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Faculty	can	add	a	new	or	edit	an	existing	“Reading	Task”	to	any	project	in	their	“My	
Projects.”		
	
1.	Select	the	“Classroom:”	tab	and	then	select	the	“Projects”	tab.	
	

	
	
	
2.	Choose	the	project	you	wish	to	add	a	“Reading	Task”	to	and	select	“Edit.”	
	

	
	
3.		Select	the	“Reading	Task”	“+”	icon.		
	

	
	
Note:		Projects	can	have	one	“Reading	Task”	(a	book	list	of	assigned	texts	with	added	reading	options),	
but	teachers	can	add	multiple	other	tasks	types	to	a	Project.	Refer	to	the	Faculty	Quick	Reference	Guides	
“Adding	a	Writing	Task,”	“Adding	an	All	Purpose	Task,”	“Adding	a	Graphic	Organizer	Task,”	and	“Adding	
a	Lexile®	Exam	Task”	for	more	information	on	how	to	add	other	task	types	to	a	Project.		
	
	
	
	
	
	
	
	
	



	

	

	Adding	a	Reading	Task	to	a	Project	
Faculty	Quick	Reference	Guide	

V	3.7	Updated	February	2017	

4.		Enter	a	“Title”	(required)	and	a	“Task	Objective”	(optional).	
	

	
	
5.	Choose	“Reader	Settings”	(optional)	and	select	“Manage	Books”	to	add	books.	
Note:		Books	in	the	Project	are	affected	by	“Reader	Settings.”		Ex:		Selecting	“Disable	Quizzes”	will	turn	
off	end	of	book	quizzes	for	all	books	in	the	“Project	Book	List.”	
	
6.		Enter	search	term(s),	choose	filters	(optional)	and	select	“Find	Books.”	
	

	
Note:		Just	like	the	library	search	option,	faculty	can	use	multiple	filters	when	searching	for	books	to	add	
to	a	Project.	The	more	filters	in	place,	the	narrower	search	results	will	be.		
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7.		View	“Results”	and	choose	titles.			
	

	
Tip:		Faculty	can	select	individual	titles	to	view		
before	adding	them	to	a	Project.	
	
Note:	There	is	no	“Save”	tab.		Click	outside	of	
the	gray	box	to	save	selected	titles	to	the		
Project.	
	
	
	
	
	
8.		View	selected	titles	added	to	the	“Project’s	Book	List”	and	choose	the	minimum	
numbers	of	titles	students	need	to	read	for	the	task	to	be	considered	complete.		
	

	
Note:		Faculty	can	keep	adding	additional	titles	by	selecting	“Manage	books.”	
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9.	Select	the	“X”	to	return	to	the	“Editing	Project”	page	and	select	“Save.”	
	

	
	
	
	
Note:		Faculty	can	add	additional	tasks	and/or	assign	the	Project	to	students.	Refer	to	the	Faculty	Quick	
Reference	Guides	“Adding	a	Writing	Task,”	“Adding	an	All	Purpose	Task,”	“Adding	a	Graphic	Organizer	
Task,”	“Adding	a	Lexile®	Exam	Task,”	and	“Assigning	a	Project”	for	more	information.	
	


