Teacher Pages Quick Sheet

· Go to LB website

· Click on “sign in”

· Enter your id 

· First.last name

· Password

· Click “Site Manager”

· Click to Lenna W. Conrow

· Click Teacher Page

· Enter your information and a welcome message that is professional for parents

· To copy a word document into this space

· Open document, highlight desired text, right click and select ‘copy’.

· Go into teacher site, put the cursor where you want the text and click on the clipboard with the word logo.

· To add a picture

· Put the cursor where you want the picture to appear

· Click on the photo frame with tree, Choose ‘upload’, ‘existing image’ or ‘clip art’

· Upload- browse and attach, same as attaching in email

· Image-

· Clip Art- ‘search’ for the object you want

· You need to give your picture ‘alternative text’ before it will load it to your page!  This is where you can also change the size of your picture by entering in a width, the height will adjust automatically.

· Once your picture is loaded, it I not the size you want you can double click on the image and adjust the width and the alignment of the picture.

· To attach a document

· Click on the paperclip icon, browse for the file, same as attaching a file to email.  Click ‘continue’.

· Enter a ‘link text’ this is what the parent will see and click on to open the document; (if you attach the homelink, you could call it Welcome Homelink).  You do not need to choose a target.

· To add a new page

· Click ‘summary’ tab

· Click green button “new page”

· A list will pop up, scroll through and choose a ‘type’

· Assignments- you can upload homelinks or enter the text in, assign dates for it to appear on the parent page.

· Name your Assignment folder

· Click on your folder

· Click ‘new assignment’

· Enter a title

· You can skip category

· Select your date assigned and date due (these can be the Monday and Friday or that homelink week).

· Click ‘directions’ tab, copy and paste text into this area.

· SAVE

· Photo page

· From the summary tab

· Select ‘new page’

· Scroll to photo gallery default

· Name your Photo Gallery

· Click on your gallery

· Click ‘upload photos’

· Browse, you can highlight multiple photos to upload together., but the photos need to be on a jump drive or on your H drive.

· You can view all your pages from the Summary tab.

· To view your page as an outsider.  

· Go to LB website

· Choose Lenna W, Conrow

· Scroll to Teacher Pages

· Click on your name

· View your pages

Multiple photo galleries:
Instead of creating a "photo gallery app" page do the following to have multiple photo galleries in one link. This way you can have a gallery for gym, outside, a specific art project, a trip, ect. 

 

1. In site manager select the green button that says "New"

2. A window pops up that lets you chose a page type. Select "Teacher Home Page- Multiple Aps (Default)

3. A window appears asking for a title for the page. Name this as you wish. Click save at the bottom of the screen.

4. Click you new page and you will be brought to a screen with 3 boxes. Above the 3 grey boxes is a button labeled "design Page" select this. 

5.Remove the "Flex editor" and both "announcement" pages by click on the "x" in their grey boxes. 

6.Next click on the "add app" button right above where the 3 grey boxes were. 

7.Here a box will appear. Chose the "photo gallery app" 

8. Name this gallery. Select save

9. Repeat steps 7 and 8 as many times for as many different galleries you would like to add. 

10.Then select "I'm done"

11. Select each gallery you just created, individually, and follow the directions for uploading pictures for that specific gallery, provided by Mrs. Oliveri earlier.

And that's all you have to do to have multiple galleries in one window. 

 

Music to a gallery:
You can add music to your slide show. The music will begin to play as soon as the slide show is started. 

 

1. Select the photo gallery app you would like to add music to.

2. Select the button "add options" in the top right.

3. Scroll to the button of the pop up

4. There will be a box for "Add background audio"

5. Browse to find you desired audio file. 

6. Click save. Allow time for the audio file to be uploaded. Please allow at least 2 minutes. The green bars on the bottom of your screen will disappear when the audio is fully loaded. 

7. Select "Publish gallery"

 

A point to make. You do not want to have background music on a page with multiple photo galleries as they will all play the songs at once. I tried that, wasn't fun.
Creating Sub Links:
1. Create whatever page you are trying to make. (ie photo gallery page, announcements page, etc) Save it as you normally would.

2. Go back to summary

3. Click "Organize pages"

4. Now you can click and drag any of the pages you created. You can put them in a different order or leave them all the same.

5. If you move a page and just want it to appear before or after another page, drag it until you see a green line where you want it to be.

6. If you would like the page to be a sub link inside of another page, drag that desired page into the existing page until you see a green plus sign.

7. Click save

