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Urbanski: All right, hi there and hello again, everybody. My name is Dan Urbanski. I’m 

your friendly webinar guy. It’s Thursday, and if it’s Thursday here in the NCDPI 

building, that usually means we’re going to be presenting either in the Schoolnet 

or the OpenClass applications—Home Base apps. And today just happens to be 

an OpenClass app day. January 29, 2014 (correction, 2015). You know, I’m still 

writing 14 on all my checks, for those of you that knows what those are; I’m still 

writing 14 and I’ve done it here in a PowerPoint presentation. I’ll probably do it 

on the next slide as well, as we see—I advance—I got it right there. All right.  

  Today, with our OpenClass topic, we are welcomed by some guest 

presenters. I have on the line with me here today Amber Bass Godfrey hailing all 

the way from region one. Amber, welcome today!  

Godfrey: Good afternoon. Hey, Dan.  

Urbanski: So where are you today?  

Godfrey: Actually, right this minute, I am at home. I’ve been in Beaufort County this 

morning, but I am home now.  

Urbanski: Beaufort County—so you’re out, out at the coast and—coastal side of the state. 

Welcome. Amber hails from the digital teaching and learning division of the 

NCDPI, and also here live with me in studio, I do have Cheri Arthur, also from 
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NCDPI fame, and she helps—she’s our representative here today on the call, or—

from the Home Base support department. Welcome, Cheri.  

Arthur: Thank you. Good afternoon.  

Urbanski: All right. And we know where you are, so I don’t have to ask. You’re sitting right 

next to me at a table in a conference room. All right, for those of you on the line, I 

do want to mention just a couple of housekeeping items: yes, we are recording 

this webinar for future use, and for every person, whether you are attending here 

live, or if you want to share this with some of the folks who may have registered 

but are unable to attend, once the recording has been converted over to web 

format, I will be putting it on our Vimeo account and sending a link to you 

personally, using whatever email you used to register for this webinar. Probably 

tomorrow, you will be getting an email from me with a link to the video, and any 

materials that we use on this presentation or on this call today, I will also make 

sure I attach those, much like, say, a PowerPoint that I’m using right now.  

  Also, if there are any questions throughout the session, please feel free to 

type those in the questions box; we will be pausing throughout the session to 

answer questions that you do post, so go ahead and post them in your question 

box. And then last but not least, we’ll just start by going over our agenda, not for 

the housekeeping items. You’ve already been welcomed, if not formally, how 

about formally now? Welcome to the webinar. We’re glad that you are here. This 

is an every Thursday event, and as I mentioned, OpenClass happens to be the 

topic of choice for today. Today, we’re actually going to a really unique part of 
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OpenClass; we’re talking directly to the Administrators, the Admins within the 

district that have been designated to Administrate the OpenClass app.  

  Today, we’ll be focusing on—we have two main presentations. The first 

half of the session today, that’s where Amber is going to speak to us here, and 

she’s going to talk about what the functionality or the features of the Admins 

within the system; we’re going to talk about how we would add users or edit the 

access that those users have; what are some of the limitations, or what are some of 

the features. She’ll talk about how Admins can create and copy courses, just like 

teachers can create courses in their own OpenClass instance; Admins can, as well. 

Admins have a little bit of a higher level ability to copy and create courses, and 

then manage them appropriately, and can do some—she’ll discuss how some of 

the attributes of the courses can be edited by the Admins.  

  And then Amber will lead us a little bit in a discussion about how an 

Admin can help facilitate course—the development of master courses, or the 

ability, that teachers can use courses to collaborate on, and what type of a role that 

the Admins will play in that. We’ll transition about the second half—the latter 

part of the webinar where Cheri Arthur will discuss from a Home Base support 

center perspective what Admins, what tools, or what services, I guess you might 

say, are available through the support center. She’ll walk through what we—the 

feature—one of the main features of OpenClass in the Home Base environment is 

that the system is integrate in the Home Base, and there is a tool known as the pif 

adapter—P-I-F adapter—that Admins can use to sync their courses with the 

rosters. And so Cheri will be leading us through on a PowerPoint presentation the 
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steps that the Admins or designated persons, like, say, a data manager or a power 

school coordinator can use to sync courses. And then she’ll lead us in a 

conversation about the ability to copy courses across the state from various 

districts, right. And then we’ll wrap it up with any final questions that might come 

from the audience.  

  So, all right, that’s where we are at this moment in time. What I’d like to 

do now is lead through just one slide that talks about—for the next two, three 

minutes at the most here—talks a little bit about the Admin role itself. Whoever 

has been designated as an Admin—once your campus has already been set up, 

which I’m—most of the people, hopefully, on the line here have already—they’re 

already piloting OpenClass in their districts; if not, we’ll be talking to you folks 

toward the end of the show, if you’d like to pilot this and you have not taken that 

step yet to actually activate a campus. But the demands on the Admin are 

relatively low, and that is due to the system integration with Power School and the 

Home Base ecosystem.  

  And so Amber will be talking about really how a majority of the 

traditional Administrator functions in a LMS, or in a collaborative tool like 

OpenClass. Those functions are actually being performed by the system and not 

by you, so we’re going to thank system integration for that. We do want to point 

out that once an Admin has been created, Admins can create or edit user profiles 

to make other Admins. And there’s one thing to point out is that all Admins will 

have the same control—they’ll have equal control within the campus, and that’s 

what we call the Home Base instance—or excuse me, the OpenClass instance that 
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you have to access OpenClass; that is your campus. Each district has one campus; 

you can have multiple Admins, but they do have equal control.  

  This leads me to this next and last point here: presently, there is no 

hierarchy within Admins. Every Admin is equal to another, and let me kind of 

give you a little scenario or word picture here, if I will. Imagine that you have a 

fairly large district, or a fairly large charter school environment where you have 

multiple schools; maybe you have hundreds of schools. Your one Admin—the 

first Admin, can create another Admin user. Say you have an assistant principal in 

a school, maybe a middle school; that person is an Admin. That person—the 

second Admin that I just described as the assistant principal, has the exact same 

Admin control as the overarching district Admin, so you might want to choose 

wisely on who and how many Admins you have in your hierarchy because one 

person can affect and upset the apple cart, if you will, for the entire campus if you 

just—I won’t say willy-nilly, but if you just go freely about making people 

Admins, you really want to think long and hard and have discussions within your 

districts and your charter schools of who should have the ability to make the 

changes or manage the day to day operations within the area. And Amber will be 

guiding and pinpointing some areas where it actually is important to really think 

about who—the who of the Admin control.  

