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Teacher Express Walk-Thru Guide 

1) There are two CD’s associated with Teacher Express.  An Installation Disk and a 
Resource Disk.  Sometimes the Installation Disk is neatly tucked under the paper on the 
left hand side of the CD case.  Place the Installation disk into your CD-ROM drive.  Go to 
My Computer and double click on Teacher Express.  Click on “Yes”, “Next” or “Continue” 
each time you are prompted.  Enter your name and address.   Follow the prompts to set up 
a class. 

 
2) After installing the installation disk you can take that disk out and put in the resource 

disk.  Be sure that Resource Disk, or Disk 2 of Teacher Express is in your CD drive.  
 

3) Launch Teacher Express by Clicking on the icon on your Desktop.  Once you have clicked 
on the Icon you should see the picture below. 

 

   
 

4) Click on Lesson Planner (see red box below) 
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5) When you click on Lesson Planner you will see this screen below 
 

 
 
 
 

6) You have three different ways you can view your lesson plans – Daily, Weekly or Monthly. 
 
 

  

Daily Weekly Monthly 
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7) Create a lesson plan by double clicking on a date from the monthly view.  This will take 

you to the daily view (see picture below on the left).  Then double click anywhere on the 
daily view and you will see a confirmation of what you are trying to create (see picture 
below on the right).  Click on Next (see red box below) 

 

   
 
 
 
Double click on the chapter you want (see picture below on the left) and then double click on 
the lesson you want (see picture below on the right) 
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You will see your lesson plan created.  Included are your lesson objectives, vocabulary, 
technology options available, materials as well as pacing.  Also included are your National 
Standards and your State Standards if they apply to the lesson (see red box below). 
 

 
 
Scroll down to on your lesson plan to see everything that is included in the lesson plan.  On the 
right hand side of the lesson plan you will see the Targeted Resources that go with the lesson 
plan (see red box below).  These are hyperlinks to the resources so when you click on them you 
can view each of the resources (be sure you have your Resource CD in your CD-ROM drive). 
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When you click on one of the blue hyperlinks you will see the specific resource for the lesson 
you have created (see picture below) 
 

 
 
To edit or customize this lesson plan, double click anywhere on the lesson plan other than the 
blue hyperlinks (see picture below). 
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Select the portion of the lesson you plan you wish to change by clicking on it one time.  Notice 
how that part turns to blue.  Then click on Edit in the middle of this box (see picture on the left 
below).  Type in the changes you would like to make in any of the boxes and click on OK when you 
are finished (see picture on left below).  You will be prompted to hit OK again on the previous 
screen.  After you do, you will be able to see the changes you just created. 
 

  
 
 

 
 
To add a resource from a previous publisher you really like, or a worksheet you have created 
from scratch double click anywhere on the lesson plan other than the blue hyperlinks.  Click on 
“New” in the middle (see picture on the left) and then type in all the information about the 
resource you want to add (see picture on the right).  After finished click on OK in both boxes 
and that resource will appear at the bottom of the screen. 
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To move the resource to where you want it in the lesson plan hold your left mouse button down 
and drag and drop it anywhere you would like (see pictures below). 
 

   
 
Then click on “OK” and that resource has been added to your lesson plan 
 

 
 
If your resource you just added to your lesson plan is on your hard drive and would like to 
hyperlink the resource to your lesson plan, click on the Teaching Resources Tab (see red box 
below) 
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Next go to the mail toolbar at the top of the page and click on “Resource.”  Then click on “New 
Resource.”  Select the type of resource you have from the drop down menu in the top line.  Then 
fill out all of the information you want about that resource.  Then click on “Choose” to locate 
the resource on your hard drive (see red box below).  After you have located the resource click 
on “OK” and that resource will appear in the My Resource column (see picture below). 
 

   
 
Go back to your Lesson Plan by clicking on the gold Lesson Plan tab on the right hand side of 
your screen (see below). 
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Go back to your Lesson Plan by clicking on the gold Lesson Plan tab on the right hand side of 
your screen (see above).  Double click anywhere on the lesson plan and go to the Resource you 
added (Worksheet in this example).  Click on “Edit” 
 

 
 
Click on “Add” (see screen below) 
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Click on “My Resources” and find what you added.  Click on “Add” 
 

 
 
Click on “OK” twice and you will see the hyperlink attached to your resource.  Click on the 
hyperlink and that Worksheet will appear. 
 

 
 

8) At the end of the day and you have completed teaching your lesson, be sure you place a 
checkmark in the “Completed” box (see red box below) 
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Then go to the main toolbar and click on “Planner” and scroll down and click on “State Standards 
Report.”  You will see all of your State Standards appear and checkmarks will be placed next to 
the standards that you have covered. 
 

 
 
To find a lesson plan that covers a specific State Standard go to a blank lesson plan from the 
daily view and double click anywhere on the lesson plan.  Click on “Next” and then click on “Find” 
(see picture on the left).  Type in the State Standard you want to locate and click on State 
Standards from the drop down box and then click on “Find” again (see picture on the right). 
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You will see which lesson(s) cover that specific standard. 
 

 
 

 
9) To work with your Calendar and add all of your holidays click once on the red “Calendar” 

tab on the right hand side of your screen (see picture below) 
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To add your holidays as well as other important dates from your school calendar, go to the main 
toolbar at the top of the page and click on “Calendar” and “New Event” (see screen on the left 
below).  Fill out all of the information about this holiday.  If the holiday allows you to be away 
from school for several days like Thanksgiving then put in the appropriate days for the starting 
and ending daytes.  If the event takes all day then be sure to check the bubble.  If the event is 
a holiday and there is no school be sure to put a check mark in that box.  This is critical because 
if you don’t check this you can create a lesson plan on that day.  By checking this box no lesson 
plans can be created on this day. 
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You can also put in personal events on this calendar as well.  For example, Doctor or Dentist 
appointments can be added easily.  These typically do not take the entire day so be sure to 
place the appropriate times.  You can also click on the “Event is Personal,” if you like.  Finally, if 
this is an event that happens every year on the same day (Christmas or Valentine’s Day for 
example) you can place a checkmark in the “Event Repeats Yearly” and it will be added to your 
calendar every year. 
 
To adjust your schedule click on your Lesson Plans tab.  Choose the day that needs to be moved 
by clicking on that day one time.  Then go to the main toolbar and click on “Planner” and go down 
to “Adjust Schedule” 
 

  
 
By default it will always move you ahead by one day.  If you want to move this lesson plan as well 
as all other lesson plans that follow, be sure to place a check mark in the box next to “Move all 
subsequent lesson plans” and then click on “OK.”  Lesson plans will shift one day forward. 
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When you finish your year’s lesson plans you can use the Adjust Schedule feature to set next 
year’s lesson plans in a click of a button.  Go back to your first lesson plan.  Go to the main 
toolbar and click on “Planner” and “Adjust Schedule.”  Add the first day of school for the 
upcoming year and place a checkmark in “Move all subsequent lesson plans” and then click on 
“OK.”  Lesson plans will shift for the entire school year. 
 
Finally, you can plan your lessons for the entire school year by using the Paced Lesson Plans 
feature.  From the monthly view, click once on the first day of school.  Go to the main toolbar 
and go to “Planner” and then “New Paced Lesson Plans.”  Select whether your district uses six or 
nine-week segments and choose the first day of school (see pictures below) 
 

   
 
Choose the ability level of your class and click on “Next” 
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Click on “Finish” and your lesson plans for the entire year will be populated. 
 

 


