Directions for adding content to Web Page
First let me start by saying the Help Center on the web site is an excellent resource. You do have
to be logged in to access this resource, but it has excellent videos and documents to help you
understand the different apps you can utilize on your web page. That being said, this document
is meant to provide you with a simple way to add content should you need to post assignments
or information for your students and parents.
Step One: In your browser, navigate to our web site:

Step Two: Select your school from the ‘Select a School drop down.
Step Three: Once on your school site choose the “Faculty & Staff” page.

Step Four: Click on your name from the Faculty and Staff Directory.
Step Five: Sign in using the “Sign In” link at the top of the page.

Step Six: Sign in.

Step Seven: Choose the “Site Manager” option from the User Options menu

This will open up a separate Site Manager tab in your browser.

Again, this is where you can access the “Help Center”
Step Eight: Click on the “My Website” link. That will bring up the page where you can add
content.

Step Nine: Add Content
The easiest way to add content or assignments is using the Class Documents section. Here you
can add a document or any file type that your students/parents can then access. So for example
I could use Word to write out some assignments for the week and then upload that document to
the website under the Class Documents page. Here are the steps to complete that task:
Click on the Class Documents box

Click on the New File Box

Give the document a name, like “Assignment for March 23”, or “Support Materials for Reading
Assignment”…There is also space for a description – optional.

Click the Select File Button – the usual “find a file on my computer” type box will open. Click the
“Browse” button to see the files on your computer, choose one and the click Open. It will take a
few seconds for the file to upload, depending on the size of the file.

Click on the Save button at the bottom of the screen (warning, depending on the browser and
the screen size you may have to scroll down in order to see the “Save” button). As in the screen
shot above make sure the “Activate on my page” is checked off. This is also where you can “hide”
this page if you want by unchecking that box.
That’s it! You’ve just added an assignment or file to your web page.

Please feel free to explore the Help Center. It is broken down into multiple areas. For your
purposes you would want to look under the “Teacher/Editor” section. Within there I would say
the “Getting Started” and “App Showroom” are two very helpful resources.

Good luck and fell free to reach out to your webmasters (Kristi Turgeon for PK-5 and Wesley
Swenson for 6-12) or to Paul Mara if you need help as we try to get through this together.

