EPSOM

COLLEGE

HOW TO SET HOMEWORK ON FIREFLY



EPSOM COLLEGE HOMEWORK ON FIREFLY

HOW TO SET HOMEWORK ON FIREFLY

How to set homework on Firefly using a desktop
1. In the user bar, select Set a New Task:

@ 0 ¢

Dashboard Resources v Planner

Announcements & Messages Send Messags @@ Calendar

Football practice is cancelled due to bad weather Today

DONALD TRENCH

Tuesday 14 February

The stall meeting has moved to 14.00 tomorrow - remember biscuits, thank you

R Bookmarks
View All Announcements & Messages (2) »

Dut
Physics » Telescopes
Class 8x/En2

Read chapter 3 of Oliver Twist and discuss i Physics > Physics Blog

2. Start typing the name of the student or group you want to set the task to, then choose the relevant result from
the drop-down. You can also choose from your lists of classes and students.

TIP: To quickly set a task to just a few students in a class, select a class and click + next to its name. This will
display all of the students in that class. You can then remove a student by selecting X.

e’ Set a New Task

Select Students
Start typing the name of the person or group to whom you wish to set this Or click on a group or set from the list below to move it into the students
task: list:
Sally Your Classes  Your Students  All Groups
ﬁ Class 8x/En2
e Sally Danlets

Class S9wWEn3
@ Sally Student
&

&
g5 ) Class 10x/En3
v/

Class 11x/En3

[ ]
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3. Select Next.

9' Set a New Task

° Select Students > @ Add Details > @ Add Description > ® Add Attachments > @ Preview

Select Students
Start typing the name of the person or group to whom you wish to set this Or click on a group or set from the list below to move it into the students
task: list:

Sally Student x YourClasses  Your Students  All Groups

m Class 8x/En2
Show students who else recelved this task,
Class 9%/En3

&2
ﬂ Class 100/En3
&

Class 11x/En3

(]

4. Give your task a title. You can add a description later, so keep it short and simple:

e' Set a New Task

@ Select Students > ° Add Details > @ Add Description @ Add Attachments @ Prevew

Add Details

Task Title (or Short Task Description)

Write a poem about your Christmas in the style of Matthew Arnold]

Start Date
14/02/2017 o
Due Date
(i}
Make this task visible to

Markbook Parent Portal
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5. Select the calendar picker, then choose a due date. By default, the start date is set to today but you can also
change that if you’d like.

TIP: If you didn’t have a chance to set a task on an earlier date, you can easily set the Start Date to be in
the past.

e' Set a New Task

@ Select Students ° Add Details @ Add Description @ Add Attachments @ Preview

Add Details

Task Title (or Short Task Description)

Write a poem about your Christmas in the style of Matthew Amold

Start Date
14/02/2017 (]
Due Date (<] February 2017 ©
o Su Mo Tu We Th Fr Sa
Make this task visible to 1 2 3 K
Markbook Parent Portal 5 6 7 8 9 100 1

12 13 14 15 16 1& 18
19 20 21 22 23 24 25

NOTE: By default the task is visible in the markbook and parent portal. Choose whether or not to make
them visible by ticking the box.

6. Select Next to continue to add a description.

TIP: You can select Save as Draft at any point and come back to work on your task later.

e’ Set a New Task

Add Details

Task Title (or Short Task Description)

Write a poem about your Christmas in the style of Matthew Arold

Start Date

14/02/2017 O
Due Date

17/02/2017 (]
Make this task visible to

Markbook Parent Portal
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7. Add a description by typing in some text or copying and pasting it from another document. Then select Next.

E' Set a New Task

: @ Add Details » ° Add Description > @ Add Attachments @ Preview

Add Description (optional)

1 0E00 0 E=N00000mE =
BB Quest... image  File Gallery More... B

Your poem should be at least 3 stanzas long

8. Add attachments:

e To attach a file such as a worksheet or PowerPoint file, select Attach File from Computer then choose a
location from the drop-down. Select the file and choose Open or Choose. You can attach as many files as you
want.

e To attach a Firefly page, choose Attach Existing Page. Find the page and choose Attach.

e Then select Next.

e’ Set a New Task

@ Select Students > @ Add Details > @ Add Description > o Add Attachments > @ Preview

Add Attachments (up to 10 files, optional)

Drag files here to attach them

Attach Existing Page
J
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a. In order to edit the document tap the appropriate application icon on the top menu. In the example above it is
Word

7. The document will open in MS Word app where it can be edited the usual way:

Calibri (Body) 16 B I U A. . ; = i= q A7
Name: Form: Teacher:
A Rough Guide to Epsom

The Big Picture: In this assignment, you will investigate the local area of Epsom. You will start by gaining
an understanding of what geography is, and how it helps us to understand the importance of place. As
part of this, you will learn some locational knowledge of the British Isles. You will then investigate the
physical and human processes that have led to the development of Epsom.

Knowledge and
Skills

The difference between human and physical Geography
Locational knowledge of the British Isles

An understanding and appreciation of my place

An understanding of why towns, and specifically Epsom grow.
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9. Review your task then select Set Task.

TIP: If you want to make some changes, select Edit next to the element you want to change. You can also
cancel your task completely or save it as a draft to finish working on it later.

e’ Set a New Task

@ Select Students > @ Add Details » @ Add Description » @ Add Attachments » ° Preview

Preview

Students tdi

Sally Student

Show students who else received this task
Yes

Details cdi

Title

Write a poem about your Christmas in the style of Matthew Arnold
Start Date

14/02/2017

Due Date

07/03/2017

e e

I D £ &

10. A confirmation message is displayed on-screen:

©» Task Added

Task Set

This task is set to Sally Student and is due on Wednesday 11th January 2017

The task will appear on your dashboard and on the Tasks screen. If the start date is set to today, your students will
receive a notification right away.

