
 

TEACHER PAGES 
 

 

WHAT ARE TEACHER PAGES? 

Teacher pages are built within our school websites. 
You can use them to share information and resources 
with students, parents and colleagues. All the features 
you see on our school websites are available for use 
on your teacher pages. 

The benefits of using our website system include: 

• Consistency. Parents and students can easily 
find other resources on your school’s 
website, from upcoming events to contact 
information for other staff members. 

• Edit from anywhere. If you have internet access and a laptop or a Chromebook, you can edit your pages. 

• Mobile-friendliness. Our sites are built to adjust to varying screen sizes, making it easy for people to read 
from a desktop or smartphone. 

• Help. Our site comes with online and telephone customer support. Plus, you can find CK-specific tip 
sheets and resources on the district website.  

CONTENT MANAGEMENT SYSTEM — SCHOOLMESSENGER 

We use a web-based content management system (CMS) owned by SchoolMessenger. You can edit from anywhere 
you have an Internet connect. When looking at online help guides, you may also see references to SharpSchool (a 
web company owned by SchoolMessenger), SitePublish or Presence, (old and new names for the CMS software). 

Our schools also use SchoolMessenger for emergency notification phone calls, emails, texts and mobile app alerts. 

THIS GUIDE 

In this guide, you’ll find step-by-step instructions for using the most common features of our site. 
You’ll also find tips on design and good web practices.  

TIP: Look for this icon for ideas, design tips and web best practices.   
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TEACHER PAGE VS. ONLINE PROFILE 

You may not need the full force of classroom pages.  

Our site also allows you to add basic links and contact 
info through online profiles, which anyone can see via 
our staff directories. Staff directories on all sites are 
under the About section. 

Do you just want to give some basic bio information 
for parents and give your students a link to your 
Google Classroom? Then your online profile is 
probably good enough.  

To add links and biographical information to your 
online profile, or to change your photo or title, check 
out the online profile guide on ckschools.org. Go to 
Career & Staff > Staff Resources and download 
“Updating Your Profile Picture and Info.” 

 

GET HELP 

You can find tip sheets specific to Central Kitsap School’s setup on the district website.  Visit ckschools.org and go 
to:  Career & Staff > Staff Resources > Website Editing > Teacher Pages. 

You can also get help right from the website. When  you’re on a page that you can edit, you’ll see a black tool bar 
at the top. Click the question mark and a help menu will appear with a phone number, an option for online chat 
and SchoolMessenger manuals.  

 

Please note that not all features in the SchoolMessenger manuals are available on our sites. 

You can also sign up to receive tips on Teacher Pages. Email angelad@ckschools.org to sign up. 

 

 

 Web 
pages 

Online 
Profile 

Contact info     

Biography     
Link to Google Classroom or 
other website     

Multiple pages    
Upload/embed photos on 
pages   (limited) 

Upload/link documents   (limited) 
Embed YouTube videos    (limited) 
Embed Google docs, 
spreadsheets, presentations or 
other web content 

   

Public-facing calendar    
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AWESOME WEBSITE CONTENT 

It’s OK if you have no background in web design. You certainly don’t have to 
get fancy. The simpler your pages, the better.  

GOOD, ORGANIZED CONTENT 

Content drives your design. It must be useful , engaging 
and easy for parents or students to find and read. Too 
much content is overwhelming. It takes 25 percent more 
time to read on a computer screen than on paper.  

Don’t put all your information on one page. Categorize 
your information and separate it into individual pages. Ask yourself, “What 
problem does this page solve?” Then, build your content around it. Then, organize your pages. 

MAKE IT EASY TO SKIM. 

Most readers scan a web page. Use short paragraphs, and keep them to one key concept. 
Break up a page with subheadings to let web readers quickly see what’s most important to 
them. Shorten paragraphs and using bullet points to let text “breathe” and give scan-tired eyes 
a rest. As a rule-of-thumb, have a subhead for every 150–200 words of content.  

 

WRITE WELL. 

It’s hard to write short and write well. But high-quality writing and editing improves credibility. 
Even when you’re writing for adults, don’t write higher than a 6th grade reading level. Be direct. 
Be concise. Use online tools like readability-score.com or Hemingway App to improve your 
readability. Even Ph.Ds like easy-to-read content. Re-read and edit your writing. Use spell-
check. 

USE PICTURES. 

Relevant images (not just decorative) help break up material. Relevant photos add context to 
text and help readers scan. 

