ReadSpeaker ) A ymin Portal Guide

Updated July 2021

Accessing the ReadSpeaker
Admin Portal

This guide will help you understand the various parts of the Admin Portal as well
as some ways to analyze your data.

To access the ReadSpeaker Admin Portal:

e Go to the Admin Portal URL:
https://admin.readspeaker.com/portal/index.php/system/login

e Enter your username and password, which were sent to you from
ReadSpeaker support. If you cannot find your email with the username
and password for the Admin Portal, then contact support at:
support@readspeaker.com and ask for them to resend the information.

My Menu

On the left side of the page, you will see My menu, which contains the links you

see in the menu pictured below.

Account

Usage statistics
Implementation

Support

Log out
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Account

Under the account link, you will find several pieces of important information.
There are four tabs: General Info, Other Contacts, Authorized URLS, and Voices.

G = o s
. ) © Save
e —
stomer IC XXXXXX
Usage statistics Chetocer 10
Implementation DocReader ID XXXXXX
Support Customer name
Log out

Description

Man contact John Doe

E-mai john.doe@your domain.com

Customer country

Customer language

Customer web site

Sales person Your sales person's name@readspeaker.com

Partner

Account implemented

General Information

This area includes your customer ID, your main contact person and their email
address, and your salesperson. You will need to make a note of this
information. If you need to contact support via email or phone, you will want to
include your customer ID and CC your salesperson.

Other Contacts

Other contacts are other employees that are allowed access to your account.
For example, you may want to include your LMS administrator, LMS back-up

admin, Disability Services/Special Education lead, and IT liaison.
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Authorized URLs

These are the URLs that are associated with your account. If you have a test and
a production system, then both URLs need to be listed. If you purchased
ReadSpeaker for your main website and your LMS, you would also see the URL

for your main website.

Voices

The voice/s that you see listed are the voice/s that you purchased. If you have
multiple voices, the default listing is by voice name. However, you can sort the
information using the dropdown menu and select Gender, Language, or
Language code. You should have both male and female for each of your
voice languages. If you don't see both, please let the Educational Development
Manager or your Salesperson/Account Manager know, and we will get the other
gender added (Free.)

Usage Statistics

Usage statistics will help track how many hits per day/per month you are getting
on your site. The graph below is an example of what you may see. Notice there
are two tabs above the graph. The left-hand tab is the Overview tab which
shows the bar graph, and the right-hand tab is the Table View which allows you
to click on the month to see daily data or download the monthly/daily data to

your computer.

The bar graph should not be flat. You should have high points and low points
throughout the year. We generally call these peaks and valleys. Typically, the
beginning, middle, and end of the term have peaks, and there are valleys
between them. The ebbs and flows of the data are due to the nature of the

term. Many students try out the new tools at the start of the term.
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Leaners that it works best for will continue using it, but the visual learner may
stop for a while. Midterm generates new learning strategies for those who want
to improve their current grades. Toward the end of the term, you should also
see a peak due to students studying for exams.

Below is an example of an Overview that shows some of these characteristics.
If midterm exams or grades are not typically issued, you probably will not see a
peak at midterm.

ReadSpeaker <€)

Settings Statistics Orders Support  Search Account
2. Change the year in the drop-down
menu and click Select

Home  Statistics  Usage Statistics

—

A et v (2021] © el

Accoun v
tati 3. Select Overview for the bar graph and
Implementatiol 7000 l Table View for more information

6000

Support
Log out

5000/

1. Click on Usage
Statistics

4000,

The Table View tab has links to each month'’s usage, the count, and a link to the
downloadable CSV. You will also see the same trends in the months, but it is not
as visual as the graph for most people.
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2. Download the CSV file or
click on a month to see the
more details.
Select year: | 2021 v| @ Select
[ovevien JRENT
Account
" Usage Statistics Choose a month for more details

Month Count CSV
January 2021 6953 Download
February 2021 2763 Download
March 2021 2356 Download
April 2021 3120 Download

1. Click on Usage May 2021 3542 Download

Statistics June 2021 5682 Download

July 2021 1936 wnl
August 2021 0
September 2021 0
October 2021 0
November 2021 0
December 2021 0

If you click on a month, you will be able to see all clicks, or you specify specific
categories such as default (webReader Listen), docReader Listen, or the Help
page. Make your selection and then click on Select. The page will change and
show the data you selected broken down by individual days with the respective

count.