  All right, so with that, we are now going to transition over. This is the 

formal part of the presentation that Amber will be leading, and so I am now 

changing the presentation mode over to Amber, and Amber, you should now have 
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control. And you will have to probably show your screen, I’m imagining. Did you 

receive that?  

Godfrey: I did, and I accepted, so you tell me when you can see my screen.  

Urbanski: There you are. We see it bright and shiny, so take it away, Amber.  

Godfrey: All right, guys. We’re going to go ahead and get straight to it. As you can see, I 

am logged into my OpenClass campus. I have not actually gone into my Admin 

screen yet, so I’m going to go up here to where my name is, and I [NOISE] tell 

you how to get to the Admin screen if you haven’t been there before. So it’s just a 

drop-down, and if you are an Admin, or set as an Admin in OpenClass, you 

should have the Admin function. So I’m going to click on Admin, and it will, in 

just a moment, come into our Admin screen. I don’t know why it’s taking so long.  

Urbanski: Are you possibly—are you on a wireless network at the house, or plugged in— 

Godfrey: No, I intentionally connected to my landline. Oh, here it goes. Let’s hope it 

doesn’t continue to be so slow. Well, I apologize. I haven’t had any problems all 

afternoon. Okay, so once you’re in the Admin screen, you can see that we have 

five different tabs that are available here to the Administrator; we have the 

courses, the people, institution, terms and batch operations. We’re going to spend 

most of the time this afternoon talking about courses and people, but I do want to 

mention a little bit about these other three tabs before we move into the courses 

and people, but like Dan mentioned a few minutes ago, a lot of these things are 

done for you automatically, because OpenClass is a part of our Home Base suite.  

  So 90% of a lot that happens is already done for you in OpenClass, but 

let’s just look a minute here at the batch operations tab. So if you click on batch 
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operations, you can see that this is actually where you have the ability to upload 

batch files, but because OpenClass in North Carolina is part of the Home Base 

suite, batch operations is where our student records are uploaded nightly through 

PowerSchool. So this is a feature that’s handled automatically for you so you 

really don’t have to worry about this feature.  

  So I’m going to go from batch operations and click on the terms tab, and 

terms—this information also comes from PowerSchool, as well. So these are the 

terms that are set in your OpenClass courses. For instance, semester, the school 

year, those types of things; they’re based on the course codes that come in 

through PowerSchool, so those are set automatically for you, as well.  

  So I’m going to now click on the institution tab, and you actually do have 

some things that you can do in the institution tab as the Administrator. If you click 

on the edit details button, if you follow my cursor over to edit details, you’ll see a 

new window pops up, and you actually have the ability now in this institution 

field here to change the name of your OpenClass campus. So if you look at the 

top of your screen, here mine now is called Home Base, but you actually change 

this to your LEA name if you wanted, so if I click on Amber’s Home Base, it’s 

telling me that it’s available, so when I click save, it will change automatically 

here.  

  So I’m going to click save changes, and now you can see at the top of your 

screen that I just changed the name of my campus to Amber’s Home Base. I’m 

going to go back in to edit details and show you the other feature that you actually 

have in the institution tab, which is the ability to turn chat on or off for your LEA. 



NC DPI 
OpenClass Admin Tool OpenClass Admin Tool 

Page 8 
  

Transcript prepared by 
Rogers Word Service 
919-834-0000 1-800-582-8749 
www.rogersword.com 

So currently, we have chat on, which if you look down here at the bottom of your 

screen, you can kind of see faintly that my chat window is on; I also have the 

ability to turn it off for my LEA. Just remember with this, this is not a school by 

school, or classroom by classroom feature; it’s an LEA feature, so as the 

Administrator, you turn it on for everyone in the LEA, or you turn it off for 

everyone in the LEA.  

  So we talked a little bit about the three tabs, that there aren’t a lot of things 

that you can do in these three tabs. But now we’re really going to go into the meat 

of this and look at the courses tab, and the people tab. I’m going to click on the 

people tab first, so I’m clicking on people. And so within the people tab, we have 

the ability to search for people, and to add people. So here, you can see here you 

can find and search for people; if you look over on the far right side of your 

screen, you also have the ability to add people as well. The first thing we’re going 

to do is we’re actually going to look at the search feature.  

  So here, I could actually type in a person’s name, so I could search by 

person, and if I typed in Dan, for instance, it would bring up and show me all of 

the Dans or anyone that starts with D-A-N that’s in my system, or my campus. 

You also have the ability to search by role, so the drop down here lets you filter as 

you’re doing a search. You could search for any role; you can search by student; 

you can search for instructors, and you can search for just Administrators that you 

have available in your campus. So I’m just going to do a search for 

Administrators. Say that you’re an Administrator; you’re curious how many other 

Admins you have set in your campus, so I’m just going to click on Admin, and do 
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search. And you can see automatically that lets me know that I have 22 results 

that are found, which means I have 22 Admins that are set for my campus.  

  Let’s say that you happen to be a small LEA and you only have five 

schools; with five schools, you most certainly wouldn’t need 22 Admins, so 

you’re thinking, I probably need to go in and change some of these 

Administrators back to instructors, or those types of things. So as the 

Administrator, you actually have the ability to do that.  

  If you look over at the far right of your screen, there’s a column that 

actually says actions, and so I’m going to talk just for a moment about how you 

could actually change people’s roles in OpenClass, and the example I just gave 

was changing an Administrator to an instructor, but you could change it from a 

student to an instructor, or an instructor to an Admin, or an Admin to a student; 

you can do any of those options.  

