Thank you for choosing to use TeacherWeb.

Enclosed are the brief step-by-step instructions for developing your personal page and up to 5 class pages on 4 grade levels.

The instructions assume that you are sitting in front of a computer with Internet access and it is turned on with either Internet Explorer or Netscape currently running.

The web address for TeacherWeb is: www.cherokeek12.org/teacherweb

The numbered steps represent the logical sequence of mouse clicks needed to move from one step to the next.  They are not complete sentences of what to do or what will happen when the mouse click is executed.  They are the brief reminders of what to do in what order to accomplish success. 

As you work with your personal and class pages the steps will become automatic and the printed instructions will not be necessary.  The biggest problem experienced by users of TeacherWEb is they forget to SAVE their work at the end of an edit session.  We have found that making additions or changes in short sessions and then saving them and then returning to add more changes or additions works best.

The key to success with a class webpage is to keep it updated.  Keeping information current causes viewers of your page to come back again and again to see what you’ve added, changed or updated.  We recommend that you update the page as often as necessary to keep “dates” you’ve listed current.  This may be once per month, grading period or semester.  If the current month is November and information on your page has dates listed in September and October, then the viewer is not likely to view your page.  

Keep in mind that you can update your pages from ANY computer with Internet access whether at home, office or school.  All you need do is login with your userid and password and edit away.  Be sure to keep your userid and password secure to be sure no one but you can make changes.  

Point  of contact for assistance or questions is either Jimmy Myrick at jmyrick@cherokeek12.org or lhaynes@cherokeek12.org 

Thank YOU for choosing to use TeacherWEb.

Web Page development planning process.

1. Who is most likely to view your Class web pages?  Parents, Students, or Both.

Think of what information you can display that will communicate with the intended viewer.  If students are the primary users then consider assignments, a class syllabus, test dates, or review questions.  Keep in mind that anything typed can be copied and pasted into your TeacherWeb page.  Try to avoid information that is duplication of information like the school calendar or schedules for sports activities.  If you use a calendar make it unique to your class only.

2. How often will the information on you page need to be updated?

After establishing a TeacherWEb page the most important step is to keep it updated.  Consider putting up information that doesn’t require a lot of updates to the entire page.  For example if you list dates for assignments then only that section needs to be changed and not the entire page. 

3. Establish a list of the information that you plan to put on the web page and its location on your computer.  This saves time “hunting” for the information when updating or creating the page.  (If you want to add a cool picture to your web page but can’t find where you saved it you’re wasting your valuable time hunting for it.)

4. Remember, the purpose of a TeacherWeb page is to communicate information to the viewer that they don’t already know and can’t get elsewhere.  If you’re going to put up a web page just to say “Hey! We’re here” consider hanging a poster out your window it a lot simpler to do. 

Below are the brief step-by-step instructions for developing your personal page and up to 5 class pages on 4 grade levels.

The instructions assume that you are sitting in front of a computer with Internet access and it is turned on with either Internet Explorer or Netscape currently running.

The web address for TeacherWeb is: www.cherokeek12.org/teacherweb

The numbered steps represent the logical sequence of mouse clicks needed to move from one step to the next.  They are not complete sentences of what to do or what will happen when the mouse click is executed.  They are the brief reminders of what to do in what order to accomplish success. 

As you work with your personal and class pages the steps will become automatic and the printed instructions will not be necessary.  The biggest problem experienced by users of TeacherWEb is they forget to SAVE their work at the end of an edit session.  We have found that making additions or changes in short sessions and then saving them and then returning to add more changes or additions works best.

The key to success with a class webpage is to keep it updated.  Keeping information current causes viewers of your page to come back again and again to see what you’ve added, changed or updated.  We recommend that you update the page as often as necessary to keep “dates” you’ve listed current.  This may be once per month, grading period or semester.  If the current month is November and information on your page has dates listed in September and October, then the viewer is not likely to view your page.  

Keep in mind that you can update your pages from ANY computer with Internet access whether at home, office or school.  All you need do is login with your userid and password and edit away.  Be sure to keep your userid and password secure to be sure no one but you can make changes.  

Point  of contact for assistance or questions is either Jimmy Myrick at jmyrick@cherokeek12.org or lhaynes@cherokeek12.org 

Step-by-Step Instructions for creating TeacherWeb pages.