If you click on a date, you will see links to the specific file/s that were accessed.
From this information, you can better ascertain where ReadSpeaker is being
used and where more product promotion needs to be made. Contact the
Educational Development Manager for assistance in ways that may aid in
maximizing your usage. In a later section, how to analyze the data.
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Implementation

Under the Implementation link on the menu, you will find your implementation
information for each product you purchased and other resource documents
such as updates and FAQs. These resources vary depending on the product
purchased. Click on the resource name, and it will open. If you have both a
website and LMS integration, be sure to use the file that has webReader for
{LMS} for your LMS installation. The website and LMS integrations are different.

If you need more information than what is listed under Implementations, then
contact support (support@readspeaker.com). Please CC your salesperson and

provide your customer ID in your email.

Below is an example menu of what you might find in the Implementation menu.

2 Show Legend
_ Available Documents This area will list your LMS
DocReader
Account - : x 2
@ Implementation Instructions Contains the steps to follow to implement ReadSpeaker docReader
Usage Statistics e FAQ 7 Frequently asked questions about ReadSpeaker docReader
webReader for BrightSpace
Support
L t @ BrightSpace Implementation Instructions Instructions for an implementation inside BrightSpace
ou!
i @ Brightspace Update Instructions Update Instructions for the newest version of webReader
@ BrightSpace/D2L FAQ Common questions and issues for D2L
/~ ReadSpeaker LMS Support Page General information about your ReadSpeaker implementation
J~ Getting Started Ways to Introduce ReadSpeaker

Support

If you encounter a challenge, have a general question about a product, adapting
the reading experience, or encounter another type of challenge, use the form on
the Support link. Your customer ID is already filled in for you.
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Select your product, request type, and describe the problem. To help avoid

misunderstandings, please be sure to include items such as:

e Which LMS are you using?

e Ifthereis a problem, when did it start?

e Istherequest related to a specific browser? Include the browser name

and version number. (Generally, the version number is under the help or

about link on the browser.)

e Areyou getting an error message? If so, what does it say?

e Isthere any other relevant information? If so, please include it.

Account
Usage Statistics
Implementation

Log out F

Implementation support

If you encounter any problems during the implementation or have a general question about our product or the possibility to
adapt the reading experience, please use the form below to go in contact with our customer support. If you prefer to call, you
can find our support numbers on https://www.r .com/support/.

Our typical response time is one business day. If your question or problem is urgent, please call instead.

For the fastest response and to avoid misunderstandings, please enter as many details as possible. Helpful information can
include:

« Content Management System (CMS) or Learning Management System (LMS)
o CMS Examples: Wordpress, Squarespace, Joomla, Drupal
o LMS Examples: Blackboard, Brightspace (D2L), Canvas

1. Click on Support

« If a problem, when did it start?
« Is your request related to a specific browser or browser ve
* Are you getting an error message, and what does it say?

Email

« Any other information that you feel is relevant? 2. select your product: webReader for your LMS,

docReader for your LMS, TextAid, or no particular product
Customer ID
Your customer ID will already be filled in.

Product * i

Please select 3. Select the type of help:
Implementation help, problem,

Request Type * J

Please select question, or other

Problem Description/Message *

4. Describe your challenge. Use
the questions at the top to help

5. Please provide a link to the

URL to page where the problem can be reproduced * page where the challenge occurs

) /
Support get a better idea of the
challenge J
A

Credentials for password protected sites

6. Please provide Student login
credentials so that can see the
challenge and identify any back-end
logs to help resolve the challenge

Email address *
Your email address will already be filled in.