  So in order to do that, you would click on edit, so I’m actually going to 

click on edit here for—let’s look at Jennifer Bass [ph]. So I’m going to click on 

edit under Jennifer Bass, and you can see that Jennifer’s information comes up; 

you can also have the ability here to edit her personal details as far as her name 

goes. So Jennifer, I could change your name—if it was misspelled, I could do 

that, as well. But here, down here where it says role, this is where you have the 

ability now to actually change a person’s role in OpenClass. You can see that 

Jennifer is set as an Administrator, but if I decided that she needed to be changed 

from an Administrator to an instructor, I click on the drop down, I choose 

instructor, and I’m going [NOISE] hit save.  
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  So now I’ve just changed—and you can see at the top of your screen that 

it was successfully saved, so I’ve just changed Jennifer’s role. Here, you can see 

that she’s now an instructor versus an Administrator, and if I wanted to go back in 

and change it, again, I would just go back to edit, and change her back to an 

Administrator.  

  Under actions, the column Actions here, you can also see you have two 

other options; instead of edit, you also can enroll and drop. The enroll feature 

actually gives you the ability to enroll people into different courses that are in 

OpenClass, so that would be an instructor that you wanted to put into a course, or 

a student that you wanted to put into a course. And drop would be just the 

opposite of that, so if you wanted to drop someone from a course, for example, 

then you would use the drop feature. So those are some of the things that you can 

actually do under actions.  

So we’ve talked for a little minute about the search feature—how to 

search—and some of the things that you can do here in the search, but let’s look 

at now over—back to the right side of your screen at the add people. So I’m going 

to click on Add People, and as I click, you can see that a new window pops open 

on your screen. And now you actually have the ability to manually add users to 

your campus. So you may wonder, why would I need to add someone to my 

campus? Because most of your people would already be added into OpenClass; 

for instance, your teachers are already going to be added to OpenClass; your 

students are already going to be added to OpenClass. Anyone that’s already been 
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synced, or has the ability to be synced through PowerSchool will already be added 

through OpenClass.  

So why would you want to add someone? Let’s just take an example: say 

for instance you had a central office person that you wanted to make an 

Administrator. So that person in central office may not be synced through 

PowerSchool, so you may want to go in and actually add them—their person; 

their first name, their last name, put in their email address, and add them as an 

Administrator. So that would be maybe one example of why you’d want to 

manually add someone.  

Another example would be Dan mentioned earlier—we talked about 

collaboration. Maybe you’d want to actually add someone to your campus that’s 

from another district, perhaps to take a course or to even collaborate with others 

and other instructors on creating a course. So then you would actually have to go 

in and add them manually, under the manually add users tab. So let’s look at how 

you would need to do that.  

So you would put in their first name, obviously, so we’re going to do—

let’s just do Joe Brown—and their email address. The email—important thing to 

remember about an email address if you’re adding someone from another LEA 

that you’d want to add in to collaborate with your teachers. Say for instance they 

were collaborating on a course that someone in your LEA created, and they 

wanted other teachers to come in to collaborate, or to join a PLC. So if this person 

is from another district, more than likely, their work email is already associated 

with their OpenClass campus. So the important thing to remember is that here you 
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would need to actually have an alternate or a secondary email for that person to 

add them here, especially if they were someone that was from outside of your 

district.  

So I’m going to put in a fictitious email, and then once you do their email, 

you would remember to choose their role, so if, in this instance, if you wanted this 

person from another district to come in and be an instructor, to join one of your 

other instructors on collaborating on a course, we would add them as instructor, 

and then save. If you look at the top of your screen, it actually tells me that Joe 

Brown has been created, and he’s actually now been sent an email letting him 

know that I’ve added him to my campus, and he would then have the ability to 

open his email, choose the invitation, accept, and have the ability now to create 

his own user name and create his own password. So that’s not something that you 

would need to worry about.  

So you also have the ability, as the Administrator, to also deactivate 

someone. So we looked at adding a person, but say that Joe Brown now has done 

the collaboration with your instructors; you no longer need them in your campus 

to work with or have access to the courses that are in OpenClass. They’re from 

another LEA and you’ve decided now that you no longer want them in your 

campus. Let’s look at how we could do that.  

As the Administrator, you would need to just click on the person’s name, 

so you can see here that each one of these are a hyperlink. So I’m going to click 

on Joe Brown’s name, so his information comes up. If you look over on the left-

hand side of your screen, you actually have the ability now to deactivate Joe 
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Brown. So if I click deactivate, are you sure you want to deactivate him? Yes, I’m 

going to say deactivate. So now he’s actually been deactivated, and he becomes 

now an inactive user. Of course, as the Administrator, you would also have the 

ability to go back in and reactivate him just by clicking on inactive users, 

choosing on Joe Brown’s name, and then clicking reactivate. Same process we 

just did; it’s just reversing the deactivation. Then you can reactivate him back to 

your campus.  

So we’ve talked about a few things here in the people tab; we talked about 

searching, we talked about how to add people, we looked at how we can actually 

edit someone’s role—change their roles—which is discussed, enrolling and 

dropping, and we actually talked about deactivating and reactivating users. I want 

to switch over and go into the courses tab, so if you click with me over on the 

courses tab, you actually, as an Administrator in OpenClass, have the ability to 

preview any of the courses that are in your OpenClass campus. And as Dan 

mentioned a few minutes ago, this is one of the reasons that we caution LEAs on 

who they give Administrator rights to, basically because all Admins have the 

same rights. He mentioned that there were no basic system Administrators, or if 

you gave a principal a right or the teacher—a teacher/leader the Administrative 

rights, everyone would have the same rights. So we just want to mention again 

some caution about who you do give rights to currently in OpenClass. 

So as you can see, in the courses tab, once again we basically have two 

functions here in the tab; we can find a course and do search for courses here, and 

then over, once again, on the right-hand side of the screen, we also have the 
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ability to add courses as well. For this minute, we’re actually going to search for a 

course that’s already been developed in the system, and say, as an Administrator, 

you’ve had a teacher that contacts you and they were inquiring about having the 

ability to have other teachers added to a course that they created already, so that 

another teacher could look at, preview the course, collaborate with them on the 

course, and those types of instances.  

So what we’re going to do now is actually search for a course that’s 

already been created. So I’m going to pull up a course that was already created. 

I’m going to—the class I’m looking—the course I’m looking for is Mrs. 

Hickman’s [ph] science course, so I’m going to choose that in my drop down. 