This series of steps is written in a top down order for the first time user of TeacherWeb.  The steps lead the user through creation of both a person page and class pages.  After all the steps have been completed the user need only return to the EDIT portions of these steps to update their pages. 

Create a Personal Teacher Page


1.TeacherWeb main page



2.Teachers Edit you page HERE (click on HERE)


3. Enter username and password.


4. Click on LOGIN button.

5. TeacherWeb Main Menu.



6. Edit Teacher Page



Single left click in the white box to type in your information.




Education





Professional Organizations and Awards




Philosophy of Educations




Personal and Family Information.



To have your school picture appear on your page type in your 




STI picture number in the box provided.  These may be obtained from



School office by asking the secretary in charge of STI. Be sure the number 



Is correct or someone else’s picture may show up. 

7. Save Changes (click either button at top or bottom of page to save your work. Your work is saved as indicated by a green bar that appears saying page successfully saved.)

8. Single left click on Main Menu to return to the TeacherWeb menu. 

View Teacher Page (your personal page)


1.TeacherWeb Main Menu


2. View Teacher Page


(A separate browser page opens up showing your teacher page.)


Use the scroll bar at the right side of the screen to look at your page.


3. Single left click REFRESH or RELOAD on your browser’s tool bar.


Note: When you finish viewing your personal page you may either close the window by single left clicking on the X in the top right corner or minimize the window by single left clicking on the minus – button on the top right.  This will allow you to view your teacher page again after making edit changes.  The Edit Page window remains open. 

Edit Teacher Page. (your personal page.)


1.Teacherweb Main Menu


2.Edit Teacher Page

3.Single left click in the white box where you want to make changes, additions, or deletions and edit as you would if you were using a word processor.


To move to the next box single left click in the box to get a cursor.


4.Save Changes. (use either save changes button at top or bottom of page)


(a green bar appears telling you that your changes are save.)

5.View Teacher Page by single left clicking on the minimized view teacher page window on the task bar or return to the main menu and select View Teacher Page.

6. You MUST single left click REFRESH or RELOAD on your browser’s tool bar to see the changes. 

7. Single left click on Main Menu to return to the TeacherWeb menu.

Delete Teacher Page


1. The teacher page cannot be deleted. It is created when the account for TeacherWeb is created and either contains information or does not.  If information is typed into the page simply edit the teacher page and delete the information.

Create a Class Page


1. Teacherweb Main Menu


2. Create a Class.


3. Type in the name for your class in the bar. (e.g. 2nd Grade Math)


4. Select the grade level by single left clicking on the correct number. (turns blue)


5. Single left click on the CREATE button. (the class page is created.)

(A new window opens with a green bar telling you that the class has been created.)
6. Teacherweb Main Menu. (to edit and add stuff to your class page.)

(Generally, you create a class page only once and then edit it thereafter.)

Edit a Class


1. TeacherWeb Main Menu


2. Edit a Class.


3. Single left click on the Name of the class you want to edit. 

(A new page opens showing the class name you clicked.  If this is a new class no information will be displayed in the white boxes.  If this is a previously created class the information you last entered will be displayed and can be changed.)

4. Change Class Name (Optional) type in a new name for the class if you want to change it. (limit 50 characters) If not go to number 5. 

5. Add information to each section by single left clicking in the white box and typing as you would in a word processor. (If no information is typed in the box the box will not appear when you VIEW the page. 

6. To move to the next white box single left click in it. 

7. Boxes available for your class information are:


Class Introduction


Classroom News.


Classroom Homework


Classroom Web Links. 

Contact List. 

(You do not have to enter data into all the boxes. Select only the ones you want to enter information into for information about your class.)

8. Add Internet Web Page links to the Classroom Web Links white box. 

a. Type in (or copy and paste) the web link into the Classroom Web Links box.

b. All web links full address MUST be typed in to work correctly.


Example: http://www.cherokeek12.org/
c. Web links appear on your page as click-able links.

9. Add Contacts to your Contact List. (add e-mail addresses of persons to notify each time you update a class page.)

a. Type in (or copy and paste) the e-mail address of the students or parents or both that need to know when you’ve updated the Class Page.   

b. All e-mail addresses must be typed in correctly to work. 