The email for support is support@reaspeaker.com.
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Telephone

If you prefer to call, the telephone numbers are listed below. Please leave a voice

mail if you are reaching out to support outside of their regular hours.

e Sweden: +46 18 60 44 41
e North America: +1 (877) 225-1306 (This is a toll-free number.)
e Japan: +81 3 6368 5254

How To Interpret Your Data

In the Usage Statistic section, you found out how to look at your data online.
There is more that can be done with your data.

e Begin by clicking on Usage Statistics. Next, click on the Table View tab
and select your year at the top. Click on Select.

3. Select your year and click Select

Select year: [ 2021 v| @ Select

o Mant
_ | Fable View 4 2. Click on Table View tab

Account
Choose a month for more details
Implementation Month Count CSV
Support January 2021 6953 Download
February 2021 2763 Download
Log out March 2021 2356 Download
April 2021 3120 Download
1. Click on Usage Statistics May 2021 3542 Download
June 2021 5682 Download
July 2021 1936 Download
August 2021 0
September 2021 0
October 2021 0
November 2021 0
December 2021 0
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e To the right of the month, click on Download.
o Name the file with a descriptive title such as January 2021 RS Data. The
downloaded file is in CSV format.

The following two areas address how to examine the data in Excel and Google
Sheets. The following area explains the various items that you can extract from
a closer look at your data.

Excel

Open a blank worksheet in Excel.

e C(lick on Data, then on Get Data, and then from the dropdown menu,

select From Text.

1. Click on “Data”

Home - Formulas Data Review View Acrobat Q Tellme
= [3] connections ool sl A Clear
_._A@_ﬁ g Pé . i Proparties > Zl Reapply
[é From HTML b 3. Click on “From Text" Z| sort Filter S Aebsanced
[% From Text
- [ sQL server ODBC -
D E F G H 1

@: From Database
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e Find your file and click on Get Data.

oo~ E3: [ Desktop — iCloud 3 Q

Favorites iCloud storage is full. de... | | Learn More...
& Recents :
1. Click on your Data file

A Applications

#) Google Drive
o Downloads

I wR_dR_TA 202...
[ creative Cloud...
51 oneDrive

B Demo Stats.csv
[ Documents...r Quick Use -

iCloud
5] Desktop

5 pocuments Demo Stat )
CSV Documer 2. Click on “Get Data”
1Y iCloud Drive it

Information

Tags
® Red sanaied

ay, 6:30 AM

Cancel Get Data

e Inthe wizard that appears, click on Delimited, then Next.

Text Import Wizard - Step 10f 3

The Text Wizard has dete ed.

best describes your data.

1. Click on “Delimited”
If this is correct, chog

© Delimited - Characters such as commas or tabs separate each field.
Fixed width - Fields are aligned in columns with spaces between each field.

Start import at row: B % File origin: Macintosh B

Preview of selected data:
Preview of file lUun/glnger/Desktop/Demo Stats.csv.

"customer_id”, "language_code” , "voice_code", “access_date" ,"access_count"  "page”,
2 ]'8888" , "en_ us' ,"Sophie”, "defmlt" "2021- 06-02" ”1" "hups //reodspeaker salesdm brightspace. ccn/cmtem
3]'8888" , “en_us", "Ashley”, “docreader listen", 20218 o

[4]'8888" , "en_uk", "Alice", "docreader listen", "2921
S | ms*.'aLm',"Alice",'docreoder listen","ZOZl-
[6]'8888" , "en_us", "Ashley”, "default”,"2021-06-04","
7 ]'8888" , "en_us", "Ashley”, "default"”,"2021-06-08" "
[8]'8888"  “en_uk", "Alice", mrdloohp" 2021 -06- 09" “1","[en] products
91'8888" ,"en_us" "Ashley" “docreader listen", "2021-06-03°,"2" "httpmm 3

emo.brightspace. d

jadspeaker-salesdemo. brightsy

Cancel m Finish
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e Select Tab and Comma.

