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1. Introduction

eacher Pages are an essential component to school

and district websites. Teachers can easily publish

and manage their pages; making it easy to share
information and resources with students, other staff,

parents, and the community.

Some of the benefitsof Sh ar p Sc Weachér ®age Wizard

include:

l. Communication with Students : A t eacher s page
servesasaone-st op reference point for stTeadheriPage. Wit h Sha
Wizard , teachers can post homework, assignments, important dates, additional study
material, as well as announcements.

Il. Communication with Parents : Teacher pages allow parents to become involved in their
childés education. Teachers can communicate with pa
applications such as subscription - based discussion forums, online surveys, and
newsletters.

ll. Resource Sharing: By i ncor por at i Dgountent Eantpirec handoUsefud Links
page, teachers can effectively share resources for students and collaborate with other
teachers.

V. Features: Sh ar p S c Aeachér Page Wiza rd saves time and effort by automatically
populating features such as  Announcements , Photo Gallery , Calendar , Document
Containers , Useful Links , and a Contact Me page.

Sharpschasl
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I. Teacher Page Enhancements

Here are some tips to enhance your teacher page.

Attracti ve Homepage

Use the WYSIWYG Editor to create
attractive and inviting homepages
with custom content.

Contact Information

i Include information for visitors to
contact teachers.

Dynamic Blogs

Use SharpSchool to create and

maintain your own blog. Increase

participatio n through enabling
commenting and RSS feeds.

Share Resources

Simplify sharing by uploading
documents, forms, and notes for
nt o

students i Sh

Document Con tainers.

Calendar

Give students and parents time to

prepare for tests and assignments

by posting them or
Calendar.
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Teacher Bio

Use this section to tell visitors
about yourself. Include your
education, training, volunteer
experience, and other
accomplishments.

Multimedia

Give your teacher page
personality by including pictures,
videos, and colorful text.

Galleries

Invite parents and community
members into your classroom
with a Photo Gallery.

Useful Links

Share links to sites and files for
your students to browse.

Achievement Wall

Showcase
achievements by including pages
as 0Student

your

such
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ll. Teacher Page Tips

Here are some of the ways to keep your page visually appealing and effective.

Avoid Clutter
Do not add all subpages under one main page. This causes confusion for users as
they can easily lose track of pages when there are too many listed in the navigation

bar.

Separate & Categorize

Avoid putting large amounts of information on a single page. Readers can lose

interest if there is too much content. This issue can be avoided by categorizing large
amounts of information and separating them into individual pages. You can simply

include links to other areas of your teacher page to ensure a better flow.

Meet & Greet
Make an impression by introducing yourself to your visitors thro ugh the Introduction
section.

B Maintain your Image

% Avoid uploading low resolution images (unclear photos) as this will negatively affect

the overall look of your page.

Sharpschasl
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2. Key Information
In order to create a Teacher Page, the teacher must first log in to the site using their Username

and Password .

LOGIN SIGNUP

User Name | |

Password ‘ ( Forgot Password?
.y

If you are not registered with the site, you can request access by clicking the Signup button. This
will prompt you to create a profile which is automatically routed for a pproval to an

administrator.

If you are registered but have forgotten your password, click Forgot Password to retrieve it.

Sharpschasl
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3.How to Add a Teacher Page

Reminder: The Administrative Tool Bar on the top of the page is specific to the

page you are viewing.

Step 1. Select the relevant department of the Staff Directory page on your website.

Home AboutUs Mews Calendar ForParents For Staff For Studer.s  Staff Directory Contact School

Art Department
English Department
Science Department
Math Department

Thanks for visiting our web site, The site's main purpose is to erfgance
W Mauonne ¥ Staff Calendar

N_

Step 2. Go to Page Properties inthe Administrative Tool Bar , scrollto Add New Page, and

Upcoming Events Welcome!

click Teacher Page.

s "Q‘? Advanced Administration @ Help

@ | Check-out & Edit Page f

@ Release Schedule...

ﬁ;ﬁ Page Permissions. ..

,, Manage Approval Process..