10. Save Changes. (single left click the Save Changes button at the top or bottom to save what you’ve typed.  A green bar will appear at the top of the page saying that your changes have been successfully changed.)

11. Notify Contacts. (Single left click on the “Send Message to Contacts” if you want to automatically send a message to all contacts listed on your page)

12. Single left click on Main Menu to return to the TeacherWeb Main Menu. 

View a Class


1. TeacherWeb Main Menu.


2. View a Class.

3. Single right click on the Class name you want to view. ( A new smaller window opens displaying the class page that you  selected.)

4. Use the scroll bar at the right to move up and down viewing your page. (make note of any corrections that you need make.)

Note: at this point you may logout of TeacherWEb if you are satisfied with the pages that you created.  You may log back in anytime and continue to create or edit your pages. 

5. If you want to continue to create pages or edit pages minimize the View Class Page window by single left clicking on the “-“ minus button and leave it on the task bar at the bottom of the page.

6. Continue to Edit a Class by single left clicking in the white box on the Edit page where you wish to make additions or changes.

7. Save Changes. (single left click on the Save Changes button at the top or bottom to save what you’ve typed.  A green bar will appear at the top of the page saying that your changes have been successfully changed.)


8. Single left click on Main Menu to return to the TeacherWeb Main Menu.

Notify Contacts (Send Message to Contacts.)

This task is accomplished AFTER you have created a class page or updated a class page.

1. TeacherWeb Main Menu


2. Edit a Class.


3. Single left click on the Name of the class you want to edit.


4. Make any changes, deletions or additions to your class page. 


5. Save Changes.

6. Notify Contact. Single left click the “Send Message to Contacts” link at the bottom of the Edit page. (the screen changes to send message edit page.)

7. Top white box- single left click in the box to ADD any additional message that you want to send along with the default information. (e.g. Please look at my page.) This step is optional.

8. Bottom white box – the default message that is sent to contacts.  Single left click in the bottom white box to edit the default message. 

9. Single left click on the “Send Message” button at the top or bottom of the page to send the message OR single left click CANCEL MESSAGE to not send the message. (Sending messages to contacts is optional and not required to establish a TeacherWeb Class Page.)

10. Single left click on Main Menu to return to the TeacherWeb Main Menu.

Delete Class Page

1. TeacherWeb Main Menu


2. Single left click on “Delete a Class.

3. Single left click in the check box beside the name of the class you wish to delete.


4. Single left click the “Delete Checked” button to delete the class. (forever)


5. Single left click on Main Menu to return to the TeacherWeb Main Menu.

Add Image to Page


Adding pictures, graphics, or clipart, to your class pages is optional.  You may add them or create a class without them.  These step assume that you are familiar with graphics files and with files and folders and their manipulation.

1. TeacherWeb Main Menu


2. Edit a Class.


3. Single left click on the Name of the class you want to edit.

4. Insert an image into a class page can by done 2 ways:

a. Type the location of the image, graphic or clip art that you want to appear on your class page into the small box below the large white box for the section of the page in which you want it to appear. 

Example: I want a picture named “kids.jpg” to appear in the Class Introduction section of the page.  In the white bar below Class Introduction I would type:  C:\graphics\kids.jpg

When the “Save Changes” button of clicked on the image is saved with the page and appears in the View Class Page option.

b. The location of an image, graphic, or clipart file can be inserted into the location box of each section by single left clicking the BROWSE button at the end of box.  Locate the folder in which the picture, graphic, or clipart is stored and single left click on the file name. Single left click open on the file window and the location is automatically inserted into the location box. 

5. Save Changes. (single left click on the Save Changes button at the top or bottom to save what you’ve typed.  A green bar will appear at the top of the page saying that your changes have been successfully changed.)

Limitations:


Only one graphic, picture, or clipart per class page section.

Image size is limited to 50K (large images will give an error when you save.

Images must be deleted from a class page before the page can be deleted.

6. Images on class pages are limited to 50k in size.

7. Class pages cannon be deleted until all images are deleted first.

8. Image names are limited to 20 characters including the file extension.

9. No images with the same name may be used on the pages.

Reset Visitor Counter

Every time your page is viewed, a counter will be incremented by one. You can use this counter to determine how many times people are looking at your class page. 