Now, because I only have one course with this exact name—it’s the only one that 

pulls up—I’m going to click now on the highlighted version here, and it’s actually 

going to bring me into the course details of Mrs. Hickman’s science course.  

From here, you actually have the ability as the Administrator to launch the 

course, so this is where you could actually preview the course, and launch the 

course from here. We’re not going to do that right this minute, but you do have 

the ability to do that. What we’re actually going to do now is look at how you 

could actually help Mrs. Hickman by adding other instructors to her course like 

she asked. So we can see now, if you’ll look over the left side of your screen, it 

says staff. We have the ability to look in instructors and also teaching assistants. 

Mrs. Hickman actually asked us to add an additional instructor so that she could 

have someone to go in and collaborate with on the course that she created.  
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So as an Admin, all you would need to do is click on add instructor in that 

gray staff field, so add instructor. And now a new window opens on your screen 

where you’re able to actually search for a person by name, if you had a—if you 

knew the exact teacher she wanted to add, so I’m going to add myself. So I’m 

going to search—I’m an Admin in here, so I have to click on Admin. I could have 

chosen all people, as well, and now I’m going to do search. And so there’s the 

teacher that she wants added to her course; as the Admin, now you have the 

ability to just click add instructor, or add as instructor. If you look at the top of 

your screen, it says Amber Bass Godfrey was added to this course. We’re going to 

hit close, and if you look back over on the left side of your screen in your staff 

box, now you can see you actually have two instructors that have been added to 

this course. So now both Shannon and Amber can work in the course together, 

and they now have the ability to make this course an awesome course that they 

want to work—an awesome science course that they can now have available to 

their students.  

So in this instance, let’s say Shannon and Amber have now worked on this 

course, they’ve made it an awesome course, they’ve geeked it out for their 

students, and now they want this course that they’ve created to become what we 

call a master course. So a master course would actually mean that this course 

would no longer give anybody the ability to make edits to the course. So in order 

to make it a master course, and not have anyone else have access to the course to 

make changes, as the Administrator, you have the ability to actually remove 

instructors from the course. We aren’t doing anything to the course itself; we’re 
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only taking instructors out, which means they’ve made this course an awesome 

course.  

We’re going to remove instructors so that they no longer have the ability 

to make edits. Remove. As you can see, our course title is Mrs. Hickman’s 

Science Course; I want to now make this a master course, so, as the 

Administrator, I can change the actual course name so that I know, in my campus, 

that this is a master course, that I don’t want anyone else to make edits to. So in 

order to do that, we’re going to go down here to the bottom of your screen. You 

see a button that says edit details; if you click on edit details, it brings up your 

course information, and I’m actually going to make this a master course. I’ve 

taken instructors out, and I want to just know for myself that this is now a master 

course.  

So I’m just going to add master to the end of the course title. I’m not 

changing anything else in the course, just the name, and I’m going to click save 

changes. So now you know when you look in your OpenClass campus, that this is 

now a master course that you can now actually use this master course and make 

copies of it for other instructors. So we took Shannon and Amber both out of the 

master course, but they want to still have the ability to have access to a copy of 

this course so that they can use it in their classrooms. So because you took them 

out of the course as instructors, it’s now been taken off of their dashboard, but 

they want a copy of it.  

So as the Administrator, you have the ability to make a copy of the master 

course, so that instructors can have access to it, to make it their own and to make 



NC DPI 
OpenClass Admin Tool OpenClass Admin Tool 

Page 17 
 

Transcript prepared by 
Rogers Word Service 
919-834-0000 1-800-582-8749 
www.rogersword.com 

their own personal edits to it themselves. So let’s look just a moment on how we 

would make a copy of this master course and make it available to the instructors. 

So if you look over back to the left-hand side of our screen, we have copy content. 

It says copy content from this course to a new one. So we’re going to click on that 

link; once this new window pops up on your screen, you can see that you have 

two options. Do you want to copy course to a new course, or do you want to copy 

to an existing course? We want this to be a new course so that we’re creating a 

new course that will actually go on Shannon and Amber’s, or just Shannon or 

Amber’s dashboard, whichever you choose.  

So I’m actually going to make this a new course, so I choose new course; 

I’m going to change the course title, and I’m just going to title it new PLC science 

course. So I’m not going to change anything else in the course; I’m just going 

to—this is actually going to be the course title for them to now actually dump the 

master course into. So create course, and copy content is an option down here at 

the bottom. It’s kind of right side of your screen. So this is going to create a new 

course called new PLC science course, and it’s also going to copy the content 

from that master course into this new course name. So once I click create course, 

and add copy content, it gives you a new screen that tells you sometimes it may 

take up to 24 hours to copy the content; it normally doesn’t take that long, but it’s 

just letting you know that it may take that long.  

So then we can hit close. So [NOISE] is we created a new course and 

because we don’t have any instructors in it right now, and we don’t—no one has 

the ability to make edits to that yet, we need to actually go in and put an instructor 
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in that course, so I’m going to do that quickly. So I’m going to go back into my 

courses, and I’m going to search for the new course I created, and hopefully it 

will populate for me. So new PLC science course is the course we just created. 

I’m going to click on the link so the actual course will launch for us here. You can 

see we don’t have any instructors, but we want Shannon or Amber or both to have 

access to the course, so let’s just quickly add an instructor.  

So back here in the gray staff box, we’re going to click add instructor. I’m 

going to—let’s do search. I’m going to (choose) all people—Amber. There’s 

Amber Bass Godfrey. I’m going to click on it; now, once again, in order to add 

her as an instructor, you just click add as instructor. At the top of your screen, you 

can see that Amber Bass Godfrey was added to this course; she now had the 

ability to see this course on her dashboard. I’m going to close out this window, 

and since Amber now has, on the instructor side, has the ability to see this course 

on her dashboard, she now has the ability to make edits in the course, and to make 

the course her own. So now she can personalize it.  

The next step to that would be how teachers can make sure that their 

course that they have in their dashboard is synced with their students in a master 

course shell, which is actually something that Dan and I are going to do another 

separate webinar on, because that’s a more detailed instance. But the teachers 

actually have the ability to drop the course that they have on their dashboard into 

a master course shell, and like I said, that’s something that we’re going to have a 

separate webinar on.  
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So in courses, we talked about how to find a course and search for a 

course, and we actually looked at add a course, even though we didn’t do it 

through the add a course button here; we actually added a new course through the 

copy course content. Add a course would give you the same information and go 

through the same steps that we did as when we created the new PLC science 

course. So I’m going to stop here and just check with Dan and see if there are any 

questions that have come up from the question box.  

