Step-by-Step Directions for Getting Started in Schoolwires

Step 1: Click on “Sign In”

> DISTRICTHOME  ~ OURSCHOOLS > TRANSLATE Sign1n | Register
GLENN HILLS

ELEMENTARY SCHOOL

Fs 3l About Us | Staff & Departments | Students | Parents [SEHEEENIIEEY News & Events | Clubs & Organizations

Teacher & Support Staff of the Month . @@ Contactus 4 <

Step 2: Sign in with the same username and password used for your email account. (You don’t need to put
“@boe.richmond.k12.ga.us”)

; DISTRICTHOME  ~ QURSCHOOLS > TRANSLATE Signin | Register
GLENN HILLS
. ELEMENTARY SCHOOL I L 3l About Us | Staff & Departments  Students | Parents  Staff Resources News & Events | Clubs & Organizations
By
Q
4
ic
8
=]
Yeu ice without being registered or signing in, but registered users who sign in may have access to additional features tion. Please remember that your password is case-sensicive.
X

* Us

*# Password:

Forgor My Passuord P | '

Step 3: Click on “Site Manager” to edit your teacher page.

> DISTRICTHOME ~ ~ OURSCHOOLS > TRANSLATE Site Manager | My Account | My PassKeys

GLENN HILLS
ELEMENTARY SCHOOL

L3l About Us | Staff & Departments | Students | Parents  Staff Resources News & Events | Clubs & Organizations

Come to our

SCHOLASTIC

BOOK FAIR!



Step-by-Step Directions for Getting Started in Schoolwires

*This is what the editing mode of your teacher page looks like:

Abernathy, Monique / 2nd Grade Teacher

) Glenn Hills Elementary

RN : 4 Tools Editors & Viewers Statistics

Clicking

rimenis

Common Tools All Tools
o 4
Summary Recycle Bin Find Page
” alWayS &, Photo Gallery
Wi
b . STATUS B Forms & Surveys
rin ou o
g y zes [acTeee] 5] Welcome Actions ¥ Files & Folders
back to
. us [acreee ] Ms. Abemathy's fnd Grade Actions ¥
our list of ¢
Y nizations Link L Pending Comments All Comments
pages. cmee ink Library T

There are no comments awaiting approval
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o
g
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FYI: The district gave everyone these default “apps” to start out with. You can change the names, add
to them, or delete them. The Welcome and About Teacher pages are required by the district.

This is your “Welcome” page (which is an “About Teacher App”):

& Washington Township Public School District ite Manager - Internet Explorer - Le— «.“
‘L@mm ‘wps.org/cms/Workspace/S Section.aspx?DomainlD=1406 ©
Centricity”‘ ack  Sign Out (EKeller) P T oo e % i::;a
Shannon Marino A R
) Hurffville Elementary Section Workspace 5
- School Info Summary Tools Editors & Viewers Howdol..?
P & VecomsPase  AboutTeschrhop This is where
You can & s ) About Teacher App m you can write
B parens D . .
even - ot 1 an introduction
Prefix: Name:
upload — R N to your teacher
Biograph)
an T T P S S P page and/or a
Image biography if
of .
you wish.
yourself
Or a Bnormal QPrevi Words:0 Characters:0
. /_’ Browse...
piece of | ——
¢ I I pa rt [Vl Activate on my page
m Cancel 2

3 e 65 ' e
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If you click on the “Details” tab of the Welcome Page you can add your contact information that is to be displayed on
the page.

@ Washington Township Public School District Site Manager -
e
> CONFIGUR Centricity () Vew este (B Communiy & sppc Fesavoc sanout e [N R N
moness - Change i
M4 Shannon Marino o i
) Hurfiville Elementary ——
e O T FEETEER T T
e T
& s [ +: ] About Teacher App m
B Parents s @
=
- Your email,
Email:
& oo \ phone number
Phone:
and extension,
Degrees and Certifications: \
and even your
\ degrees and
B ctvatoon my ogo certifications
can go here.
http://wtps.org/ tals #100% v

This is the “Homework” page (This is an “Assignment App”):

(Here you can create categories (subjects) and new assignments, along with the date they were assigned and the date
they are due.)