They also give readers a break as long as they’re not distracting. 

 

KEEP IT UP-TO-DATE 

Outdated content = reader avoidance. 

It also gives the impression that you don’t care. Keep your content fresh. If you can’t, archive 
your pages. 
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GETTING STARTED 

All teachers have permission to add a page themselves through 
an appropriate place on the staff directory. Many school sites 
have groups with their staff directories, such as by department, 
grade, “Teachers” or other group. Go to your school’s Staff 
Directory page (Under About > Staff Directory). Then look on the 
left-hand side navigation and go to the page of the group you 
most likely belong.  

For example, a third-grade teacher at Woodlands would go to 
the 3rd Grade page. 

 

LOG IN 

Before you can edit or add pages, you need to log in to the site. From any page, you can find the Login link in the 
upper right-hand corner. Use the same username and password you use to log into your computer.  

 

You can only edit pages that you have permission to edit. If you think you should have the ability to edit a page, 
but cannot, please email Angela Dice in Community Relations. We can add you to the permission list.  You’ll know 
you have permission to edit a page when you see a black toolbar like this at the top of your browser: 

 

ADD TEACHER PAGES 

Go to the + Page menu and select Teacher Page.  

A new page will open. Title your page with your full name or Mr./Mrs. 
Yourlastname. Click the blue arrow. Ignore the rest. Click Create Page. Note: Each 
new Teacher Page includes four automatic sub-pages; Calendar, Photo Gallery, 
Useful Links, and Contact Me. You’ll see these after you publish your page. 
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EDITING PAGES 

You will be routed to another page that is divided into 
three main headings: Page Properties, Page Content and 
Page Administration. 

PAGE PROPERTIES 

The Page Properties section allows you to change the title 
of a page on the website. Type in the new name of your 
page in the Title field and the system will automatically 
update the name on the page, as well as the reader-
friendly link to that page.  

PAGE CONTENT 

The Page Content section contains the WYSIWYG (What 
You See Is What You Get) Editor. We’ll go over the most 
used tools in more detail in later sections. 

PAGE ADMINISTRATION/SAVING PAGES 

This is where you’ll save your page. You’ll also have the 
option of delaying the publication and of setting a time for 
it to archive automatically. Find more details in the Page 
Administration section.  
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FONT AND TOOLS 

We use a standard font throughout our websites, which helps our site style feel consistent and professional.  Use 
subheading styles, such as Heading 2, to organize your page and make it easier to skim. 

Tool  Description Shortcut 

 

Help: click this to see pictures and a description of all the tools (like you see in 
this table). The online  list likely will have more tools than you have available 
when you’re editing your page.  

 

 
< > HTML: at the bottom of the Page content Box, this allows you to see and 
edit the html code of your page. Click Design to go back to your regular view. 

 

 
Cut: Highlight content (text and images), cut and paste to move Ctrl + X 

 Copy Ctrl + C 

 

Paste as Plain Text: Removes all formatting (coding), including hyperlinks, 
bullets, etc. from text. 

 

 
Paste from Word: Cleans all Word-specific coding and removes font names and 
text sizes. Can also be used when copying from other web pages.  

 

 
Toggle Screen: Switches to full-screen mode.  

 

Tool  Description Shortcut 

 
Undo Ctrl + Z 

 
Redo Ctrl + Y 

 
Find and Replace 

Ctrl + F 

 
Print  

 

Spell Check: Will highlight the word being checked in yellow (edit box may 
block your view). Choose the correct word from the list, Ignore the selection or 
click Change Manually to re-type the word. You can also add words to the 
whole site’s dictionary. 

 

 
Format Stripper: Removes some or all formatting from selected text.  
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 PAGE DESIGN TOOLS  

 
Image Manager: Inserts pictures. More on that in the Adding Photos section. Ctrl + G 

 
Hyperlink Manager: Add a link to another web page. More on this in the 
Adding Hyperlinks section. 

Ctrl + K 

 
Pagelink:  Find and insert pages from your school’s website.  

 

Document Manager: Upload pdfs, Word docs and other files, and add a link to 
the document to selected text. More on this in the Adding Documents section. 

Ctrl+Shift+K 

 
Insert Date: Adds the current date.  

 

Horizontal Rule: Inserts a line the full width of the page  

 
Video: Insert videos from YouTube or Vimeo. See the Add Videos section for 
more. 

 

 
Table: See the Tables section for more on inserting tables.  

