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How to Report Learner DL Proxy Hour
Data for Newsela
Follow these instructions for assignments that learners complete ONLINE.

If you print paper copies of assignments for learners, you should keep a separate
record (e.g., a spreadsheet or checklist) of the assignments completed by each
learner, the date completed, their quiz score, and whether or not they completed the
writing prompt. Checks for Understanding are not available for printed assignments.

1 Sign in to your Newsela teacher account.
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2 Instead of using the Reports tab, click "Assignments."

3 Set the start and end dates for your report, then "Update Filter."
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4 Click on an assignment title. If you have a "Lite" or other free/limited type of
account, the "Download Data" button probably won't work. You must click into
each assignment individually.

5 If you assigned the writing prompt, click "Score Now."
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6 If applicable, score each written response, add feedback, or return for revision.
Click "Submit."

7 Click "Exit review"
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8 Right-click or use your browser's menu to print or save this page. (A screenshot is
also acceptable.) The learners' names, Quiz Score, Write Score, and Checks for
Understanding columns must all be visible (if the writing prompts or checks for
understanding were assigned). It may help to switch the page orientation to
"Landscape" and/or adjust the scale so that all relevant columns are visible.

9 Print or save the page as a PDF file (or as an image file if you took screenshot). It
should look like the example on the next page. Include the date you saved the
page in the file name (or write it on the paper if you're printing it).

Repeat steps 4-9 for EACH assignment in the date range.

10 Enter distance learning proxy hours for each learner in SID following these
guidelines:

  • One (1) proxy hour per completed article/reading and comprehension quiz with a score of
70% or higher.

  • Two (2) proxy hours per completed article/reading and comprehension quiz with a score of
70% or higher AND Checks for Understanding OR ELA Write Prompt assigned. No minimum
score is required on the writing prompt or the Checks for Understanding, but you must verify that
the learner completed them.
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All relevant columns are visible.
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This learner would earn 2 distance learning proxy hours in SID for this assignment.