Text Import Wizard - Step 2 of 3

This screen | 1. Select “Tab” and “Comma” ]iﬂs-

Delimiters

Tab
Semicolon

Comma
Space
Other:

Treat consecutive delimiters as one
Text qualifier: " B

Preview of selected data:

fustomer_id [ kype

p8ss Hefault ker-salesden
B3ss Hocreader listen readspeaker-sd
pass Hocreader listen : ) " Freadspeaker-sd
B8ss Hocreader listen 2. Click on “Next’ Freadspeaker-sd
pass Hefault peaker-sal esden
p8ss Hefault o ://reodspeakef
pass pordlookup

p8ss Pocreader listen Freadspeaker-sq

Cancel <Back | (L  Finish

e C(lick Finish and then OK.

Text Import Wizard - Step 3 of 3

This screen lets you select each column and set the Data Format.

Column data format

© General
Text
Date: MDY B
Do not import column (Skip)

Advanced...

Preview of selected data:

Hocreader listen
Hocreader listen
Hocreader listen
Hefault

Hefault
wordlookup
Hocreader listen

Cancel
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e Inthe pop-up box, if you want your data to begin in the top-left cell of the
spreadsheet, make sure it has =$A$1. In these instructions, we will be

using our start point for the data from this cell.

1. Make sure you have =$A$1 if you
want to start in the top left cell

Import Data g—

Where do you want to put the data?
© Existing sheet: | =$A$1 )
2. Click "OK”

New sheet

Properties... Cancel m

Notes on Excel Sorting:

e Before sorting, be sure you select the entire worksheet. Click on the
triangle in the upper left above “1” and the left of “A.”

Home Insert Draw  Page Layout Formulas Data  Review kview Acrobat Q)
[5] connections 3 A ? Clear
v v
@E Dj Properties @ @ 2 Zl Reapply
Get Refresh Stocks Currencies Zl Sort  Filter
Data All Edit Links A ﬁ Advanced

Al = fx customer_id
A_ A | B [e D | & | £ |

1 id |language_code voice_code type ‘access_date access_count page

2 . 6/15/21 2 /conten 6630-W¢

3 61521 2 /content/enforced/6630-Worl
4 Click on the triangle to select . 6/28/21 1 content/enforced/6623-RS00!
5 . 6/25/21 1 content/enforced/6623-RS00:
= the entire worksheet l  em 1 content/enforced/6623-RS00
7] e rereer—rd T 1 content/enforced/6623-RS00
8 | 8888 en_us (Ashley  default . 6/18/21 1 content/enforced/6623-RS001
9 | 8888 en_au Jack default . 6/18/21 2 content/enforced/6623-RS00:
10 8888 en_au Jack default . 6/25/21 1 content/enforced/6623-RS001
11 8888 en_us James default 6/18/21 1 /enforced/6623-RS00:
12 8888 en_us James  default . 6/25/21 2 content/enforced/6623-RS00:
13 8888 en_us James  default  6/25/21 2 content/enforced/6623-RS00:
14] 8888 en_us. Mark  default . 6/18/21 1 content/enforced/6623-RS001
15| 8888 en_us ‘Sophie  default . 6/18/21 3 content/enforced/6623-RS00;
16| 8888 en_us ‘Sophie  default . 6/18/21 5 content/enforced/6623-RS00
17| 8388 en_us Sophie  default . 6/25/21 2 content/enforced/6623-RS00
18| 8888 en_us ‘Sophie  default . 6/25/21 1 content/enforced/6623-RS00:
19 8888 en_au Jack _default 6/15/21 1 content/enforced/6623-RS00:
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e Click on Data and then on Sort. Be sure to check My list has headers.

