 select matching items. Undo a match by clicking again.

shons

skirt

boots

sneakers

necktie

P el b®m R (R
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Reordering
These are drag and drop exercises to reorder words in a sentence or letters in a word to

practice grammatical structures, multi-word expressions and spelling.

8. Problems Aownilabis marks: 3

A Imagine you have this problem. How eould you change the situation? Drag the words into the correct ordear.

ays. | spend ihree hours drving to and from work every day, and | don't make enowgh money! | can't find a new job.
tier skills

ed in my job thest
i of my ooy cor

'm not nier
though, bee

. (|1 || a [| nope o || new || mma |
| money. | make | want | more | to
_'. EELY | | a | plam J1 10 | (e 'I:IpLTé.’ _[_EKE
Multiple Choice

These exercises can be drop down menus, radio buttons, or highlighting and are used
for practicing a variety of language points.

Radio buttons

Click on the button next to the correct answer.

Choose the correct answer.

1. Jennifer is a

| golier G basketball player of volleyball player

2. Women's basketball is than it was in the past

harder { easier | moare popular
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Drop down menu

Click the arrow next to the space and choose the correct answer from the menu.

1. Choose the cormrect words to complete the sentences. Avallsble aris. §

Prices are high in New York City Everylhing s very |

there

New York City

s

cheap

expensive
stressful

2 Florence is 3 beauliful old city. There are not many

buitdings thers.

o

My hometown is not an exciting place The nightlife there is pratty
[=]
4. Some parls of our city are fairy dangerous, They're not very
: [=] Iate at nignt
5. Athens is a very quist place in the winter. The streets are never
[] at that time of the year

oo Florence

Highlighting
Click on the words to highlight them.

10. Look at the picture. Highlight the correct verb forms. Avnissie marks: &

Yeah, classes start tomormow. What am | do |'Ig? Let's

i

(looking / BMUSOKING | cut my window right now. There's a middle-aged weman with

her baby. Some people (wail / are waiting} at the bus slop. A serous-looking woman {asking ! is asking) for direclions. A young guy (uses / is
using ) his cell phone Two people (standing / are standing p next to him Heyt The ane (wearing f is wearing | the basesall cap ls my classmate!

And ey, ReEre comes a cuke gin (camying /! |s camying y a backpack. Wait a minute! | know herl That's my old Tnend. | have to go now! Bye
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Audio

The workbook contains audio exercises for each unit. Students can click the script
button to read the audio script while they listen. They can use this to check their
answers before they click Submit or they can listen and read at the same time to
practice their pronunciation.

B. Listen again.

P[]l we=Hg

Submitting

When students have finished working they can click Submit at the end of each exercise
or if they would like to try again, click Save as draft. When they click Submit, their scores
will be saved in Progress.

h'l‘- - Sawe33 drafl

Communication

It is important to remember that studying online does not have to mean studying alone.
The communicative features available to you and your class in the LMS can help enrich
the learning experience for your students by giving them access to each other and
facilitating the sharing of ideas and solutions to common problems. Not only does this
aid language and skills acquisition, but it also mitigates feelings of isolation and lack of
direction when studying alone and contributes significantly to the creation of a positive
class atmosphere. This community of students can be very motivating when you are
trying to encourage your class to work independently and rely on themselves and on
each other rather than on you.

15



Communication is enabled in 3 ways:
1. Comments

At the end of each page there is a section where students can leave comments about
the exercises they have just done. These are visible to you and the rest of the group and
anyone can comment on them.

@B Hide comments

Leave a Comment

Comments left here can be read by all members of this course

When a student leaves a comment you will receive notification of it in the Comments
Section of the Home Page. The star indicates an unread comment.

. L“‘Hl llﬂ Lizzy Alaraz |Halo |Log out

BITICH MY WORKBOOKS MY TOOLS NETWORK

I

n Class Home Content Havgation =~ G Progress j' Feedback 9._1 Forum = Comments More ~ Add Mombora

Course comments

*  Pagehile Comments Last comment

_ L Alvaroz

5 10 1 2012 @ 19.40
2. Feedback

Using the Feedback button at the top of the page, students can communicate with the
teacher privately. Feedback messages are then visible at the top of the student’s page
and a notification that a new Feedback message is available will appear in the student’s
News feed on the home page.

Available marks: 3 FEEDBACK (0}
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When a student has written to you in the Feedback area, the message will appear in a
list under the Feedback tab in your home page. To reply, click the text of the message.
You will be able to see the student’s screen as they see it and post a reply under their
comment. The student will get notification of your response under their Feedback tab.

3. Forums

The forums are visible to all students and teachers enrolled in the course. These are
used for more general discussions or trouble shooting. You can use these to set

homework for the class or give generalized feedback to the group. Anyone can start a
new thread by clicking New Thread.

Ciass Home Content Mavigabion - % Progress j" Feedback % Forum = Comments More - Add Mombers

Course discussions

Thraad title Created by Last post Rephes Visws

Mo toms twahow | MeewihrEad

W =Unregad tanm threans
Mo new replies

When a student has posted to a thread it will appear in your News feed on your home
page.

=3 News

B M= Test Teacher! nas postd o
Homework Assigmment for 04 Jan 2012
in tha 10:00 English Class foum

More News & Updates
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Using Forums Effectively
There are a number of ways you can use Forums to create class rapport, enhance
learning, and provide support.

