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Lesson Planner

Introduction

Set Up

Lesson Planner from Pearson provides an online tool that makes 
planning lessons easier and allows teachers to adjust lesson plans. 

This guide explains step by step how to do the following using the 
Lesson Planner: 

• set up a calendar
• schedule lesson plans
• change dates of scheduled lesson plans 
• edit lesson plans
• build and assign custom lessons
• save and print lesson plans
• run a Lesson Plan Report

This training applies to any Pearson program using Lesson Planner 
whether it is elementary or secondary. Since all Lesson Planner 
features work the same way, apply it to an appropriate grade level.

At the top of the teacher home page, under the Planning tab, click 
Lesson Planner.

If the Lesson Planner has not been used with this account before, 
there may be a prompt to set up a calendar. 
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Schedule  
Lesson Plans

It is important that the calendar is set up before lessons are planned. 
Teachers will want to block off vacation time, in-service days, breaks, 
and other days that classes will not meet. This way, when they begin 
planning their lessons, the program automatically skips any day that 
has been blocked off. 

If the prompt does not show up, find this screen by clicking Set Up at 
the top, right-hand side of the calendar.

There are three steps to Set Up. In the first step, add classes. Click the 
plus sign under Periods to add to classes. Give each class a name, and 
check off the days of the week it meets. 

A class can be assigned a particular color. That color will appear in the 
calendar once teachers begin setting up their lessons. Click Set once 
this process is finished.

Next, block out the days that classes will not meet. Click the plus sign 
and enter a name for the blocked out days. Use the calendar icons or 
enter the dates to be blocked out. To finish this process, click Set.  

The third and final step is to choose the view. Under Favorite view, 
choose to view the planner by the day, week, or month. Now click the 
X at the top right to close this window; all the information entered will 
be saved. 

To block out more days or add periods, click Set Up. It is important to 
enter all block out days before scheduling lesson plans.

Before teachers start planning their lessons, they should know that 
they have two options or strategies for how to plan lessons:

• schedule lesson plans automatically
• schedule lesson plans one at a time
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Auto  
Scheduling

Before using Auto Scheduling, look at the lesson plans that will be 
scheduled and eliminate any lesson plans that should not be added. 
To do this, click on the picture of the hammer and screwdriver beside 
Lesson Plans on the upper left. 

To hide any lessons that should not be scheduled, click the light bulb 
next to each lesson that should be hidden. To finish, scroll to the 
bottom and click Save.

To access Auto Scheduling, click Auto Scheduling at the top right of 
the calendar.

From the drop-down menu, choose the subject. Then, choose a Period. 
These periods are the class names entered during Set Up.

Next, choose the date to start scheduling lesson plans. Click Save and 
then OK.

After the process is finished, lessons are now scheduled for the entire 
year.
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Drag and Drop 
to the  
Calendar

Add to Planner

There are two methods to schedule lesson plans one at a time. One 
method is to drag each lesson plan from the list onto the calendar. 
Then, choose the class and the dates, and then click Save.

Another way to schedule lesson plans one at a time is to use the 
Add to Planner feature. This works by viewing lessons from the Table 
of Contents. To do this, click the Content tab and select Table of 
Contents. For elementary programs, choose Add to Planner after 
selecting a lesson. 

For secondary programs, click the lesson and select Add to Planner 
from the pop-up menu. 
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If plans change, such as a snow day or an unexpected assembly, 
lesson plans can be adjusted. On the calendar, click any lesson plan. 
Choose Change Dates from the menu. Enter the new date. If this is 
a one-day lesson, use the same date for From and To. To finish, click 
Save. 

An entire schedule of lesson plans can be shifted forward one day. Click 
Shift at the top of the calendar. Now choose a start date, and then 
select the classes to be affected. 

After making selections, click Shift. Lesson plans scheduled on and 
after the selected date will move forward one day to the next day the 
class meets. If lesson plans need to shift more than one day, repeat 
this process.

Edit lesson plans to reflect exactly what should be accomplished during 
a lesson.

Click a lesson plan in the Lesson Plans menu and select View Plan. 

Change Dates

Shift Lesson 
Plans

Edit Lesson 
Plans
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Then, click Edit Plan. Within this feature, edit each text box to change 
the objective, materials, and lesson activities.

With some programs, standards can be added and removed. 

Teachers can also add files and links to the Targeted Resources 
sections. For example, a lesson presentation can be uploaded and 
accessed directly from the lesson plan.

Once changes have been made, scroll to the bottom and click Save 
Custom Copy. The edited lesson plan now appears in the Lesson Plans 
menu with a “C” icon to indicate it is a custom lesson.

Some programs include features to edit and build custom lessons. The 
following describes how to edit a lesson. 

For some programs, click a lesson plan in the Lesson Plans menu and 
select Edit Lesson. 

For other programs, click a lesson plan and select View Plan. Then, 
click Edit Lesson.

Edit Lessons



Copyright © 2011 Pearson Education, Inc. or its affiliates. All rights reserved.
7

The name of the lesson can be changed; objectives can be rewritten; 
activities can be removed or added; and activities, videos, quizzes, and 
assessments can be added or removed.

To add an activity, video, quiz, or assessment, click and choose Add to 
Lesson. 

To remove an activity, click it and choose Delete.

Search for resources to add to the lesson. Click the tab for the 
resource type, enter a keyword, and click Go. 
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Build a Custom 
Lesson

Assign a  
Custom Lesson

Lesson Plan 
Report

Click a resource title and select Add to Lesson. When finished, click 
Save.

With this feature, lessons can be customized to fit a teacher’s 
instructional style and meet the individual needs of students. 

Customization can be taken a step further, and custom lessons can be 
built. Please note that only some programs include the build a custom 
lesson feature.

Click the hammer and screwdriver next to Lesson Plans on the calendar 
page. On the next screen, click Build New Lesson. 

Enter a name and an objective. Next, search for activities, quizzes, 
assessments, and videos to add to the lesson. Type in a keyword and 
click Go.

Add a link to a Web site by entering a URL and checking that the link is 
functional. When finished, click Save. Then, click OK.

On the Edit Lesson Plan screen, teachers can create a custom lesson 
plan and add details about the lesson such as materials, standards 
covered, homework, and lesson notes. Files can be added to Targeted 
Resources. 

Once the lesson plan has been completed, click Update. Then, click 
OK.

After building a custom lesson, it needs to be assigned. From the 
Lesson Plans menu, click a custom lesson and choose Assign Lesson. 
Select the class, students, start date and due date, and then click 
Save. 

A Lesson Report provides information on what standards will be 
covered during a series of lessons. 

Above the calendar, click Reports. Run a report by date or standards. 
For example, to a report by date, select one or more classes and 
choose a date range no greater than fourteen days. Then, click View. 
When the report appears, click Save. The report can now be saved and 
printed. 
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Save and Print 
Lesson Plans

Additional  
Support

Review

To save or print any lesson plans, click any lesson plan on the calendar 
and choose View Plan.

Click Save PDF. This will save an electronic copy that can be printed 
or attached to an e-mail.

For help in using Lesson Planner, please contact the Technical 
Support team. To do this, log out of the teacher home page, and click 
Technical Support. Help is available by e-mail, by chat, or by phone. 

This guide explained step by step how to do the following using the 
Lesson Planner: 

• set up a calendar
• schedule lesson plans
• change dates of scheduled lesson plans 
• edit lesson plans
• build and assign custom lessons
• save and print lesson plans
• run a Lesson Plan Report

For more information, please watch the other SuccessNet tutorials on 
this Web site.