— °‘

000 Atsae® A O -TeN"EMDE-= L Book4
Home Insert Draw  Page Layout Formulas Data  Review Vie Acrobat () Tell me
ﬁ o [rb‘ Y Egol Connections @ @ ‘z\l - ? Clear EE . £ nata Vall
~ lash Fil 7o) al alig
@ ~/ Properties @ ¥, & Reapply (9 -
Get Refresh z Sort  Filter Text to i 21 ida
Data All Edit Links Slocks cunences Al ﬁ Advanced Columns E‘( RemovelDuplicates * o= Consollcs
A2 g fx 8888
3. Check “My list has headers.”
A B C D E F
1 customer id language code voice code access_date access_count e vy A 4
2 r : : . ” g
8888 en_us ® Sort [;gnml
3 8888 en_us ml
4 8888 en_us " i
5 8888 en_us | Add levels to sort by: My list has headers &
6 ssssg_g_‘ Column Sort On Order Color/icon |
7 8888 en_us 14uGt0aO!
8 P AT Sort by C Values C AtoZ < |
9 I | F
10 | 4
1 %
12
13
14
15 I
16
17
18
19 - C
20 Options... Cancel m L
21 |
2 1 6/15/217 " 1icontent/enfo e RS001/0
23 6/15/21. . 4/6623-R5001/c
24 6/18/21 2 t/s d/6623-RS001/C 20Faculty%20Resources.htmi?d2ISessionVall

e Then in the Column area of the wizard, select the column title you want to
sort by and click OK.

AutoSave @ orf

ABS 0OSEEmD E s Book4

Home Insert Draw Page Layout Formulas Data Review View Acrobat ) Tell me

coee®

Eﬂ Connections Clear = >
Ev AV Eé‘l G Flash Fil =3
=7 [z] properties > Reapply >
Get Refresh Stocks [~ Filter Text to i [
Data Al Edit Links i i & Advanced |/ Consen E} Remove Duplicates =
A2 v fx 8888

A 8 c 0 l

1 customer id language code voice code typ

&4 My list has headers

Color/icon

2. Click the “+" to

customer_id Values

add a secondary I US0RCOS
voice_code
level to the search type

access_date
access_count
page
(Column H)
(Column 1)

3. Click OK

Options...
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e Click on Column G (page). Use the Replace tool, which is found under
Home in the ribbon, to strip off part of the URL to make the Page column
easier to read. Some parts of the URL that you may want to remove are
“https://your LMS name/" and “selection:”. Place the part of the URL
you want to remove in the Find what field, leave the Replace with field
empty, and then click Replace All.

2. Click on the Find & Select drop-
down menu
3. Click on Select

1. Click on Home

AutoSave @ o & H €

Home Insert Draw  Page Lay & Share  [J Commen

Conditional Formatting v E—E Insert v Z v A

Q[j Gih Calibri (Body) 4
L‘Q v B “ormat as Table v &% Delete v v
Paste « B I Q v jma ity Sell Styles v @ Format v 0 v SF?{:@?
61 - Fi| page Replace...
© = GoTo.. [
A B C G H z Ki
1 |customer_id language_code voice_code ty. Go To Special...
2 8888 en_us Ashley de “ting Started/webReader.htm|
3 8888 en_us Ashley  de.. iy Study at TAFE QLD.htm! Formulas
4 8888 en_us James defz nl
S 8888 en_us Sophie def al potes
6 8888 en_us Sophie  defe nl Conditional Formatting
7 8888 en_us James defz “.htmi?d2ISessionVal=9b4uGt0aOMot3nMEzGOfxaviiL&ou=6623&d2I, Constants
8 8888 en_us Ashley def y Resources.html
9 8888 en_au Jack de 'y Resources.html| Data Validation
10 8888 en_au Jack det  Resources.htm|
11 8888 en_us James de 'ty Resources.html b Select Objects
12 8888 en_us James de y Resources.htm| 0 .
13 8888 en_us James def. ty Resources.htm! [k Selection Pane...

At this point, your data is in the Excel Sheet. Skip down to the section “What
Does My Data Tell Me?”