QI Version History...

T': Manage Sub-pages...
oy Home Staff Directory For Pare¢
?] Archived Sub-pages...

Metadata. ..
Blog Page

Calendar Page -

Content Space Page

(i View Sub-pages

Discussion Forum page

Document Container Page

External Link Page _

Form Page

38 Water Street, |
News Section Page | ater Street,

Photo Gallery Page Site Powered H
RSS Page

RSS P
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Step 3. Enter a name in the Title field and click Create Page.

NEW PAGE
Title |* |
Name | |*
Page Owner charlie danner |iﬂ‘|

) Replace Page Owner's website with this page
< ‘Create Page )Cancel |

Tip: Teachers with multiple classes may choose to create individual Teacher

Icon Select lcon. ..

Pages for each class or create subpages for each class under a single Teacher

5 Page.

Sharpschasl
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4. How to Edit Teacher Page

After you have created a teacher

See Is What You Get) Editor . This editor has been designed to give teachers without technical
experience the ability to create and maintain their own web pages.

p a gWYSIWYG (What Ydu

be

Page Content

Wi bR BRE 9 - a2 00 e

B 7 U ahe x* % %4 34 1= S

I— —

¥
[
1141
i
I
Il
il
Il
Tl
Ed
4
~
ik
4
i
4
4

E@@ Zoom vgj&av

Paragraph St.. = FontMame = &F = Apply CS5Cl... - @ 9=

e,y Rl

Hello My Name Is...

<My Name>

<About Me>

# Design  <¥HTML  © Preview
Words: 8 Characters: 35

Note: Each new Teacher Page includes 4 automatic sub - pages; these are

titted Calendar, Photo Gallery , Useful Links , and Contact Me . You can find

links to these pages inthe  Vertical Navigation . As additional pages are
added, they will also be listed in this area.
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www.sharpschool.com
Helping Schools Succeed

7

t aken



SharpSchoolUser Manual Chapter 6 Teacher Pages

. SharpSchool ds WYSI WYG Editor

Some of these features may not be available due to restrictions by your administrator.

Feature Description

€3 HTML <> HTML: Instantly convert the page content into HTML code. Clicking
Design again will revert back to the simplified WYSIWYG interface.

& Previ Preview: This option allows you to preview a page before you publish it. This
FEVIEW
feature opens the preview window as a pop - up; make sure your pop - up

blocker is set to allow pop - ups from SharpSchool.

,’ﬂ Template: The Templates button allows you to use pre - existing content

templates in your content box.

* Cut: This function will allow you to move content. Highlight the chosen

content in the editor before using this button.

Copy: This function will allow you to duplicate content. Highlight the desired

content in the editor before using this button.
o Paste: This function allows you to paste cut or copied content in a different
B
area of the content box.
ﬂ;‘j Paste as Plain Text: This option pastes content; however it removes all
formatting (coding) from the copi ed content.
Ea Paste from Word: This option allows you to paste content copied from
o
Microsoft Word while preserving the original formatting.
rh . . . .
e Print: This option prints the contents of your page.
? Spell Checker: This option runs a spell check for errors on your page.
) Undo: This option allows you to undo your last action on a page.
Cu Redo: This option allows you to redo the action last applied on your page.

Find/Replace : This tool searches the content area for specified text, chosen by

the user. You can also use this tool to look for specified text, and replace it

&

with different text. For example, a teacher can have this tool find every

instanceof t he word oLeftoé and with one c¢click

SharpSchasl
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g Format Stripper: This tool removes all or specific formatting from selected
content.

B Bold: This option allows youto  bold text in the editor.

Z ltalicize: This option allows you to  /talicize textin the editor.

g Underline : This option allows you to  underline text in the editor.

— Strikethrough: This option allows you to  eress-eut— (cross out) s elected text.

X, Subscript : This option allows you to convert text into a subscript of other text.

ol Superscript: This option allows you to convert text into a superscript of other
text.

= Bullets: This tool allows you to create bulleted lists.

i —

i= Numbered: This tool allows you to create numbered lists.