Urbanski: Thanks, Amber. So far, so good. I have had a couple of questions that I’ve just 

responded as they’ve popped up. A couple of people are very interested because 

you have been talking about the word syncing courses and rosters. They’re very 

excited to know a little bit more about that process, so I’ve let those people know 

that that’s part two of our session.  

Godfrey: Okay, awesome.  

Urbanski: Carry on.  

Godfrey: Well, honestly, because, like I said, there are not a whole lot of things that an 

Admin can really get into here. Most of this is taken care of through the automatic 

syncing through PowerSchool, which is awesome, and then the abilities that an 

Admin has in courses, and the ability that an Admin has in people, we really have 

gone through all of those. So if we don’t have any more questions, I’m going to 

turn it over to Cheri and the Home Base support system, and if there are 

additional things, we can maybe catch those at the end of the webinar.  

Urbanski: Excellent, so go ahead and let’s see—change presenter to me.  

Godfrey: Okay.  
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Urbanski: And then I’ll start showing my screen.  

Godfrey: Yes, I’m sure.  

Urbanski: All right. So now I need to pull up PowerPoint number two for the day. And at 

this time, I am going to then reintroduce our second guest speaker of the day. You 

may have known if you contacted the Home Base support center in regards to—

regarding school on the OpenClass. Please help me welcome back Cheri Arthur. 

Hi, Cheri.  

Arthur: Hello. Thank you for allowing me to come today. First of all, I just want to say 

that one big reason I wanted to be here today is to communicate to all the LEAs 

that we on the support center are here to help you with your questions regarding 

OpenClass and syncing your courses from PowerSchool to OpenClass. If we 

don’t know the answer, we have some resources that we can find out the answer 

for you. I work with three other ladies, Tiffany Kinney [ph], Emily Cline [ph], 

and Keisha Williams [ph], and we’re all here on the support center, and ready for 

your questions.  

  When you get ready to activate or integrate PowerSchool with OpenClass, 

we are here to help guide you through that process, and that’s what this 

PowerPoint is all about. It talks about the OpenClass adapter that connects 

PowerSchool with OpenClass. Okay, the main thing you need to get started, 

though, is before we can go through this process, you need to make sure that in 

PowerSchool, email addresses are set up for students and teachers. Now, we can 

sync teachers without the students if you want, and have teachers get started 

looking at their classes in OpenClass, but the students won’t be able to log in or 
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anything without their email address being in PowerSchool because that’s what 

they use as their username to log into OpenClass. Okay.  

Urbanski: So that goes to what I was speaking at the very beginning, that there are some 

things that are needed to happen that Admins or people of responsibility within 

the districts and the charters, things that they’ll need to configure prior to getting 

to this point. And so I’ve looked at some of the names of the people that are on 

this call; a majority of you have already said, yes, we wish to, as a district or a 

charter school, pilot OpenClass, and we’ve helped you get this far, at least to get a 

campus activated. I’m going to talk towards the end if you have not decided to 

pilot and are interested, I’m going to show a screen where you can get some 

contact information to get moving towards that end. But imagine that you have 

said, yes, I want to have a campus activated. We have already taken that step; we 

have already loaded students in; we have already—into your PowerSchool 

instance, your courses have already been, of course, set up because we are taking 

the course code information from PowerSchool. We’re now saying, I want to 

waive that magic wand and have the information regularly sync between 

PowerSchool and OpenClass. All right.  

Arthur: Okay. So the next thing we need is to set up a time to go through the steps that are 

in this PowerPoint with you, and we’ll do a screen share session with you much 

like the webinar today, where we’ll both see the screen. We will give you login 

information to get into the adapter for one of your Admins for OpenClass. We’ll 

have you login and we’ll step you through the settings and the slides in the 

PowerPoint are the screens that you will actually see in the adapter. Okay.  
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  So at the end of the PowerPoint, as Dan said, there will be contact 

information to get this appointment set up so we can do the screen share 

appointment with you. Okay, so on the next slide, there’s a list—here’s the list of 

what we will work on syncing: the course section from PowerSchool—we’re 

talking about those courses; the users, which would be the instructors, and the 

students—Admins cannot be synced from PowerSchool to OpenClass, only 

students and teachers. And then the roster containing the students and the teacher 

name, okay.  

  So on the next slide, here’s the login screen to the adapter, so we’ll give 

you login information once we get our appointment set up. Let’s see, and I’m—

am I going too fast, Dan? Just let me know if I am. I don’t know how much time 

we have here. It looks like about 17 minutes. Okay.  

Urbanski: You’re good. Keep going.  

Arthur: All right. The next screen is the settings, and we would—during our screen share, 

we would select edit settings, and we’ll show you what that screen looks like. The 

top part that will look like Greek to you when you login is some data that we set, 

and that you won’t even be able to edit. I believe you can see—I think it looks just 

exactly like you see it here. You won’t be able to edit it, but that’s the background 

information that gets PowerSchool connected to OpenClass. Okay.  

  And then on the next screen, those are the fields that we will help you fill 

in. We have recommendations for each box there. Okay. The box that you’re 

looking at that’s circled here, the delete retention date field, this is the number of 

days that PowerSchool—well, that OpenClass will hold onto the information from 
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PowerSchool before it gets rid of it. This is really important during scheduling 

time at the beginning of terms, like in July or August when you’re doing—well, 

when school starts. And if you have the sync going because you want to use 

OpenClass near the beginning of the year, but you don’t want all those drops and 

adds of students to the classes to be churning through OpenClass every single 

night, there’s a lot of activity the first ten days of school or so.  

  So this setting, the recommended value is three to five days and that will 

prevent OpenClass from just losing and adding, losing and adding data. So it 

helps prevent data loss, and is just easier on the system, I believe. Okay. The next 

setting you want to have in mind during our call is who will be the Admin that 

will receive a data exception email nightly or whenever the sync takes place? 