Page | 14



ReadSpeaker ) A ymin Portal Guide

Google Sheets

e Open a blank sheet in Google Sheets
e C(lick on File and then Import

@ ® Untitled spreadsheet - Google X -+

(¢; & https://docs.google.com/spreadsheets/d/1v42ajn

1. Click on File S Bookmarks o) TextAid @ TextAid Web Reader

Untitled spreadsheet ¥
File Edit View Insert Format Data Tools Add-ons

> Share % .0_ .00 123~  Default (Ari..
Al
New » = =
L Open %0
2 .
3 Import 4 2. Click on Import
i Make a copy
5
6
Email >

e C(lick on the Upload tab and then drag your file into the upload area.

Import file x

My Drive Shared with me Recent Upload

Data File goes here
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e Click Import data.

Import file X

File

Demo File Data.csv

Import location Separator type

Replace spreadsheet ~ Detect automatically ~ Click Import data

Convert text to numbers, dates, and formulas

Import data Cancel

Notes on Google Sheet Sorting:

e Freeze the top row before sorting.

itled spreadsheet - Google X +

://docs.google.com/sprea GY5i0illzCVzCNCXm4JtJ

@) TextAid @ TextAid Wi 2. Click on Freeze
eadsheet w B ©®
File Edit View Insert Format Dat Add-ons Help 3. Click on 1 row
“~ ~ & P Freeze Noitows
Al -
- 1 row
A Vv Gridlines E G

1 M Protected ranges . cess_count page
2 888¢ Up to current row (1) 1 https://readspeake
3 0, 0, 0

888¢ & Forulabar 1 https%3A%2F %2
4 888¢ 1 https%3A%2F %2

5 No columns
5 888¢ Show formulas Ctrl+ 1 https%3A%2F %2
6 888t 1 column 1 https://readspeake
7 888t " ; : 1 selection:https://re:
Hidden sheets >

8 888¢ S 1 [en] products
9 888¢ Zoom 2 Up to current column (A) 2 https%3A%2F%2
10 88 e " O— 1 [fr] camarades
" 888¢ Full screen fefault 2021-06-09 3 https://readspeake
12 888¢ _ Jefault 2021-06-09 1 selection:https://d
13 8888 en_us Mark default 2021-06-09 1 selection:https://re:
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e Click on the column you want to sort. Then click on Data and select Sort
sheet by Column {Letter}, either A->Z or Z to A.
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x +

Insert Format Data Tools Add-ons H

® ® Untitled spreadsheet - Googls
2 c & 2. Click on Data

% Apps B3 Book

Untitled spreadsheet
File Edit View
“~ o~ P 100% $ % .0
GG - page
A B

1 customer_id language_code voice_c
2 8888 en_us Sophie
3 8888 en_us Ashley
4 8888 en_uk Alice

5 8888 en_uk Alice

6 8888 en_us Ashley
7 8888 en_us Ashley
8 8888 en_uk Alice

9 8888 en_us Ashley
10 8888 en_uk Alice
n 8888 en_us Ashley
12 8888 fr_ca Chloe

preadsheets/d/1v42aj

tAid Web Reader

3. Click on the Sort
Sheet by Column

Last edit was seconds ago

Sort sheet by column G, A — Z

Sort sheet by column G, Z — A

Sort range by column G, A — Z

Sort range by column G, Z — A

Sort range
Create a filter
Filter views >

= Slicer

Data validation

IS

] €Y | ih N | o | idi] b || ot || p

A &

https://readspeal
https%3A%2F %
https%3A%2F %
https%3A%2F %
https://readspeal
selection:https://
[en] products
https%3A%2F %
[fr] camarades
https://readspea
selection:https:/

1. Click on the
column you
want to sort.

ker-salesdemo.bri
2Freadspeaker-se
2Freadspeaker-se
2Freadspeaker-s:
ker-salesdemo.bri
readspeaker-sale:

?Freadspeaker-sz

ker-salesdemo.bri
docreader.readsp
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e Click on Column G (page). Use the Find and Replace tool, which is found
under Edit, to strip off part of the URL to make the Page column easier to
read. Some parts of the URL that you may want to remove are
“https://your LMS name/"” and “selection:”. Place the part of the URL
you want to remove in the Find field, leave the Replace with field empty,
and then click Done.

