Teacher STEM Wizard Guide
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Before beginning teacher registration, make sure that your school has been added to STEM
Wizard. If it has not, contact your regional fair administrator.

Step 1: Go to the STEM Wizard page for your
fair and select the Registration option. Teacher
will be one of the options in the drop-down
menu.

Step 2: The Teacher Registration is fairly basic,
including things like your name, email address,
etc. Make sure to select the correct school or
fair that you are from in the drop down list. If
your school is not listed, it has not been
registered with the fair; contact the regional fair
director.

Step 3: Once you have registered, the regional
fair director will need to approve your status as a
teacher prior to you accessing the account. Do
not have students register until you are
approved, so that they will be able to select you
as their teacher when they register. Your school
will also need a Campus or District Coordinator
registered as a teacher. That teacher should
have " - Campus Coordinator" added to their last
name in the "Last Name" field when they
register. All students should select that person
as their "Secondary Teacher". That teacher will
be able to see all students registered for that
campus/district.
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Judge
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Teacher

Teacher Registration

Mr.

First Name *

Last Name *

Primary Email Address *
Re-enter Email Address *
Password *

Confirm Password *
Phone *

Select the Fair or School You're From *

Once you are approved, you can log in to STEM Wizard using your email address and password.

Profile Update
If you want to make changes to your personal
information:

e Click on your name on the upper right.
e Click Profile.

e Click Edit.

e Submit.

WELCOME TEACHER ONE!

2 Profile

[+ Logout


https://garsef.stemwizard.com
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Overview
This guide will help you understand how to view complete/incomplete milestones for students,
receive/send messages, login as any of the students, and promote students to the regional fair.
Division
Teacher can use the drop-down arrow to filter by each division as desired by clicking on each
division.

M= Division

All Divisions

Middle School
H iEh 5|:|'|1:|-|J| \
Dashboard

Teachers can view each milestone to see how many students have registered and who completed
or have not completed the project. To view the status of each milestone:

e Hover the mouse over each milestone.
e You will then see the status of that milestone as shown in below screenshot.

Welcome to STEM Wizard, Teacher One

Announcements show Al +

SUBJECT MESSAGES DATE RECEIVED

ojett TSI mation Research Flan Apstract

Files 2nd Forms Judging Information

No announcements at this time.

Student Summary

Student Assigned by Category
» Animal Sciences (ANIM) - MS - 2

If you click on one milestone, you will see a list of all students along with their names, project
status, project name, etc. You can also filter by category, grade, status, and more.

PROJECT DIVISION CATEGORY GRADE TEACHER

PROJECT NUMBER & FIRST NAME 3 LAST NAME & LAST UPDATED & STATUS & ASSIGNED CATEGORY NAME

Student One Jun 16, 2021 Complete Animal Sciences TestProjec... Middle School Animal Sciences 6 Teacher

Student Two Jun 18, 2021 Completa Animal Sciences TESt2 Middle School Animal Sciences 6 Teacher

Showing 110 2 of 2 entries
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Messages
Teachers can receive messages from fair admin and from students that are assigned to them.

Teacher can also send messages to fair admin and students. To send messages:

e Go to Messages tab.

e Click on “New Messages.”

e Click on “Contact list.”

e Select your desire recipients and click “+ ADD” icon on the bottom right.
e Write the email and click "Send".