A Find ~
loBbCcDC %

LA e
Emphasis - Change

“ T Styles~ || & Select~
5 Edting

Centricity " 3 & Support Feedback  Sign Out (EKeller) I

Shannon Marino
£ Hurfvite Elementary

B schoolino ) 3 s Editors & Viewers Statistcs Howdol.?

8 Students o #  HomeworkPage  Assignment App

& ser @ Assignment App m
B Parens z
(>

1 Tescner Pages

&3 Change Site

STATUS ASSIGNMENT ACTIONS

No Assignments have been created. Click the New Assignment button to create one.

1005 PM

i ¥ 10/19/2014
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Give an assignment title like “Worksheet p. 58”...assignment category “Math” and date assigned and due date. Be sure
to click SAVE after you are done!

Enler a unique name for your assignment ffou want
active

General

Assignment Titie:

Assignment Category;

Unassigned

Date Assigned:
1011972014

Due Date:

L —
: R ®

This is your “Web Resources” page (This is a “Link Library App”):

(Here you can add links to sites that you may use in Centers/Stations, sites that you use in class, or links to GHES site, AR
Book finder...Web 2.0 sites like Voki, Wordle, Little Bird Tales, Padlet, etc.)

R suens © A VeoReserwe  Liokibary

& s o)
F— = @(—r— Click on “New Link” n
] °© e

xxxxxxx
o S S 3

We noticed that you don't have any links. Click New Link 10 get started.
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(& Washington Tawnship Public School District Site Mar - Intemet — o (o ol | =
@ htpi// 3 ’ X 1406 @

— x| B First, give the link a
i gET e = title (like Cool

5 Math), and then
you can type the

address of the site

You can even type a description

of the site here and/or what you in here.

use it for if you want. (Sometimes it may

be easier to open

up another
internet window
and go to the site,
and then copy and
paste it from the
address bar so that

you have it
correct.)

This is the “Class Calendar” page (This is a “Calendar App”):

(It is recommended that you keep this on your page, only because it is populated with important dates from the
school/district website.) You can also add your own events like a field trip or party...project deadline...due dates for
homework assignments, etc.

(& Washington Township Public School District Site Manager -

@ hitp://wtps.org/cms/Workspace/Section/Section aspx?DomainID=1406 C)
&4 Find -~
Staif Calendar a
] @ App aBbCcD: £, Replace
mphasis _ Change
-~ - Select ~
B Parents @ c impg EventQueve  EventCalegorics  Rosters ST (R
5 | edting
e it
B escnerpoes @) prnt | | Today | Day Week |Month List
£ Ghange Site October 2014
sun Mon Tue Wed Th
1
5 8

© New Jersey Week of Respect (Oct. 6-10)

12 3 " 15 1%
O Early Dismissal f.

19 20 21 2 23
© School Violence Awareness Week/Red Ribbon Week (Oct. 20-24)

wElE T we— ey




Step-by-Step Directions for Getting Started in Schoolwires

When you want to manage how a page looks (add a picture/image, add a sidebar, rearrange your text and images, etc.),
you can do that in the “Manage Apps & Layout” part of “Actions”.

{2 Washington Township Public School District Site Mar

l@ htp://wips.org/

4 Find ~

23 Replace

» CONFIGUR Centricity Bv Feedback Sign Out (EKeller)

tyles~ || L Select~

mpnass | Change
5| Editing

Shannon Marino

2 Hurfiille Elementary

8 Schoolinfo [<] Summary Editors & Viewers
B stucenss @ & WelcomePage
& s [ =] Welcome Page Actions
Last ecited by Schoovires Trainer on June 23, 2014,
B Parents @ Manage Apps & Layout
s 0 chonce g
8 Teacher Pages Q About Teacher App Page Options
| About Tescher App =& setine options for your page
., Change Site % Set Viewers

Limit who can view this page.

= All Comments
Total Visits Pending Comments
The graph shows the total number of visits to your page during a date range you specify.
There are no comments awaiting approval.
12—
10—
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Once you click on “Manage Apps & Layout”, you are in the “Design Mode” of the page. Here you can add an app and/or
change the layout (the way the page ks or is set up).