NOTE: If you need help with using Firefly an extensive guidance can be found on:
http://helpcentre.fireflylearning.com/teachers-staff
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How to set homework on Firefly using the Firefly for Teachers app on your iPad:

Set homework or in-class tasks for your students. You can format your description, attach files, and more.
1. From the dashboard, select Set a New Task:

0930

€» Dashboard

Lessons

Now Next Later
Class 9x/En3

View More Tasks

2. Enter the name of the person or class that you’d like to set the task to, or choose from your lists of classes and

students.

TIP: You can easily choose just a few students from any given class. Select the plus sign next to a class to list all
the students in that class, then choose the X next to a student’s name to remove them from the list.

Pad ¥ 09:30 -

Cancel Seta New Task

Select Recipients @

Recipients  Detalts  Oewription Attachments  Preview

Start typing the name of the student or group: Or choose from the lists below.

Your Classes  Your Students Al
(ass 8x/En

IX/ENS

Show recipients who else received this task
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3. Select Next.

Select Recipients

Start typing the name of the student or group: Or choose from the lists below:

Your Classes  Your Students Pl
Class 8x/En2 A
Class 9x/En3

Class 10x/En3

Class 11x/En3

4. Select Task Title, then enter a title:
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5. To set a due date, select the calendar icon then choose a date.

TIP: You can also change the start date if you’d like — by default, it’s set to today.

P oan -
Cancel Set a New Task

Add Details > O & ,9,,_

Recipients  Details  Description

Due Date
TaskTitle Write anessay aboutthesup November 2016 >
=
P 25711716 } i Mon Tue Wed The L sat Sun
l J 1 1 2 3 4 s 3
Due Date AR o O
1 16 18 1 0
Display Task Markbook 3 2 27
6
Parent Portal

N 4

6. Choose where to display the task. By default, tasks are displayed in the Markbook but not the Parent Portal.

a o

Pad ¥ 09:31 -

Cancel Seta New Task Save as Draft

Add Details 0_@

Recipients  Details  Description Attachments  Preview

Task Title Write an essay about the supernatural in Macbeth
Start Date 25/11/16 a
Due Date 0712116 =] Q
Display Task Markbook
rent Portal
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7. Select Next.

8. Select Write a Task Description.
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9. Paste or type a description and select Save.
TIP: You can format your text and add links if you want to. The formatting options are the same as on the web.

NOTE: Links won’t be clickable in the apps due to the way iOS works. They’ll be clickable when the task is
viewed via the web.

cancel Edit Description

“« = formatting v B I S e i =~
The supernatural plays an important role in Macbeth. To what extent does it motivate Macbeth's actions?

o Remember what we discussed In class last week.

10. Select Next.

Pad ¥ 09:33 -
Cancel Seta New Task Save as Draft
Add Description (optional) 6—0—@
Recipients Details Descrption  Aftachments Proveew
The supernatural plays an important role in Macbeth. To what extent does it motivate Macbeth's actions? /7

o Remember what we discussed in class last week.

O
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11. Add attachments:

e To upload a file, select Upload. Choose iCloud Drive or Google Drive. If you’re prompted for credentials,
enter them. Select your file, then choose Done.

e To upload an image, select Photo. Choose Take Photo to capture a new image with your device, or
Choose Existing to select a photo from your device’s gallery. If you’re prompted to grant Firefly for Teachers
access to your photos, select OK.

e To record a message, select Microphone. Tap the red circle to start recording, then tap it again to stop.
Select Playback to listen to the recording. If you’re happy with it, select Save Recording. If not, select
Start Again to record a new message.

LR 4 o%33 =

Cance Seta New Task

Add Attachments (optional) H_°_®

Reciplents  Detalls  Dewription Attachments  Preview

th a ¢
“fideo Microphone
iCloud Drive
Google Drive &
More

12. Select Next.

P v o0 —

Cancel Seta New Task Save as Draft

Add Attachments (optional) H—°_®

th a ¢

Upload Photo or Video Microphone

ok -
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13. Review your full task summary.

TIP: You can still make edits if you need to — select Edit next to the element you want to change, or choose
Back in the bottom left.

14. To publish your task, select Set Task.

TIP: If you’re not ready yet, you can select Save as Draft to keep working on it later or Cancel to delete it
completely.

P 09:40 -

Cancel Seta New Task

Preview 0_6_9_6_@

Recipients  Details  Description Aftachments  Preview

ent Class Bx/En2 Ednt Attachments
Show Rec s Yes Guidelines.docx
Task Title Write an essay about the supernatural in Macbeth Edit

Today
Wednesday 7th December
k Yes

1t Port Yes

The supernatural plays an important role in Macbeth. To
what extent does it motivate Macbeth's actions?

) oomomboc whst wa diceuesad in clace laet

15. Your task is created. If you’ve finished working with tasks for now, select Done.
Your task appears in your list of tasks and recipients will be notified that a new task has been set for them.

NOTE: If you need help with using Firefly an extensive guidance can be found on:
http://helpcentre.fireflylearning.com/teachers-staff

If you are experiencing difficulties logging on, please contact our IT Services department using
ITsupport@epsomcollege.org.uk or by telephoning 01372 821159.