 
Insert Special Character: –, —, © and more.   

 
Background Color: Changes the color behind the text. Use this sparingly.  

 FORMAT PARAGRAPHS AND TEXT  

 
Paragraph style: Easily apply paragraph or subheading fonts (changes size and 
sometimes color consistent with your school site) 

 

 

Insert New Paragraph: Your computer’s return key creates a line break, with no 
space between the lines. Paragraph adds spacing and may be necessary to start 
bulleted or numbered list or when changing the alignment. 

Ctrl + M 

 
Bullets: Creates bullet points. Hit Return/Enter keys to start a new bullet. You 
may need to insert a new paragraph (see above). 

 

 
Numbered list: Hit Return/Enter keys to start a new bullet. You may need to 
insert a new paragraph (see above). 

 

 

     Increase Indent: Moves your content to the right. Adds indents (tabs) to 
     paragraphs.  

 

 

Indent decrease: Moves your content to the left.  

 
Left align: What most of our sites use. Left-align is easier to read becaues 
readers’ eyes have a consistent place to . 
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Center align: Not ideal because page titles are automatically left-aligned, but 
OK for headlines and short lines of text. Avoid mixing center and left aligned. It 
makes your text look unbalanced. 

 

 
Justify: Stretches text as it aligns left and right. AVOID.  

 
Bold: Use moderately (just a few words or phrases every few paragraphs) to 
highlight words and phrases. If everything is bold, nothing stands out. 

Ctrl + B 

 Italicize Ctrl + i 

 
Underline: (Note of caution: many readers think underlined text means it’s a 
hyperlink. Use this carefully.) 

Ctrl + U 

 
Strikethrough: Cross out text. Can be used to highlight a correction.  

 
Subscript  

 
Superscript  

 
Convert uppercase to lowercase  

 
Convert lowercase to uppercase  

 
Change text color: Avoid light on dark (such as yellow text on a white screen).   
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ADDING A HYPERLINK  

You can link to other websites using the Hyperlink manager. If you want to link to existing pages on your school 
website, visit the section on linking internally. 

 

Hyperlink Manager 

Click the link icon in the Page Content section of your page. 

 

 

 

Click OK when you’ve finished adding properties. 

 

 

 

 

 

 

Hyperlink tab 

URL: Copy and 
pasted the 
website URL 

Target: Choose 
New Window Tooltip: Enter a short 

description for what 
people will find when they 
click on the hyperlink. This 
text appears when people 
hover their mouse over 
the link. 
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LINKING TO PAGES WITHIN YOUR WEBSITE (INTERNAL LINKING) 

Each page on our websites have two web addresses (URLs).  One has regular words that change when you change 
the page title, such as ckschools.org/about/contact_us. The other is a permanent link with numbers that don’t 
change even when you change the page title, such as 
http://www.ckschools.org/cms/one.aspx?portalId=11175&pageId=1326309.   

When linking to pages within your own school website, you should ALWAYS use the permanent link. Our system 
makes finding the permanent link easy. 

 

 

PageLink 

Click the PageLink icon in the Page Content section of your page. 

 
  

Search for the 
title of the 
page on your 
website in the 
search bar or 
scroll down 
and browse. 

Click Preview to 
make sure you’re 
linking to the 
right page (note: 
some pages may 
have the same 
titles) 

Click Insert when 
you’ve found the 
correct page. 
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ADDING A DOCUMENT 

1. Highlight the word(s) that you would like to have link to a document.  (Tips: Use a description 
that will  help the reader know what will happen when they click the link. Also, you’ll usually want to use a 
pdf. Not everyone has Word, but almost every computer and device can read a pdf.)  
 
Example: 
Each year, please take the time to review students’ rights and responsibilities. 

• Student Rights and Responsibilities 2015-16 (pdf) 

2. Click the Document Manager icon. 
 

 
 

Working with Folders 
You will see a folder called My 
Folder. You can organize your 
documents by clicking the folder 
icon on the top. You will have the 

ability to delete, rename and move files in your 
My Folder, however moving a folder or renaming 
file will break any link to that file. 

 

(Note: You can also find images used elsewhere 
on the site by opening the File folder. Folders 
structures are similar to the navigation of your 
website. Only site administrators can move or 
delete files in these locations.) 

 

3. The first time you add a file, Click the folder icon to  create and name a new folder.  If you already have a 
folder, double-click to open your folder.  