Usually it’s nightly, about 2:00 or 3:00 am, what most districts set it to. And that 

person can review those exceptions and more than likely will review if that 

Admin is not the PowerSchool coordinator, they need to talk to the Admin of the 

Pif adapter and the PowerSchool coordinator, because it usually has to do with 

data in PowerSchool, such as an email address, a student number, or the ID field 

for teachers.  

I don’t have a screenshot of this, but the ID field in PowerSchool, which 

can be the teacher’s UID, but is not always, that is the field that syncs the 

instructors from PowerSchool over to OpenClass. So if you need to talk to your 

PowerSchool coordinator, you can tell them to look on the information screen in 

PowerSchool for that teacher. But those two pieces of data, the email and the ID 

field for the Admin—or, sorry, instructors—those are the two most important 
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pieces of information that help to sync the sections over to OpenClass. Okay, let’s 

see.  

Next screen. This is where we will start talking about the selection of the 

sections that you want to sync over. We probably don’t want to start off syncing 

every section in your district, so when we get ready for our call, we’ll ask you to 

have a teacher in mind, and one or two sections, and we can do a test sync 

actually during our call, because you can set the adapter to sync like two minutes 

from the time you set it, so that we can see—actually sync, and then we would 

also on our screen share, go over and login to OpenClass, and see that section 

appear in OpenClass.  

Urbanski: You know, that’s a great point you mention. These are local decisions. You in the 

field—the Admins get to make the decision about who would be synced. It’s 

really important that not every teacher within your school or district would be 

synced. If you just want to do five, you just five. If you want to do 500, you have 

the ability, but you choose who would be synced based on decisions you’ve made 

locally.  

Arthur: That’s a great point. A lot of LEAs choose to just pilot it the first year or first 

semester, and have two or three teachers that will—and they may even sync only 

the teachers and not the students and have the teachers work in OpenClass until 

they decide to do the students, in which case that would mean their—the student 

email addresses would not be added to PowerSchool until you wanted to sync 

them to OpenClass.  
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Urbanski: When you’re talking about the person doing this, we did have a question that 

popped up, and the question was, do you have to be the PowerSchool district 

Admin in order to go through this adapter process, or can anyone be designated to 

be the Pif adapter quote-unquote Admin?  

Arthur: Any person in the district can be the Pif adapter Admin, but you will have to work 

with your PowerSchool district Admin.  

Urbanski: Okay, excellent.  

Arthur: Okay. Okay, next screen shows the menu for selecting the sections, and we just 

go up top to settings and then select sections, and then the next screen shows the 

first step. You want to select a school in your district that you’ve decided upon 

before our call. Then on the next screen, you can search on a teacher name, or a 

course name or course number, whatever you want, and then we will select just 

below that red arrow are some check boxes. Dan is pointing to them. And we 

would select one or two sections; it has the term begin and end date, the section 

ID. That section ID, if you could stop on that in the middle a bit, Dan. That ID is 

what is in the background tables in PowerSchool, and it becomes what is the call 

number field in OpenClass. So if you have synced courses already from 

PowerSchool to OpenClass, then you can find them—well, you wouldn’t be able 

to see probably the section ID in PowerSchool, but your coordinator could. So if 

you ever had some issue, you can go by that if you need to, for some reason.  

  Okay. Let’s see. So once we select a couple of test sections, it’s really 

important that you click preview changes, and save changes. This is the pop up 

that comes up. Just selecting them won’t start the sync. There are a couple more 
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steps. So then we save changes, and we go to the next—oops, let’s see. Are we 

missing a screen? No. I guess—okay, when you save settings, then we actually 

do—we do have to go to another screen. The previous one that you were just—

that you just passed up—I’m sorry. Never mind, go forward. Sorry. Yeah, active 

section: this shows sections that are already synced but since on our call, we will 

not have synced any yet, you won’t have any selected until they actually do sync. 

Okay.  

  Let’s see. I don’t think—yeah. The next couple of slides down is for—on 

setting the schedule, and this is how we force the sync, or how you set the 

schedule to sync nightly.  

Urbanski: [INDISCERNIBLE] 

Arthur: Okay.  

Urbanski: [INDISCERNIBLE] 

Arthur: All right, so once we set the schedule for a couple of minutes ahead of our talking 

time, like it’s in UTC time, and we can—you can google that or we can talk about 

it during our call, but anyway, we would set it, like say the time is 1555; we could 

set it for 1557, and save the schedule and it would sync a couple of minutes later. 

Okay. So once you submit that screen, it would sync, and we could go to 

OpenClass after a couple of minutes and the courses would appear. Okay.  

  Then once you are satisfied with your test sync, we would set the time to 

happen nightly on that set schedule screen. The pending course registrations 

button or screen, this would have a number populated in that blue button. If for 

some reason, some courses did not sync during the nightly sync and you know, or 
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you attempted to have the data fixed in PowerSchool, you could force it here to 

sync during the daytime. And then it would tell you in the data exceptions screen 

what happened. Did it sync or are there still errors?  

  And now we’re near the end, and there’s a list of data exceptions on our 

screen; this is similar to what you might see if there are errors in which you can 

bet there will be some errors here and there. There’s a little chart after this slide 

that gives you some common errors, which will help you figure them out. If you 

cannot figure them out, contact us at the Home Base support center, and we will 

do our best to help you figure out the errors and get your courses and students and 

instructors all over to OpenClass from PowerSchool. 

Urbanski: So these are the common errors. What do you—what types of calls are you 

receiving? What are the common errors people are reporting from these data 

exceptions?  

Arthur: The ones about email addresses is pretty common, and unfortunately, we have to 

send those types of issues where an email address is no longer valid, perhaps the 

LEA changed their domain, or a student comes from another district with an old 

email address, and when they’re imported into PowerSchool, that old email 

address is still attached to them, you will need—the district would need to give 

them a new email address for the new district, and we would need to orphan, or 

get rid of, the old email address in the OpenClass system. And we have to send 

that to Pearson [ph], usually for just a couple—it takes a day or two, couple of 

days. If you have a list of 15 or 20, it might take a few more days, and once those 
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are taken care of, those students would have the new addresses entered in 

PowerSchool and they’d be able to sync back over to OpenClass.  