/& Washington Township Public s(‘eu District Site Manager -

@ hitp://wtps.org A T

% 4 Find -

— . Centricity " it po Feedback  Sign Out (EKeller)  PAYI| PAETRGROY Bl

Emphasis - Change
W * Styles~ || ke Select~

5| Editing

Shannon Marino

£ Hurfivile Elementary
B scroolnto o Statisis
B Students o
s @

& Parents [ 5] ; Manage Apps & Layout
“gggd 2pps or change your

B Tescnerpaes @)

W ciesign mode. Organize your apps by dragaing and dropping. Double-clck the Afffto fm Done Page Options

Set the options for your page.

Be sure to click

23, Change Site

o WL the “I’'m Done”

| About Teacher App
About Tescher App.

button when

Pending Comments. All Comments

S T —— you are
finished!

Total Visits I
The graph shows the total number of visits to your page during a date range you specify.

il

Hla 0w

|

When you choose to “Add App”, this menu pops up and you get to choose which type of app you want to use:
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(& Washington Township Public School District Site Manager - Intemet — o= | =] o

@

@ hitp://wips.org/cms/Workspace/Section/Section.asp?DomainiD=1406

Available Apps

. Announcements App

Assignment App

Book List App

Content App

Document Viewer App

Facebooklike App

Flex Editor App

Select the type of App you would like to add o your page.

Article Library App

Blog App

Calendar App

Discussion App

Embed Code App

File Library Agp

Heading App

0BbCCD

an

mphasis _ Change
Styles ~

)

8 Find +

3 Replace

g Select -
Editing

[WSelect an existing Appll|

*Remember...the “Flex Editor App” is a good default app to use. It is very versatile...looks a lot like MS Word...and you
can manipulate the text. (FYl...remember there are not a lot of options when it comes to font style and color so you may
want to open a Word doc up and type your info in there...and then copy and paste it into the flex editor app.)

/€ Washington

nship Public School District Site Manager - Windows Internet Explorer

Centricity

Eileen Keller

) Hurfivibe Elementary

) scroolioio o

i sucents o A WelcomePage  Flex Editor App
e o (o =
i Porents Q P Cancel | Create E-Alert | Editor Best Practices

B e @)

vRe {Of
& ste
& Shons: M Momd - B I U &

s B— o™

Gormal Qereview Words:0 Characters:0

¥ Activate on my page

This is the window you get when you want to add an “Image App”:
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4 Find -

2 Replace

» CONFIGUR Centricity ' Celle lo8bCcD.

imphasis  — Change
v = Styles || g Select~

e Browse for an

Shannon Marino

L Hurfivile Elementary

B schoolinfo (<] Y Editors & Viewers Statistics Howdol..?

image here,
B students o A WelcomePage  Image App

and then give it

B s [ =] Image App

B parents [5) ol

8 Teacher Pages [ ]

an “Alternative
Text” name
(make it up),
and then make

&3 Change Site Image

Browse...

Alternative Text: 7

sure that you
SAVE before
you get out of

Alignment
Default v

Border (px)

None v

this window.

Resize

Width (px):
‘ [T keep Proportions

Height (px): ’7

10:14 PM

%ol B o0

After you added the App that you wanted, you can click and drag the apps around to move them to where you want
them to go.

& Washington Township Public School District Site Manager - Internet. w PR o | o8] %
.
@ http://wtps.org/ R 1 2D @
= - - p— % AAFind -
Er— Centricity site Commu por eedvack  Sign Out (EKeller) PNl PERISMIS Bl
_ Change
E— " ohasis || CHAOE || (e
. Shannon Marino | Editing
) Hurdtville Elementary 5
B scroolinto o) Summary Editors & Viewers 4
B students o A Welcome Page
B s [ =] Welcome Page Actions
Last edited by Eileen Keller about a minute ago.
8 Parents [ 5] » Manage Apps & Layout
* Add apps o change your layout
[ Teacher Pages [ =] You are in design mode. Organize your apps by dragging and dropping. Doubigffict Page Options
1 change the name. ¥ Setthe options for your page.
£3, Change Site . . @ SetViewers
Add App | | Change Layout 8% Limit who can view his page.
@ ViewPpage
i T o See how your page fooks.
About Tescher Agp ‘{
Image App Pending Comments All Comments
image App
There are no comments awaiting approval.
Total Visits
“The graph shows the tofal number of visils to your page during a date range you specify.
12—
10—
8=
6

? g ol @ iL d | - I5 o % 1%\«19@»1@ /

0:15 PM

You can even change the order of your pages in “Organize Pages” tab by clicking and dragging the pages in the order
that you want them:
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2
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Remember...this is the “Edit” mode of your Teacher Page...
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And this is the “Read” mode (what everyone will see) of your Teacher Page...