4. Click the Upload button. You can upload multiple documents at once by holding down the Ctrl key and 
clicking on multiple files. However, you can only create a link to one at a time. 
 
 
 
 
 

 

3.  4.  
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5. Click ‘Select’ button to search for your document on your computer. 
 

 

 

 

 

 

7.  Click Upload.  

 

 

 

 

 

TIP: You can replace a file if you give it the same name as the file you are replacing. Click the Overwrite 

6. Find the file on your 
computer and click 
Open. 
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box. It will delete the old file and replace it with your new one. It may take up to 24 hours to appear. 

8. Add properties to the link. The Link Text is what appears on your page. The tooltip is a description. People 
can see the tooltip when they hover their cursor over the link. 

 

 

 

  

 

 

  

 

This is an example of how to hyperlink a document.  
 
It’s a good idea to use nouns, and make your link text descriptive so your reader knows what will 
happen when they click the link. Note the type of document in parentheses after the link. 

My document links to a Back to School schedule (pdf). 
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ADDING A PHOTO 

 

Image Manager 

Click the image manager icon in the Page Content section of your page. 

 
 

Working with Folders 
You will see a folder called My 
Folder. You can organize your 
documents by clicking the folder 
icon on the top. You will have the 

ability to delete, rename and move files in your 
My Folder, however moving a folder or renaming 
file will break any link to that file. 

(Note: You can also find images used elsewhere 
on the site by opening the File folder. Folders 
structures are similar to the navigation of your 
website. Only site administrators can move or 
delete files in these locations.) 

 

 

1. If you plan to organize your photos, click the folder icon and create a folder. If you already have a folder, 
double click to open your folder. (Jump to step 3a for uploading from Google Drive, Gmail and other 
applications.) 

2.  Upload from a laptop or desktop (not a Chromebook): Click the Upload button. Hold down the Ctrl 
button to select and upload multiple photos at once. 
 
 
 
 
 
 
  

1.  2.  
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3. Click ‘Select’ button to search for your document on your computer. 

 

 

 

 

 

 
 
5. Click Upload.  

 

 

 

 

4. Find the file on your 
computer and click 
Open. 
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3a.  Upload from Google Drive, Gmail, Flickr, Facebook and Microsoft OneDrive: click Upload from Cloud 

 
 

a. You’ll then select the application you want to connect to in the menu on the left. Click the 
Connect to Box button to the right. You’ll be prompted to click a second button (in the same 
place) to connect to your application. A new window will open and request you to allow access. 
 

 
b. You’ll see a list of folders, files and emails. If your image is in a folder or email, first select the file 

or email, then select the picture. You can upload multiple photos at once by clicking on multiple 
photos. You’ll see all the photos you’ll be uploading in a column on the right. Click Upload. 
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You can make minor edits to your photo, such as flipping or rotating it, or show only a portion of the photo by 
cropping it (i.e. cutting out the parts you don’t want). However, most adjustments and cropping are best done 
BEFORE you upload your photo. Use an editor such as Microsoft Paint, Photoshop, Pixlr or Google Photos. 
Select the image from the Image Manager and click Image Editor. 

 

a. You can flip or rotate the image. If you want to flip the image, choose Flip Horizontal, Flip 
Vertical, or Flip Both. You can also rotate 

                                         
Original      Flip Horizontal       Flip Vertical      Flip Both        Rotate 90° clockwise 
 

b. Once your photo is uploaded, Click the “Properties” tab, adjust your image and add alternative 
(alt) text. Click Insert once you’ve added properties. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

PICTURE SIZE 
You can adjust the width 
and height of your 
photo. We recommend 
adjusting the width by 
percentage of the page. 
Delete the numbers in 
the height box. Type a 
number and the % sign) 
into the width box. For 
example, 50% would 
make the picture half the 
page. 

MARGINS 
You can add space 
around your photo by 
adjusting the margins. 10 
pixels is a good amount 
to add. 

PIXEL-BASED PHOTOS 
If you use pixels instead of 
percentages, click the  
chain to make it whole. 
This will scale the photo 
proportionately.  

WHAT IS ALT 
(ALTERNATIVE) TEXT? 

It’s a text description of an 
image, most commonly 
used with screen readers 
for people with visual. Alt 
text must convey the 
content and functionality 
of an image.  

Long Description allows 
you to describe complex 
images like charts. 