Find and replace

1. Fill in the information you
want to remove

Find
Replace with < 2. Leave blank
Search Specificrange ¥ 'Demo File Data [

l:] Match case

D Match entire cell contents

D Search using regular expres|

3. Click Done

D Also search within formulas \

Proceed to the section “What Does My Data Tell Me?”
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What Does My Data Tell Me?

Depending on what you are trying to learn from your data, there are several
things you can do at this point. ReadSpeaker does not collect student names, so
you cannot see who did what or how many unique learners clicked on a
particular item. Not every tool is tracked. What you can tell is which:

e voices were used

e tools were used in which voice

e languages were used

e tools were used in which language
e tools were used

e sites were the most visited

e sites were accessed

e languages were used in translation

e words were looked up in the dictionary

Voices Used

Sort the spreadsheet by voice code (Column C). As you scroll down the column,
you will see which voices were used. For instance, if you see Sofie, that is an
American English female voice. Look in the language code column (Column B) to
see which language was being used.

Tools Used with Each Voice

There are several ways to do this. The easiest way most likely will be to sort your
data by the voice code (Column B) and then a secondary sort using type
(Column D). You can then scroll through the languages and tools to see which

were used with which language.
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If you don't like to scroll a great deal, scroll down to where a new language
begins. Copy the remainder of the table to a new worksheet page. You can

easily see the information by language and tool in a shorter list.

Languages Used

Sort the spreadsheet by voice code (Column B). As you scroll down the column,
you will see which languages were used. For instance, if you see “en_us,” an

American English language, or “fr_ca,” the French-Canadian language.

Tools Used with Each Language

There are several ways to do this. The easiest way most likely will be to sort your
data by the language code (Column B) and then a secondary sort of type
(Column D). You can then scroll through the languages and tools to see which

were used with which language.
If you don't like to scroll a great deal, scroll down to where a new language

begins. Copy the remainder of the table to a new worksheet page. You can
easily see the information by language and tool in a shorter list.
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Which Tools Were Used

Sort the entire worksheet by type by Column D, if you started your worksheet, in

the A1 cell. This look will show you know which tools are being used.
Below are types that you may see.

e Defaultis the Listen tool for webReader.

e docReader Listen is the “listen” tool for docReader (not available in all
LMSs.)

e Download file is the download to mp3 function.

e Helpis accessing the help tool.

e Translate is translating a word or phrase into another language. You will
see the language code used in the translation.

e Wordlookup is the dictionary tool. You will see which word was looked

up.

Most Popular Sites

Sort your file by Access Count (Column F) to see which tool/page was accessed
the most. This look will show only a daily count on the page. For a better count,

look at which sites were accessed.

Sites Accessed

Sort file by Page. Use the Replace command (Home -> Find & Select -> Replace)
to replace your URL with an empty replace value. Now do the Sort by Page.
You will be able to see which pages were accessed the most. The pages could be

assignments, content, quizzes, etc.

If the same URL is accessed on multiple days, they will be adjacent to each other
on the spreadsheet. Add up the access count column to see how many times

that page was accessed.
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From this data, you can begin to see which tools are being used and are not
used. Not all tools are tracked. The tools listed above are the ones that are

tracked. If you see that a trackable tool is not being used, you may want to

increase awareness about the tool.

Languages Used in Translation

Sort the spreadsheet by type (Column D) and select descending. Scroll down to
where you see translate. You will see the language translated to in the page
column. For a quick language code reference, you can Google language codes.

This page (https://www.science.co.il/language/Codes.php) is a good site.

Words Looked Up in the Dictionary

Sort the spreadsheet by type (Column D) and select descending. The top entries
will be the words looked up and which language. The language code with be
shown in brackets, and the word will be to the right of the language code.

If you have other questions about your data, please do not hesitate to reach out

to the Educational Development Manager.
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