; Increase Indents: This option allows you to increase indents (tabs) in your

- paragraphs.

e Decrease Indents: This option allows you to decrease indents in your

=

' paragraphs.

= Left Align: This tool aligns your text to the left.

= Center Align: This tool aligns your text in the center.

= Right Align: This tool aligns your text to the right.

| Justify: This tool formats your text to give equal space on both sides.

;‘.‘g Hyperlink: This tool allows you to link selected text to another website or
document.

g Remove Link: This tool allows you to remove a hyperlink from text. You must

e |
highlight the text first before clicking this tool.

Lﬂ Image Manager: This tool allows you to insert images.

J Insert Table: This tool allows you to insert tables in your editor. A popup

menu will appear prompting you to select the dimensions of your table.

SharpSchasl
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Horizontal Rule: This option inserts a horizontal line on the page.

Normal Style: This option allows you to customize the style of text on your page.
— =
S

Tahoma Font: This option allows you to customize the font of text on your page.

Size: This option allows you to customize the size of the text on your page.

4 = 12px You can select a predefined size (left) or specify the number of pixels for the

height of the characters (ri  ght).

A~ Text Color: This option allows you to change the color of text on your page.

Sy ~ Background Color: This option allows you to change the background color of

text of your page.

Help: Click this button to view a description of each feature.

Insert Formula: This option allows you to insert a formula to calculate values.

Insert Recorder:  This tool allows you to record and embed a webcam video.

©
r
@ Media Manager: This tool allows you to embed video and sound files.
L
7]

Insert Flash: This tool allows you to embed Flash videos.

Sharpschasl
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Il. Publish a Teacher Page

Once content is added to the page, there are three options available:

i. Save Draft: This option saves your changes but they will not be published on the site.
You can return to the editor anytime and continue your work.
ii. Publish: This option instantly displays your changes on the site.

iii. Cancel: This option will not save any changes.

Note: To edit a published page, simply return to the Page Properties menu
and click Check Out & Edit Page.

Page Administration displays important information, such as:

PAGE CONTENT

Page Owner: In organizations where more Tvalshat G ke He0Na 8
o ] ] B Z Usex X % == EEESEE=E=ESE O Q-
than one individual is responsible for T T T, S|Tabgia: | #|i2t x| 10BE 1%] APDR ESSILLS

B =@ Zom - EBERE- @ L HE
Hello My Name Is...

Sean Tanos

maintaining different pages on a site, this
feature is useful when tasks need to be
distributed. For the Teacher Page
component, only the respective teacher

will be a page owner.

Last Modi fied: Identifies the date in which

the page was last updated.

Follow - up Tasks: Features two options,

I am the 4th Grade Teacher here at the School.

Review and Archive . Under the Review

/" Design | €3 HTML

option, you have the ability to schedule a ADDITIONAL PROPERTIES &
PAGE ADMINISTRA

reminder to review a particular page on a Page Owner ___ . gne|

[“1Propagate the Change of Ownership to All Sub-Pages
Last Modified Wednesday, April 23, 2014 at 4:12 PM

-up Tasks |None |v

Save Draft Publish Cancel

pre - defined date. On this date,

SharpSchool ds system w

email to the page owner, to update the

page. Likewise, the Archive option automatically archives the page on a selected date.

Finally the Approval Notes section is where a page owner can include review notes for
page ap proval. Many organizations set approval workflows on pages in order to ensure

the quality and standard of the content that is published on their public site.
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Photo Gallery

Shar p Sc Photo Gdllery allows you to create multiple albums with interact ive features such

as slideshows and commenting.

Tip: Use the online Photo Gallery to invite parents into your classroom by showcasing

projects and creative work.
To create a Photo Gallery on your teacher page:

Step 1. 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.

-

Step 2. A window will prompt you to enter a Name and Description for your Album.

Step 3. Select a Cover Picture .
a. If Random Picture from Album s selected, the system will randomly use an image
from your album as the  Cover Picture .
b. 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.

-

Step 4. Click Create to publish the photo gallery.
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