50% 
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ADDING VIDEOS 

You can add videos from YouTube or Vimeo with the video embed tool. We’ll use YouTube as an example. You 
have two options for embedding a video. Simple or advanced (see the Embedding Content section for more on 
advanced options).  
 

SIMPLE EMBED  

1.  Place your cursor where you 
want your video to appear.  

2. Click the Insert External Video 
tool. 
 

3. Go to the YouTube video of your choice and click the 
Share link beneath the video. Copy the address. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. Paste the address in the box provided.  
 

5. Click the white area of the box. An image 
of your video and more boxes will 
appear.  
• Aspect Ratio: 4x3 is square-ish, 

often used on older videos. 16:9 is 
often used for cinema, and HD. 

• Width and Height: If you adjust one, 
the other will automatically adjust 
based on your video. 

• Other options: Be sure to leave the 
Enable full screen button checked. It 
helps people on mobile devices. 
 

6. Click Save. 
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EMBEDDING CONTENT 

You can add videos or other web tools with embed codes (from Google Maps to Twitter widgets). Many services 
offer embed codes via iframes, which essentially are just windows onto another web page, or via scripts. If  

1. Click the HTML button at the bottom of the page content box. You’ll see your content in HTML. Place your 
cursor at the bottom of all the text.  

 
 

2.  Go to your YouTube video. Click Share, then click the Embed tab. You’ll see a box with code that starts 
with <iframe …  
 

3. Copy and paste your edited code into the HTML window.  (Note: If your tool uses an embed code starts 
with something link <script … , skip step 4).

 
4. Replace the width number with 100% (be sure to include the percent sign) and delete the height 

information, including quotation marks. The code will change 
From this: 
<iframe width="640" height="360" src="https://www.youtube.com/embed/GfBKF_3jQGc" 
frameborder="0" allowfullscreen></iframe> 
 
To this: 
<iframe width="100%" src="https://www.youtube.com/embed/GfBKF_3jQGc" frameborder="0" 
allowfullscreen></iframe> 
 

 

 

 

20 
 



 

EMBEDDING GOOGLE DOCS  

To embed Google Docs or other web tools, you’ll have to get comfortable with copying and pasting html code. 
Google regularly updates its systems, so please refer to Google Support for information on how to obtain the 
embed code.  You can usually find these steps by Googling “Embed Google …” We’ll use Google Slides and Google 
Forms as examples. If you already know how to get the embed code, skip to step 5.  

EMBED GOOGLE SLIDES 

1. Get your Google doc, slide, forms maps or spreadsheet ready. Be sure your permission for the content are 
set to Public (for everyone to see).  In Google Slides, click the Share button. A new window will open. 

 
2. Click the Get Shareable Link text. In the dropdown menu that appears, select More. In the new window 

that opens, select Public on the web or Anyone with the link. Click Save. 
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3. Go to File and Select Publish to the Web. A new window will appear. Click the Embed tab.  

 
 

4. Choose your options. Note: Google docs and slides will not automatically resize for mobile devices. If you 
want your embedded document to be mobile-friendly, you need to adjust the iframe code. We’ll talk 
more about that in step 6. 
 

5. Click the HTML button at the bottom of the page content box. You’ll see your content in HTML. Place your 
cursor at the bottom of all the text.  

 
6.  Paste your iframe code.  

 
To make it mobile-friendly, within the iframe code, replace the width number with 100% (be sure to 
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include the percent sign) and delete the height information, including quotation marks. The code will 
change 
From this: 
<iframe src="https://docs.google.com/presentation/d/13uxkPbligSC1QL7NKa6zqII_dRMycXNlaZJkit-
ydtU/embed?start=false&loop=false&delayms=3000" frameborder="0" width="960" height="569" 
allowfullscreen="true" mozallowfullscreen="true" webkitallowfullscreen="true"></iframe> 
 
To this: 
<iframe src="https://docs.google.com/presentation/d/13uxkPbligSC1QL7NKa6zqII_dRMycXNlaZJkit-
ydtU/embed?start=false&loop=false&delayms=3000" frameborder="0" width="100%" 
allowfullscreen="true" mozallowfullscreen="true" webkitallowfullscreen="true"></iframe> 
 

EMBED GOOGLE FORMS 

1. Get your Google form ready. Be sure to adjust your settings to limit or open who can respond. Click the 
Send button. A new window will open. 

 
 

2. Click the < > embed symbol. Click Copy.  
 

 
 

3. Click the HTML button at the bottom of the page content box. You’ll see your content in HTML. Place your 
cursor at the bottom of all the text.  
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 Paste your iframe code.  
 