INBOX (0)

@ SHOW ALL SHOW ONLY UNREAD MARK AS READ MARK AS UNREAD WDELETE

Student Management
On this page, the teacher can click on student name to view the student milestone completion as

well as login to the student profile. To log into the student’s profile:

e Click on the Action drop-down bar.
e Click Login. (Your computer must be set up to allow pop ups)

ACTION FIRST NAME = LAST NAME = PROJECT = PROJECT# = ASSIGNED CATEGORY = CHILD FAIR(S)

Behavioral and
—Select Action— v Student One Project 2022 '
Social Sciences

Molly student Robotic2022 Animal Sciences 1 New Albany

Student Milestones

Click on milestone to see the project details for that milestone in the table below. You can see
milestone status and milestone field information submitted by project. Filter the list by status,
category, grade, etc. to see which projects have completed a milestone vs. those that have not. If
you hover over the milestone, you will see how many projects are completed vs. those that have

not been.

o0000

TEAcHER

Note: if you click on the student’s name, you will see the student profile and, as a teacher, you
will be able to upload or edit milestone on behalf of the student.
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Student Milestone - Files and Forms

To check students' progress on their files and forms, click on that milestone. You will see your
students listed with a color coded list of forms. You can click on any of the forms submitted to view
them. Until the regional SRC reviews projects, the status of all forms should be Submitted. After
SRC review, they should be Approved, unless they have been sent back for revisions (Rejected).
Please make sure to check all your students' paperwork to make sure they are completely filled
out and signed before the deadline.

Required File Submitted ORejec!ed °Applovec
SAFETY
AND
CONSENT PARTICIPATION
FORM FOR AGREEMENT
PROJECT ,  FIRST _, LAST _  LAST " ADDITIONAL  TXMS RESEARCH  (SENIOR
NUMBER ~  NAME ~  NAME =  UPDATED ~  STATUS #  FILES STUDENTS  PLAN DIVISION) ABSTRACT 1 1A 1B 1¢c 2 i 4 4n S5A 5B 6A 6B 7
Susan Selma Jun 28, 2023 Incomplete o ( /, o o °
HS-CHEM- Student One Jun 06,2023 Incomplete o ) o °
0006 % £
HS-CHEM- Student2  Test Jun12,2023  Incomplete o ) iy o ° o o °

0009

Promotion to Regional Fair
Prior to the deadline for promoting students to the next fair, ALL teachers will need to do the
following.

ACTION

Step 1: Deactivate students who will not be participating in the oo
regional fair. This is done on the Student Management tab. You can Check-in
sort "All Students" by "Active" to verify your list of students to promote. view

Delete

Login

Send Message
Assign Category
Manage Team

——Cala~t Artinn__

Note: For advancement from regional fair to state fair (where students only advance after winning
at that fair), the fair administrator will promote the students.
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Frequently Asked Questions

Teacher:

Q: Can the teacher be an administrator as well?

A: No. If we made teachers administrators, they would have access to student
information at other schools. To protect all students, only our staff have administrator
privileges. To view all students at a school, one teacher should sign up as as a
teacher with " - Campus Coordinator" at the end of their last name. All students for
that campus should select that teacher as their secondary teacher. If the teacher
also has their own students, they will need to register twice. One account will just
have their students, and the Campus Coordinator account will have all students.

: Can a teacher remove a student?

Teachers have the ability to Deactivate students. Teachers can filter students, so that

they only see Active students. Teachers will need to Deactivate students who are not
advancing to the regional fair prior to the deadline.
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Q: What should | do if a student changes to another class period or another
teacher?

A: Students can click on the Project Information milestone and change their class
period and/or teacher.

Q: Does the teacher approve milestones?

A: No. Teachers can review student milestones in STEM Wizard to make sure students
are on track, but only fair administrators can approve milestones. However, teachers
can deactivate students who are not completing milestones.

Student:
Q: Can projects be changed from individual to team after the account is created?

A: No. Students must select the project type, individual or team, when creating the
account. It can not be changed later.

: Can category or title be changed later?

Yes. Prior to advancing to the regional fair, a student can change the category or title
by clicking on the Project Information milestone.

: What happens if students don’t meet their milestones?

Students may be deactivated by their teacher or the fair administrator. If this
happens, they will not be allowed to compete in the regional science fair.

: Can students delete forms which they need to edit and resubmit?

Students can delete forms by clicking on the trash can icon next to the form. Then
they can upload their revised version.
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