The counter appears at the top of your page, just after the updated date. 

You can reset your counter to 0 (zero) at any time by following these steps: 

1. Edit your page 

2. Scroll to the bottom and place a check in the "Visitors" section checkbox 

3. Save your page 

File UpLoad (add files to your pages for user access.)

Before you begin: Here are the limitations on the Upload Files feature.



1. Only 10 files PER CLASS can be uploaded.



2. Only 1 megabyte of space is available for files regardless of the number of files. (you can have one file of 1 Mb or 10 files that add up to 1 Mb or any combination files as long as they don’t exceed 10 files and 1Mb cumulative total.)



3. File names that you upload must be limited to 20 characters or less including the file extension. 



4. File names cannot contain any characters other than letters, numbers, -, and _. (no spaces)



5. If you are uploading files to several different class pages the file names you upload must ALL be different. (For example you can’t have a file named “homework.doc” uploaded to one class and use the same filename on a different class upload.  The file name must be something different from “homework.doc”)



5. Only 4 file types can be uploaded- Microsoft Word (.doc), Microsoft Excel (.xls), Plain Text (.txt) and Microsoft PowerPoint (.ppt)  


If the above limitations are not observed a  red error message is generated telling the user that the page update was not successful when you attempt to “update” the page.

Steps to Upload Files.

1. TeacherWeb Main Menu

2. Choose TEACHERS: Edit your page HERE then enter you login name and password.

2. Edit a Class.


3. Single left click on the Name of the class you want to edit.


4. Scroll to the bottom of the class page you are going to edit.


5. Single left click on Manage files. This displays the file upload window.


6. Scroll to the bottom half of the upload window to add files.


You should already know the file name and location on your local machine and be familiar with windows filing system to find and select the file you want to upload. 


7. Scroll to the Add File window and use the Browse button to find and select the file to be uploaded or if you know the location path type in the field provided.


8. Use the TAB key or single left click in the “Description” box to type a short description of the file to be uploaded so users will know what the file is for. (Example: “homework .doc” – Homework for A-period Math Mrs. Smith 7th Grade Class. )


9. Single left click the Upload File button at the bottom of the screen to upload the file.

IF the file upload is successful a green success message is displayed to let the user know the file upload was successful.  If the file upload is not successful a red error message telling the user that the upload was not successful is displayed.  In either case the user my continue to editing the class page and managing files from the manage files window which remains open.



10. To end uploading files choose MAIN MENU or LOGOUT from the bottom of the bottom of the  manage files window. 

Delete Uploaded Files.
1. TeacherWeb Main Menu

2. Choose TEACHERS: Edit your page HERE then enter you login name and password.

2. Edit a Class.


3. Single left click on the Name of the class you want to edit.


4. Scroll to the bottom of the class page you are going to edit.


5. Single left click on Manage files. This displays the file upload window.

6. Files you have uploaded are displayed in a table named “Current Class Files”.  A DELETE check box is located to the left of each file name.


7. Place a check mark by single left clicking in the box beside the filename you want to delete from the class page to which it was uploaded  (more than one file may be checked at a time.)


8. Single left click the DELETE FILES button at the bottom of the table to delete the files.


9. A message will be displayed confirming the successful deletion of the file or files. 

10.  To test your file upload follow the instruction steps for “View Class” above and remember to click the refresh button each time after you update or save while editing a class page. 

TeacherWeb policies and limitations. 

Limitations and Restrictions:

1. TeacherWeb accounts are established for 60 days.  If no information is entered they are automatically deleted. If information is entered they continue to be available to the teacher.

2. An e-mail notification is sent to the account owner 30 days before the account is deleted.

3. Account owners may create up to 5 classes in 4 grade levels.

(multiple grade levels may be selected by holding down the control key and single left clicking the grade level desired.) 

4. Class pages created by teacher exist for 21days and must be updated.  If not updated the pages are deleted after 30 days. 

5. An e-mail message is sent to remind you to update your class pages before they are deleted. 

HTML tags for changing display on TeacherWeb pages. 

Change font color

<font color=blue>HI THERE</font>

Change font size to larger or smaller

<font size=47> HI THERE</font size>

Create an un-numbers list

<ul> <li> <li> </ul>

Create a horizonal ruler across the page.

<hr> 