To make it mobile-friendly, within the iframe code, replace the width number with 100% (be sure to include the 
percent sign) and delete the height information, including quotation marks. The code will change 
From this: 
<iframe src="https://docs.google.com/presentation/d/13uxkPbligSC1QL7NKa6zqII_dRMycXNlaZJkit-
ydtU/embed?start=false&loop=false&delayms=3000" frameborder="0" width="960" height="569" 
allowfullscreen="true" mozallowfullscreen="true" webkitallowfullscreen="true"></iframe> 
 
To this: 
<iframe src="https://docs.google.com/presentation/d/13uxkPbligSC1QL7NKa6zqII_dRMycXNlaZJkit-
ydtU/embed?start=false&loop=false&delayms=3000" frameborder="0" width="100%" allowfullscreen="true" 
mozallowfullscreen="true" webkitallowfullscreen="true"></iframe> 
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PAGE ADMINISTRATION/SAVING PAGES 

The Page Administration section contains user specific information on the page. This section is divided into six 
main components: 

• Page owner: the primary person in 
charge of a page. Any follow-up tasks 
will be sent to this user. 

• Last Modified: shows when the page 
was last edited. 

• Release schedule: allows you to 
schedule when the page is visible to 
other users. Expiry date sets a date 
to archive a page so it’s no longer 
visible to the public. 

• Follow-up tasks:  Page Owners can 
schedule reminders for specific pages. Click on the Review option in the dropdown menu and selecting a 
date. On the scheduled date, the system emails the page owner. Similarly, by clicking on Archive in the 
dropdown menu page owners can schedule specific pages to be archived on the site on a specific date. 
Archived pages can be retrieved/unarchived. 

• Approval Notes: We may choose to apply approval workflows to pages. In such a scenario, changes made 
by the content author, or page owner, are not made live on the site unless it is approved by a designated 
individual or individuals.  
 

Publishing a page: After editing your page using the WYSIWYG editor, you will have three options:  

• Save Draft: saves all the changes made to your page but the changes will not yet appear (or be made live) 
to visitors of the page. This allows you to keep working on the page over multiple sessions and reveal the 
changes only when you are ready. 

• Publish: make your changes live immediately.  
o You’ll have the option of saying “No” to make a page hidden (does not show up in your 

navigation, but anyone with a link can see it and it shows up in search) or “Yes” to Publish live. 
• Cancel: discard all the changes. 
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PHOTO GALLERIES 

You can add multiple photo albums to a photo gallery. Each album can have multiple pictures and a slideshow. 

To create a Photo Gallery on your teacher page:  

Click Photo Gallery from the left navigation bar of your page. This will lead you to a blank gallery page. From here, 
click Add Album.  

A window will prompt you to enter a Name and Description for your Album.  

Select a Cover Picture.  

If Random Picture from Album is selected, the system will randomly use an image from your album as the Cover 
Picture.  

If Select Cover Picture is selected, you will be prompted to choose an image from your computer or server to 
upload as the cover picture. 

 

Click Create to publish the photo gallery. 
 
 

ADD PICTURES TO GALLERIES 

An empty album will show the message “No Images in Album.” Click Add Image to begin.  

 

You will be prompted to upload images from your server or computer. Click Choose File. In the new window, go to 
and select the image you want to upload. Click Open. Click Upload Image(s) to publish them. 

The resulting screen is an administrative view into the Photo Album and an Album Management toolbar. Here, 
you can modify Album Properties, Manage Images, Reorder Images, and Manage Comments and Security. 
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RENAME A PICTURE 

Images from a computer or digital camera often have names with file extensions at the end (e.g. DSC-1001019A-
200805.jpg). To rename images click Manage Images.  

 

Click the picture you want to rename. 

 

The Image Details box will appear. Here, you can change the Name and add a Description of the image. Click 
Update for the changes to be applied to the album. 
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CUSTOMIZE ALBUMS 

To customize an album, go to the Photo Gallery Page and select the album you wish to customize. 

 

Click Album Properties in the Album Management toolbar. 

 

The resulting window includes various customization options as shown below: 

• Name: Rename an album.  
• Description: Include a 

description of an album.  
• Cover Picture: Change the 

cover picture. If Random 
Picture from Album is selected, 
the system will randomly use 
an image from your album as 
the Cover Picture. If Select 
Cover Picture is selected, you 
will be prompted to choose an 
image from your computer or 
server to upload as the cover 
picture.  