> DISTRICTHOME  ~ OUR SCHOOLS > TRANSLATE Site Manager | My Account | My PassKeys

GLENN HILLS
ELEMENTARY SCHOOL

A  About Us [SEUFMPERERINENIEY Students | Parents | Staff Resources News & Events | Clubs & Organizations

Hello!

Ms. Abernathy
Hello, My name is Monique Abernathy.

My name is Ms. Abernathy! Welcome
| am from Fort Valley, Georgia. |

to 2nd Grade at Glenn Hills

. Elementary! graduated from THE Savannah State
Abernathy, Momque / This is going to be a great year with University with a Bachelors in English in
2nd Grade Teacher your child!! | want NOTHING BUT THE December 2018. | strive for nothing but
BEST FOR THEM! the best! It is my duty to make sure

each and every one of my students
succeed in life! This will be a great year
for myself and everyone else. :) if you
have any questions or concerns feel
free to email me at
abernmo®@boe.richmond.k12.ga.us |
would be happy to help with anything!

Welcome

Ms. Abernathy's 2nd

Glenn Hills Elementary School
Grade 24

Our Mission Statement
: 5 The mission of Glenn Hills Elementary
Link Library School is to create a world-class school

where students
can flourish academically while
developing character traits that will
prepare them to become lifelong
learners.
Our Vision Statement

Rotation 1: 12:00-12:45

Monday- P.E

Tuesday- Computer Lab
Wednesday- Drama/Creative Writing

Glenn Hills Elementary School will Thursday- P.E
educate all students at his or her Friday- Computer Lab ' ‘
maximum potential to ensure |
that they are self-sufficient, Rotation 2: 12:00-12:45 8
responsible, cooperative and caring Monday: Computer Lab u

Tuesday: Library

members of society.
Wednesday: P.E

This is the “How do I...?" tab of your Teacher Page:

/5 Washington Township Pubbc ool District Site Manager - Windows Internet Explorer

Centricity a8

Shannon Marino

. Murfhaie Elementary

i scroninto o o L —

& svseens o CORMBORTOO A Tools
O Organize Pages | | Recycie Bin
. . o= = - -4 &  Pnoto Gallery
i parents [ 15 ] [] Foms& Surveys
Wl Teacher Pages (=] @) Weicome Actons v Files & Folders
a - Student Supply List Actions v
Pending Comments All Comments
Homework Actions v
There are o comments awaiting approral
Web Resources Actions

Class Calendar s Total Visits

[Foo% -
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(& Washington Township Public School District Site e

aspx?DomainlD=140

Eileen, let us help!

S —

Glick on the ttle of the resource youd like to use. To filer for a partioular resource, begin typing in the search box to the fight.

Help
Articles

Access a Section

Provides slep-by.slep instructions on how fo
access the Section Worksp:

which you have editing privi

February 2014,

Aceess Durations for Forms & Surveys
Provides a description of access duration for forms.
and surveys. Updated January 2014

Access Files & Folders

Provides step-by.step insiructions on how fo
access Files & Folg e Site, Subsite,
Channel and Section workspaces through the
Tools tab as well as the Gommon Tools dashboard
link. Updated February 2014,

Access Gaggle as an End User
Provides steps for users lo access Gaggle once it
has been acivaled and configured. Updaled

Suggesta Topic

Interactive
Video Tutorials

Add a Blog Page

Length: 3 minules

Demonsirates how 1o add  Blog Page to the
Section Workspace. Al covers how o enable
commenting and RSS feeds on your Blog App.