1.

After each lesson, ask one student to write up what you covered in class and
why it was useful. This gives the “scribe” extra practice at writing and provides
information for absentees to be able to catch up before the next lesson, without
extra work for you.

Set up a help forum for students to get help on using the technology from each
other.

Make sure you have one forum relevant to every unit that students should
contribute to. Give time limits for contributions, e.g. one week. This way you
will help focus on the language they are in the process of learning and provide
them with ways to further personalize the information and practice the skills. As
they are all focused on the same section at the same time, you are more likely to
see more thoughtful discussion taking place than if they are free to “wander.”
This could result in the odd post here and there without generating meaningful
exchanges.

Close discussions when they are finished. You can do this in two ways. Asin a
classroom activity, students need feedback on the task and on the language. In
online discussions, summarize the main points of the discussion and highlight
any contributions that particularly helped to develop ideas. Follow up on
language in the classroom by looking at errors or particularly good language use
as overall feedback rather than as individual feedback. In addition, you can lock
threads to prevent further posts. It is up to you whether you want to do this.
Locking threads at the end of the week can help provide a sense of urgency to
encourage students to contribute now while they still can, but you may be
excluding those trying to catch up on work later for legitimate reasons. See
Additional Functions below for instructions.

Give clear instructions. Make sure the students understand why their
participation is important and how to do what you want, when you want it.
Make it clear that they should respond to each other and not just the question.
In the beginning you will have to provide a lot of support on this but you can
reduce it as it becomes more natural to them as the course progresses.

You may want to discuss online etiquette with them as a class to ensure
appropriate behavior in collaborative activities.

In class time, train students to evaluate their own and each other’s work. When
they have specific tasks to do, e.g. write a postcard, put the students into pairs
and give them each a set of marking criteria (e.g. correct salutations, third
person ‘s’ in present simple, three words to do with holidays). They can then
look at their partner’s work and evaluate it according to the criteria. In a
subsequent lesson, they can explain to each other why they gave this mark. This
18



trains them in proofreading, peer evaluation and giving feedback as well as
contributing to your community-building goals. You can then ask them to
evaluate each other’s work online as you have helped them build the necessary
skills and confidence face to face.

Threads: Additional functions for Teachers

Homework Assignment for 04 Jan 2012

# Dack 1o Lourss Liscussions

Make Sticky | Edi Thiesd | CioasThresd | Dakts Thraad
)| Ms. Test Teacher Please complete Unit 1, Lesson A Tor class on 11 Jan 2012

| Bew Tork, United Stales

Efit | Delate

Make Sticky: This “sticks” the thread to the top of the list of discussions so that it
always appears first.

Edit Thread: This allows you to edit previously posted messages, and those of students.

Close Thread: This locks the thread so no one else can post in it but it will still be
visible. This is useful for when you want the students to move on from a discussion to
concentrate on something else but it is useful to keep the thread available for later
reference. You can reopen it later if necessary.

Delete Thread: The thread will no longer be visible.

Tracking Student Progress

Both you and your students can track their progress at the exercise level. This allows
you to see the areas your students are struggling with and can help inform subsequent
lesson plans. You can see this for each individual student and as an average for the
class. It is useful for the students to be able to see this too as they can start to make
decisions about how to learn that support them in developing strong independent
learning skills. You can see scores for each activity and how long the students spent
online.

Click “Progress” to see your students’ scores.

ot

I
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Here you can view attendance online.

ﬂ;'p’-ETﬂgE for members on this course ( \
Compileted activitieg Dates of actvity Completed onling ime
[hors/mins)
e Test Studert] 1% (Gof 1 179) OcbI7, 21 - Ock 2T, 21 00 b= 100 min
Colrse average % (6ol 1,170) AR 00 hw= 10 min

You can also view the average scores for the class per exercise or unit or click on each
student to see their individual scores.

Course scoras summary

( Naticia Stude=nt UATi=st Average for this course's members \
Caorrect answers:  G0G.E of 635 B2 3 of 36
Owveral score I 98.0% I 95.0%

Course scores detail

Foldes / Page name [expard | ool lapsa] Stalus Correct Owerall gcore
ANSWETS

3 y Uni 1 Peaze callme Beth 780 of 79 l ¥9.04%

L &l Uni 2What do you do? 29.0 of 104 I 25.0%
L’é-\cw fies 1-4 37.00f 39 I 95.0%
L_'ll'“-l.".v liag 5-B 0ol I §T.0%
I}-‘u.-’.-.' tize 312 3200734 I 24.0%
D Listaning Dot Medy

¥ Unt 3 How much la 12 7300176 I 6.0%
|} actwitias 1-4 2300124 I #6.0%
|'&"1|’.".- tes. -7 ETDof 27 I 100 I
[ acwitios 10 23.0 0f 25 I B20%
|—| L=tening Oofd Hia

» ol Unit 41 really o= hip-hop 0of0 i

20



Support

If you are experiencing difficulty please use the Help Button to see the FAQs.

You are currently logged in as

Lizzy Alvarez | Log oul

If you do not find the solutions there, then please contact the following:

Technical Issues: L2support@cambridge.org
Pedagogical Issues: eltdigitalsales@cambridge.org
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