• Comment Moderation: Enable 
visitor comments by selecting 
this option.  

• Thumbnail: Customize the resolution of thumbnails in the album here.  
• Display: Customize the resolution of individual images.  
• Slideshow: Customize the resolution of images when viewed as a slideshow.  
• Thumbnail Listing: Customize the order in thumbnails are listed on the album page.  

Once all customizations are complete, click Update. 
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CALENDAR 

To access the calendar assigned to your teacher page click the 
Calendar link from the left navigation bar of your Teacher Page. 
This will lead you to a blank calendar page.  

You can choose to either add events and use this web calendar as 
your main public calendar or synchronize your existing Google 
calendar or Outlook calendar.  

Click Edit to change the color and the default appearance of your 
calendar. 

SYNCING CALENDARS: EXTERNAL TO WEBSITE  

With calendar integration, you ca take a calendar feed from an 
external calendar service (such as a Google calendar) and import events from that calendar directly on to your 
school website calendar. When you add a new event to the Google calendar, it will be automatically imported into 
your school website calendar. 

Note: When you import a calendar feed, the events do not appear instantly. They will appear based on the refresh 
interval you choose. Your feed you may take from up to an hour or up to a week for the events to appear.  

To add an external calendar, you will first need to go to your external calendar and get a URL for the iCal feed. 
We’ll use Google calendar as an example, but you can add any external calendar that allows you to create a public 
iCal feed.  

For more information on creating an iCal feed for Outlook, please consult Outlook. 

GETTING THE URL FOR A GOOGLE CALENDAR FEED  

To get the URL for a Google calendar feed, first go to your calendar in Google. Note: ALL events in a chosen 
calendar will appear. If you want some events private and some public, you’ll need to create separate those events 
into different calendars. Visit Google Calendar Help and search for create a new calendar. 
 
Click to the right of your calendar under My Calendar and choose Calendar Settings.  
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https://support.google.com/calendar/answer/37095?hl=en


 
Now you can click the iCal button to the right of Calendar Address or Private Address. If your Google calendar is 
set to be publically available, you can use the iCal for Calendar Address. If the calendar is private or only partly 
visible to the public, then you will need to use the iCal for Private Address. 

 

Highlight and copy the URL. 

ADDING YOUR FEED URL TO THE WEBSITE CALENDAR  

Once you have the URL you need, go to the calendar page where you wish to add your events. If you are an 
administrator, a calendar owner or have otherwise been assigned full control on the page the calendar appears, 
you will see a tab called External Calendars. Click on this tab. 

 

From the External Calendars tab, click Add Calendar. 

 

Paste your feed’s URL in to the URL field and click Add Calendar.  
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If this is the first time this particular calendar feed has been added to the site, you will now be prompted to choose 
your calendar details. These include:  

• Name: The name the feed will display when managing external calendars. As this feed may be listed 
alongside other external calendar feeds, it is a good idea to give the feed a unique name. So, for example, 
call your feed “Charlie Danner’s Class Calendar” instead of “Class Calendar.”  

• URL: The URL for the feed. This cannot be edited once you have added the calendar.  
• Color: The text color for events from this calendar. If you want to distinguish the events as coming from a 

particular calendar, choose a unique color. Otherwise, choose the same color as the calendar is using for 
other events.  

• Refresh Interval: This setting determines how frequently the feed from your external calendar is 
refreshed. You can choose to refresh events on an Hourly, Daily or Weekly basis.  

Once you have made your configuration choices, click Update Calendar to finish adding the external calendar to 
your website calendar. 

 

If the calendar feed is already added to one or more calendars on the site, then it will use the settings that were 
established when the feed was first added to the site.  

Note: When you add a calendar feed to the site, the events will not be immediately visible. They will not appear 
until the calendar feed refreshes (based on the refresh interval set when adding the calendar feed). If you chose 
Hourly, the events will appear within the hour. If you chose Daily, the events will refresh overnight. If you chose 
Weekly, the events will refresh on Saturday night/Sunday morning. 

 

ADDING DIRECTLY TO THE WEB CALENDAR 

You can also use the website as the primary place to add public events. You can then pull a feed from the website 
calendar into your Outlook or Google calendar. 

ADD EVENTS 

Click the start date for the event you want to add and click on plus sign in the calendar menu. A new window 
will open.  

Add information. 
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Subject: The name of your event.  