Urbanski: You know, another situation came to me. What about name changes? I just got 

married or divorced. I’m a teacher, not a student, and with that my email had 

changed. Those are some exceptions that might pop up, right? Does that all fall in 

the same— 

Arthur: Any change in the email address, if the email address has been used to go to 

OpenClass, it’s going to have to be orphaned.  

Urbanski: So contact the good ladies at the—the good folks at the support center and they’ll 

help you with that process. It might take a day or two but they’ll get it 

straightened out for them. Okay, excellent, excellent.  

Arthur: Okay, I think that’s it.  

Urbanski: Okay, well, that wraps up that part, but I know there’s some other things you 

wanted to share with us. I know that—I’m just going to leave it on this screen 

here for right now, but there are other—I’m going to call them services that the 

support center will provide to Admins, within the OpenClass realm. When we 

describe an OpenClass campus being set up for a district, is it true that only the 

people in the district have access to this? Outside folks don’t have any access, do 

they?  

Arthur: Outside folks do not have access to your district’s OpenClass unless you add them 

to your district.  

Urbanski: So as Amber was mentioning before and now you’ve just mentioned, we have a 

way of adding members to the district, but what—so last year, I know in the 
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region one, we had a grant that several districts worked collaboratively together 

on campuses. And what I’d like you—maybe where I’m leading you to share with 

us is, I believe it was Currituck that was actually set up as the base unit that—

campus to work on, to work in, but if I’m not part—if I’m in Beaufort, if I’m not 

part of whoever was creating the campus, I don’t have whatever copies of 

whatever courses that might have been worked on collaboratively. That’s 

something that you can help out with in the support center, right?  

Arthur: It is, Dan. We can copy a course from one district to another in OpenClass. If you 

want it copied across the state, that might be kind of daunting; we might want to 

think about some other methods, like the— 

Urbanski: Talk about that in a moment.  

Arthur: The exchange, but I’ll talk about that in a moment.  

Urbanski: So if we’re in like a certain region, or just a certain part of the state, and I want 

ten different districts to have copies of these, you can help facilitate that because 

the Admins, they don’t have the ability to do that. I cannot just copy something of 

someone else’s. How long would that take, if I was to email you with a request, 

and if it’s just, like, say, five—I want to share with five folks—is that relatively— 

Arthur: It’s doable within a week, easily. Yeah.  

Urbanski: So it’s not really on the fly immediate, but you put in a request where it will get 

back to that— 

Arthur: It’s hard to do anything immediately, I guess.  

Urbanski: Okay.  



NC DPI 
OpenClass Admin Tool OpenClass Admin Tool 

Page 30 
 

Transcript prepared by 
Rogers Word Service 
919-834-0000 1-800-582-8749 
www.rogersword.com 

Arthur: And we—if you need it—if it’s a high priority issue with you, let us know that, 

and we prioritize according to the customer needs.  

Urbanski: Absolutely, great! Okay, because I do know that there is other—another option, 

and maybe you can discuss this briefly. Now I want to have this across maybe the 

entire state or the world. I mean, OpenClass is open source software or—I 

shouldn’t say open source software. This is software that Pearson has made 

available for people, users—educational users, worldwide. So say if I have the 

most awesome science course, that Mrs. Hickman’s science course has hit it big 

time and it’s something that we think we would share it with other states, other 

countries, is there a way to help facilitate that?  

Arthur: There is. We are not able to put it directly into what’s called the course exchange 

ourselves, but we do have a contact with Pearson who can do that.  

Urbanski: So what Cheri has more or less mentioned with reference to the exchange, the 

exchange is an open education resource database, for lack of a better term, that 

houses approximately 800,000 open education resources that Pearson has actually 

set up. And so in this instance, if you do feel that you have a course that you’re 

interested in having shared out with other users outside of just, say, North 

Carolina, you do have the ability to do so, however it would be something that 

you would—you might want to realize that anybody can access this and pull 

down this course. So it’s a course shell put up into the exchange, and for those of 

you that have attended some of the trainings that the NCDPI has put on, that’s 

actually how we—that’s how we conduct our trainings. We have a course shell 

that any trainer throughout the state can pull down.  
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  I just want to briefly show you where that would be in your OpenClass 

instance, so allow me a second to login. It was logged in; it timed out on me. So 

in Amber’s Home Base campus, if I hit the down arrow, I can click on the 

exchange button, which is in the bottom of that drop down menu that popped up. 

Then I am taken over to this other area that is outside of the main focus area for 

my courses. I’m now able to search for courses in the exchange. I just happened 

to—I can search, of course, by subject. I just have to select product type and 

courses. So if you have a course that you want to share with others outside of just 

maybe a couple districts here or there, you can request to have this shared out in 

the exchange. There would be some discussions, I’m sure. You know, your 

superintendent, and/or leadership of the district might want to be involved 

because of some copyright issues that might need to be addressed, or some 

concerns, but there is a capability within the system to do this, so I wanted to 

point out where you would see this.  

  Okay, excellent. Excellent. Now I’m going to go back to my trusty little 

screen here. What else—is there anything else you can think of? We’ve touched 

on so much today. This is great.  

Arthur: I think one of the big things is the email addresses that sync. Any other error that 

you can’t figure out, just let us know.  

Urbanski: Okay.  

Arthur: There’s also—don’t forget, you know, from class to community, I forget what it’s 

called—community search or community— 

Godfrey: Forum.  
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Arthur: Yeah, community forum. You can find a lot of answers there about functionality.  

Urbanski: You know, that’s a great segue for other forms of support. If you’re looking at the 

screen right now, I have my mouse hovering over—on my profile area, my drop 

down. The help menu in there, there are dozens of videos, user guides; 

community forum actually is moderated by the Pearson company, so they actually 

have folks in there responding to questions and answers—gathering information, 

so this is how they know if there’s something that people are interested in learning 

more about, they help to, you know, enhance their tool by— 

Arthur: And it’s very easy to use. Just type in a couple of key words and it’ll give you 

suggested posts or discussion.  