June 2013.
View on a mobile device

Add a Calendar Event

Length: 3 minutes

Demonstrates how to add a calendar event
View on a mobile device

Add a Page
Length: 3 minuies
Demonsiates how o add 2 page fo a Seciion
Wiorkspace. Seplember 2012

View on s mobile device

Add a Podcast Episode

Additional
Resources

Access Standard Webinars
Act

by using this
webinars with
the topics User Management, S rispace

yires Editor. Select 3 learning pathway.
Site Administrators follow the Administrative
Leaming Pathway. Section Edtors follow the:
Teacher Leaming Pathway. Updaled September
2014

App & Page Types Help Card

Provides a brief description for each of the app
types as well as examples of when you use them
Since most default page types consist of 3 one-
column page layout that contains 2 single app,
also covers each page type. Uhich apps are.
avaiiable o you depends on your distict's contract
with Schoohwires and the implementafion decisions
made by your district April 2013

Assignments App Help Card

Lots of great tips in here!

3 Find -
l0BbCcD:

mphasis

1019 PM

1071972014

4, Replace

g setect -

styl
|| Editing

I

If you want to embed a video onto your teacher page, you can use “Embed Code” App:

(Here you can copy and paste a video embed code into the app so the video will be what the viewers see (not

a link that they have to click on).

6 Warhington Towns!

@ school Info
i Students
& s

i Porents

Change Site

Pubc School District

() Hurfiville Elementary

- Teacher Pages

e Manager Vitndows Internet Explorer

To add an “Embed Code” App page, first click on “New Page”.

Editors & Viewers Statistics

Organize Pages | Recycle Bin
PAGE
& Welcome
Student Supply List
Homework

Web Resources

Class Calendar

Howdol. 2

Actions w

Actions w

Act

<

Actions w

Feedback Sign Out (EKeller)

Common Tools All Tools

Photo Gallery

- Forms & Surveys

u
Files & Folders

Pending Comments All Comments.

There are no comments awaiting approval.

Total Visits

16—

2=

Click on “Embed Code”:
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Available Page Types

To select the type of page you would like to add to your section, click on the itle of the page type
uiscussion
This page type is useful for facilitating discussions.

Document Viewer
g

Embed Code

File Library Page (Default)
This p eis

s useful for policies, forms, software updates and art projects

Flex Page (Default)

This page type is useful for &
Link Library Page (Default)
This page type is useful for helpful links, fun links and homework links.
Maps & Directions Page (Default)

ovents, field trips and

Photo Gallery Page (Default)

This page type is useful for sharing photos of school activities like classroom projects

[Hiso% + -

Add a “Page Name”:

Back

Add 'Embed Code' Page
Enter the name of your ‘Embed Code' page below.

Page Name:

This is the page name users will see in your navigation

Understanding the Common Core

m Cancel

[Hasow -

The page will show up on your list of pages.
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Centricity BV te mmunity & t Feedback Sign Out (EKeller)

Shannon Marino
Hurftville Elementary cli ¥ Spa

@ scvoolinfo Editors & Viewers Howdol.?
B students Current Pages Common Tools All Tools
i o £33 5 Prowcaey
il Paronts STATUS  PAGE 1 Forms & Surveys
U
@l Teacher Pages [ & Welcome Actions ¥ Files & Folders
«m i
&3, Chango Site Student Supply List Adlions W
Pending Comments All Comments
Lacnve] Homework Adfions
There are no comments awaiting approval =
facoes Web Resources Aclons v
«im Class Calendar e Total Visits
actwe } ™ Understanding the Common Core Actions ¥ 16—
14—
12—
10—

Cent City Vie te Community & Support Feedback Sign Out (EKeller)

Shannon Marino

Hurffville Elementary

@ school Info s Editors & Viewers Statistics
@ students ] A&  Understanding the Common Core Page  Embed Code App
& ser ) Embed Code App

B Parents

B Toacher Pages

Cancel

<iframe width="640" height="360" src="//www.youtube.com/embed/JOdvdPnFXTQ?
<% Change Site effture=player detailpage” frameborder="0" allowfullscreen></iframe>

FAM

[*1s0% -

Remember to click “Save” when done!

Last, but not least...
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Just a few suggestions:

1) If you are going to add an attachment (such as a homework
assignment), upload a pdf file instead of a Microsoft Word
document. Not everyone has MS Word at home.

2)Make sure that the links in a link library app are not going
through by clicking View Website.