Location: Keep it short. Say Gym or Room 110. 

Start Date: The date and time the event starts. Click the calendar icon and choose a date or enter the date 
manually.  

End Date: Be sure to update the end date if you had to change the start date.  

Category: Choose from a list of preset categories (not a mandatory selection). Choosing a category for your event 
allows it to be filtered by that category. It also selects a color and icon for your event.  

 
Repeating Events: Check the Enable Recurrence box to have an event occur more than once at regular intervals.  

Repeat Pattern: This option 
enables you to decide the 
frequency with which the 
event occurs. You can choose 
between Weekly, Monthly, 
and Yearly patterns. You will 
then be presented with further 
frequency customization 
options dependent on which 
of the patterns you selected.  

Length of Recurrence: There 
are three options to choose 
from when deciding how long you want the recurring event to last. You can choose to have it Ending on a 
specific date. If you make this choice, the event will continue to repeat, as specified, until the date 
selected. You can choose to have the event End After a specific number of occurrences or you can choose 
No End to have the event recur indefinitely.  

 
Color: The color of the text displayed on your calendar for your event. You can choose More Colors at the bottom 
of the color selection pop-up to select from a larger range of colors, or even input one by its RGB value.  

Icon: The image displayed beside your event name on your calendar. This is not a mandatory element.  

Participants: DO NOT add people to this unless you want the system to email everyone in your chosen group.  

Description: Fill out the details of the event using the WYSIWYG (What You See Is What You Get) editor.  

Attachments: Click Attach Files in order to select and upload a file that will be available to users viewing the 
calendar event.  

Published Calendars: Publish created events onto other calendars so that others can see your event. Talk with the 
owners of the other calendar before doing this. 
 

EDIT/DELETE EVENTS 

 
To edit an event in your calendar, first click on the event you wish to edit. Click the Edit tab. 
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When you have finished making your changes, click on Update Event. To delete an event, click the Delete button.  
 

 

EXPORT YOUR WEB CALENDAR TO OUTLOOK OR GOOGLE 
 

1. Click on the Subscribe icon on your school calendar. 

 
 

2. Copy the link for the iCal feed. If you do not see a link for an iCal feed, this feature is not available on your 
site. 
 
 

Import Events into Outlook 2010 

 

3. Open up your Outlook 2010 calendar and click Calendar. Right click on My calendars, go to Add Calendar 
and select From Internet… 

 
4. Paste the link into the New Internet Calendar field then click OK. 
5. Click [Yes] to the dialog box that comes up verifying you want to subscribe to it. 
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ADD ADDITIONAL PAGES 

You can add pages to pages that you have permission to edit. Go to the + Page menu and select Content Space 
Page. Give your page a title and follow the instructions for editing pages.  

HIDING AND ARCHIVING PAGES 

To hide a page, show a page you’ve saved as a draft or hidden, or to archive a page, 
you’ll first need to go to the “parent” of that page. For your main teacher page, 
that parent will be the appropriate staff directory page or section. For one of your 
pages, it may your main classroom page. 

Once you’re on the parent, go to Page Options in the Administrative Toolbar and 
then click Page Status. 

HIDE/SHOW PAGES 

You have three visibility options for a page:  

• Show: The page is visible in the Administrative 
Toolbar and in the vertical navigation bar.  

• Hide Section: Allows you to hide your sub-pages, as 
well as hide the page from the side menu bar. 
People with a link to your will be able to find it. 
They may also find it through the site search. 

• Hide Selection: Allows you to remove a page without hiding the items that are contained within. People 
with a link to your page will be able to see it. Some users may find it using the search. 

Show or hide a page by selecting the visibility option you want and click Close. The hidden page still remains 
accessible but is hidden from the public site navigation.   

ARCHIVE PAGES 

To archive a page, select the checkbox next to the page name and click Archive. Archived pages are hidden from all 
visitors except site editors. Links to the page will send readers to an error page. 

UNARCHIVING PAGES 

Go to Page Options in the Administrative Toolbar. Click Archived Subpages. Select the checkbox next to the 
corresponding page(s) you want to retrieve and click Un-Archive. 

ORDER PAGES 

You can rearrange the order of subpages as they appear on the left-hand navigation bar. To rearrange your pages: 

• Go to Page Options in the Administrative Toolbar and then click Page Order. 
• Use your mouse to click, drag, and drop the links in the desired 

order. 
• Click Update Page Order to save your changes. 
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