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3	 LAP: B–K Quick-Start Guide

Table of Contents 

Chapter 1: 
Administrative Functions   										                   4
Chapter 2:  
Teacher/Provider Functions								        		        8



4	 LAP: B–K Quick-Start Guide

Chapter 1: 
Administrative Functions

The following are step-by-step instructions for using the LAP: B–K online tool. 

Log In to LAP: B–K
Your user ID and password will be given to you after you purchase the software.

1.	 In your browser, enter https://c4l.kaplanco.com/login and click Enter.

2.	 In the upper right-hand corner, click on Login.

3.	 Enter your user ID and password in the appropriate fields and click Enter. 

4.	 After your first login, you should change your initial password by clicking the settings buttons 

in the lower left corner, then click Update Password to enter new password information. 
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Set Up Your Organization:
You must set up your organization before entering students and completing assessments.

Set Up Your School/Site:
1.	 Click on your organization name in the Toggle Tree on the left. 

2.	 Click the Add School button.

3.	 Enter the site information and contact information in the appropriate fields. 

4.	 Save the information.

Set Up Your Classroom:
1.	 Click on School in the Toggle Tree on the left. Then select the school you want by clicking on 

the site name.

2.	 From your School Dashboard, select the Add Classroom button at the top. 

3.	 Enter the classroom information in the appropriate fields. 

4.	 Save the information.



6	 LAP: B–K Quick-Start Guide

Adding New Users:
1.	 Starting on your school’s dashboard, click on the Users button.

2.	 To create a new user, click on the Invite User button.

3.	 Enter the user information: first name, last name, and email address. (They will confirm their 

own account and set up a password.)

4.	 Click Invite User to confirm.

5.	 Proceed to Assigning Users to a specific school or classroom. 

Assigning Users to a School or a Classroom:
1.	 Starting on the School’s dashboard or the Classroom dashboard, click on the Users button.

2.	 To add a user, click on the blue Assign User button.

3.	 Find the user that you wish to assign and click Assign User..
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Adding Children to a Classroom:

1.	 Starting on the Classroom dashboard, click on the Add Children tab.

2.	 Enter the new student’s information, including name, gender, birthdate, etc.

3.	 Click the blue Add Student button. 

(Teachers can also add students to their own classrooms. From the Children tab on the left side, the 

admin can see all students added by anyone in their organization.)

Your account will be created by an Organization Admin and will be sent to you via email. 



8	 LAP: B–K Quick-Start Guide

Chapter 2: 
Teacher/Provider Functions

Adding Children to a Classroom:
1.	 Starting on the Classroom dashboard, click on the Add Children tab.

2.	 Enter the new student’s information including name, gender, birthdate, etc.

3.	 Click the blue Add Student button. 

Removing Children from a Classroom:
1.	 Starting on the Classroom dashboard, select the child you wish to remove from the roster in 

section at the bottom of the screen. This will pull up that child’s profile page. 
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2.	 On the child’s profile page, their assigned classroom shows at the bottom. Click the red 

trashcan Remove button to take them out of that classroom. 

3.	 Click Yes on the Warning pop-up message to finish removing the child from the classroom.

Starting Assessment:
1.	 Starting on the Classroom Dashboard, click Assessments in the middle of the page. 

2.	 Click on View Assessments beside the name of the child you wish to assess.

3.	 Click the plus (+) sign under the domain you wish to assess. Then select the date. 
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4.	 The assessment will start with the first item in a range based on either the chronological age 

or on the first item missed from a previous assessment. The blue bar indicates the starting 

point.

5.	 Refer to the scoring criteria on the screen, and score the assessment by selecting a plus (+) or 

minus (–) as seen in the image above.

6.	 Once the basal has been established and the ceiling has been reached, a message will 

indicate that you are ready to move on to the next domain or child. Click OK.

7.	 Select either the next child from the classroom roster or the next domain to assess. 

8.	 Completion of the assessment and individual domain scores can be reviewed on the Child’s 

Assessment screen.