Urbanski: Excellent. Wonderful. Wonderful. Okay, so with that, I’d like to thank you and—

as well as earlier—I know she’s still on the line hanging out with us here, our 

early presenter, Amber. I would like to take this opportunity now to ask our 

audience if you have any additional questions. There have been a few that have 

popped up here that we’ve responded to, or incorporated into our presentation, but 

if you have any questions at this time, go ahead and type them into your questions 

box, and we’ll do our best to respond here. I’d like to go back to—I hope I don’t 

get anybody dizzy as I’m flipping screens, but I’d like to go back to the 

PowerPoint here and kind of wrap things up over the next couple minutes.  

  On our screen now, we had mentioned, or we had discussed, pointed out 

that we have gone through, over the last two years, invited all of our districts and 

charter schools throughout North Carolina to pilot OpenClass. It’s one of the 

optional components of the Home Base ecosystem—that, along with Schoolnet—
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and the local tool for the professional development module within the two 

Truenorthlogic NCEES [ph] software tool. But OpenClass is optional, and we’re 

asking folks this—you still have until the end of this school year to pilot it and see 

what you think. If you have not had the opportunity to sign up for it, and you’re 

interested, please let us know. You should contact actually one of the people that 

you might be conversing with, like Cheri Arthur who has just wrapped up her 

presentation. They can guide you on what is involved, what steps—some 

configurations need to be made at your end at the district or the charter school 

level, and some need to be made at the Pearson/NCDPI level, and they can guide 

you through that (process).  

  It is a district decision so we’re not asking that teachers contact us; it 

would actually be the superintendent or that person’s designated designee to 

contact on their behalf, and then we will guide you through that process. Nice 

segue, isn’t that, going into updates and support, because I’m going to give you 

some information on how you can contact that support center.  

  All of these webinars are—excuse me, for all the information about Home 

Base, you can access Home Base website, and the url is on the screen now, and 

anything related to Home Base is also—updates or any changes or interesting 

things happening in the system, we put it in our Home Base Bi-weekly Update 

newsletter. If you would like to subscribe and are not currently receiving a 

subscription to this, the link, the url that’s on the screen at this time is where you 

would go ahead and subscribe. This also can be found under the Updates (left 

sidebar) area of our NCDPI/Home Base website. And again, I’m going to send 
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out this PowerPoint to everybody so when you have it, you can just click on that 

link that’s in the button.  

  On this screen here now, it just shows that, yes, we do these OpenClass 

and Schoolnet webinars every Thursday from 3:30 to 4:30, and we do have a 

schedule that you can click on this link. The schedule is posted on that website, so 

you can register for upcoming webinars, as well as pulling down copies of the 

recorded webinars that we’ve produced over the past almost-two years now. So 

those are the urls for that, and again, you can click on them once you have this 

PowerPoint. All right, next slide.  

  Questions? If you have them, please start typing them in. (THE Q&A 

PORTION OF THIS WEBINAR WAS ONLY AVAILABLE WHEN LIVE) I see 

a couple of people are going ahead and doing that. I’m going to leave this up for a 

moment because I know we’re right at the bottom of the hour, and some folks—

we do respect your time, and we would like to get your feedback on today’s 

webinar, which you can share with us, what you liked, and maybe some 

suggestions for the future. So what I’m going to be doing right now is I’m going 

to put this url in the chat box, or you can just use it by typing on the screen there, 

but I am going to, hopefully, paste this, send to everybody out here—there it is—

so then I’ll go back to my slide. But I just pasted this link in the chat box. If you 

can go ahead and just take a moment to—let me go back to my slideshow here 

real quick. I’ll leave that up on the board so if you’re typing it by hand, you can 

go ahead and share some feedback for us.  
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  This is how we learn and grow, and we’re all about education, all about 

learning, so give us some feedback and we’d be happy to incorporate that into 

future webinars. We’re, as I mentioned, just at the bottom of the hour, so I’m 

going to go ahead and put the—read through some of the questions that have 

come through. If you need to leave at this time, thank you very much for your 

participation, your attendance. I hope to see you on future webinars. We will be 

transitioning next week back to Schoolnet. We’ll be talking about data driven 

instruction, so that’s something to look forward to. Register for that at—for the, 

you know, webinar coming near you. And thank you very much, everybody. 

We’re going to now switch over to some of the Q&As, so bear with me here 

while I read through a couple of these and then we’ll go ahead and respond.  

  All right. Hey, Jennifer Buck [ph]. Hello, Jennifer. Long time, no chat. 

Jennifer writes to us: “In order to start piloting with teachers, I would still need to 

do the sync process for those teacher’s sections, and then if I had other staff, like 

say a curriculum coach, I would have to manually add those? Yes.” 

Answer: “Yes. If you want to pilot, you definitely want to have them—those 

sections synced, and then if you wanted to add other staff into there, like 

curriculum coaches, you can add them as instructors to those coach—those 

courses that you have just synced.”  

  Amy, you have an interesting question that I do not have an answer to. It 

is being discussed at the present time. Amy is interested in knowing about the 

current round of optional time and how long that lasts. It is the school year, and is 

there a deadline for actually opting in? That is something that the leadership at 
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NCDPI is currently discussing, and they have indicated they will be letting people 

know shortly what that deadline will be, so stay tuned for that. There will be a—

probably an announcement in the Home Base Bi-weekly Update newsletter and 

communicated at superintendent’s meetings, superintendent newsletter and 

communicated throughout the districts and charters.  

  All right, so it looks like I’ve hit the—most of the questions here. Let me 

see if there’s anything else coming.  

Arthur: Dan, the survey doesn’t mention OpenClass. Do you want them to choose 

Schoolnet?  

Urbanski: Oh, I get so used to changing that every single day for—to be Schoolnet. Yes, in 

the survey, if you can just go ahead and say this is a Schoolnet webinar. It is date 

and time stamp driven, so we’ll know, we’ll get the feedback based on this date 

that we really mean OpenClass. I apologize for that, everybody. All right, I don’t 

see any other questions. There’s a couple comments in here, but there’s no other 

questions. Amber, thank you once again for presenting.  

Godfrey: You’re very welcome.  

Urbanski: And I look forward to working with you again. And everybody on the line, thank 

you so much for your participation. Again, I will be—I’m actually hitting the stop 

recording button right now— 

[END RECORDING] 

 

 


