
Teacher pages 

Prep work: This assumes you’ve changed your password already. Please change your password using the Sign In button 
and Account Settings>Password to update your password. If you visit multiple buildings, work with your media specialist 
to determine where your main info should be housed before continuing.  
Don’t forget to ask your building Web Team if you need help!  Feel free to email Anne Cron if you need to as well. 
 

1. Sign in on the top left side of the website.  

 
2. Selecting the Sign In area again, after you’ve signed in, (it now says “My Account” and not “Sign In”), you’ll  

navigate back up to “My Account” and select “Site Manager” from the menu that pops out. This pulls up a new 

window – the window you’ll do your editing in.   

 

3. The majority of staff will open to a green and gray screen labeled “Your Name” with “Section Workspace” under 

it. This is YOUR section! You can add multiple pages to your section, or you can keep it to one page and put all 

your information in that page (examples below). Either is acceptable – what works for you? Do you like to 

section things off? Do you want it all in one place? The only requirement is that teachers have an “About 

Teacher” portion on their site that includes your picture, your name and your email address.  

 



Here’s what one page could look like: 

 

 

 

Here’s what a multiple page set-up could look like: 

 



From here, I’m going to use the “multiple page” as our example. Skip ahead to step 5 – adding apps – to do one page. 
4. For multiple pages in your section, first let’s think STRUCTURE. On the website, your section will open to viewers 

on the Welcome page – this is where your About Teacher App resides. (We’ll come back to apps next!)  
 
But what other pages do you want in your section? Do you want a page about each subject you teach? Do you 
want a page for your newsletters? Maybe important student resources? Don’t worry too much about the order 
you put these pages. You’ll be able to move these around whenever you want. And don’t worry about forgetting 
something.  
 
It’s easy to add a new page or delete an old one! Here’s how: 

a. Select the green “New Page” button.  

 
b. This pulls up the Available Page Types menu. These are options – explore if you want! Each of these 

choices offers something, which is explained below the name. For more on what the Apps are and do, 
see Step 5. If you know what you want, and see a page type that has what you want, select it. 
Otherwise, select “Blank Page” – this means you’ll add the apps you want later (in Step 5).  

 
c.  A new menu appears prompting you to name your page. Name it whatever you plan to use it for (ex. 

Newsletters). 

 
 
You’ve created your first page! Add as many others as you think are appropriate using this same process.  



5. Now let’s add apps! Each of your pages within your section serve as a place to house “apps”. Apps can do 
various things, depending on which ones you select. Common apps include:  

a. Content App: This is a great app for anything. You can post pictures in it, create links to websites and pdf 
documents and write general content.   

b. Flex Editor App: This app is similar to the Content App, but it offers more features, including tables. As a 
note, you cannot put pictures inside of tables with this website. This is a big change from our old 
website. Flex Editor is nice and provides more options, but it isn’t as simple as the Content App.   

c. Link Library App: This app is designed to house a list of web addresses. 
d. File Library App: Similar to the Link Library, the File Library houses pdfs and document files. PLEASE 

NOTE THAT YOU SHOULD ALWAYS CREATE A PDF BEFORE PUTTING IT ONLINE. WORD DOCUMENTS 
AND OTHER LIVE FILES COULD BE MANIPULATED.     

e. About Teacher App: This should already be on a page in your section (if not, you’ll learn in the next step 
how to add it). The About Teacher page provides a place for your picture, your name, your email 
address, teacher certifications (if you choose) and an area to put your classroom welcome message.  

To add an app to your page: 
Navigate to the page where you want to house your new app. Click on the page. You’ll be brought to a page that 
looks like this (note, this is a BLANK page example. If you selected a page type that already had an app in it, 
you’ll see the app inside the box already): 

 
 
Select “Manage Apps and Layouts” in the left “Actions” box. You’ll see that your page changes to now include a 
blue shaded box and dashed lines instead of a solid, gray outlined square. Here’s what it should look like in this 
mode: 

 
In this menu, you can only change your layout, add and delete apps. You can’t edit the content within your app 
yet.  
 



To Change your Layout for THIS PAGE ONLY, select the “Change Layout” button below the blue shaded box. 
You’ll see lots of options. Pick what works for you, or keep the standard square box.  
 
To Add an App to THIS PAGE ONLY, select the “Add App” button. This menu will appear:  

  
Select the App you want and then select “Create New” and Name your App. The name here is important 
because it will help you locate the app later if you need to, and it can also serve as the header for your page if 
you choose to utilize the “Show App Name On Page” feature (coming up). Then select the green “Create” 
button. 
 
You’ve added an app to your page! You can move it around in this menu (if you have selected a page layout 
with multiple columns or boxes or if you have multiple apps on the page) or you can select the “I’m Done” 
button in the blue shaded box.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



6. Let’s get content into those apps now! Once you’ve selected the “I’m Done” button in the blue shaded box, 
you’re back to the gray outlined box view with apps in your page. It will look like this: 

 
Or maybe you changed the layout and you’ve added a few apps. That could look like this: 

 
 

Select the app you want to work in. You’ll see that you can either start typing (if it’s a Content or Flex Editor App) with a 
menu at the top to help you add links, files, pictures, etc. Or you may see “Add New File” or “Add New Link” if it’s a File 
or Link library.  

 
 
 
 
 



STUCK??!! There’s a How Do I…? Tab!!  

 

Select the tab and you’ll get this menu: 

 
 
Choose your topic and get information that can help you solve your dilemma: 

 
 
 



Quick Tip – if you want your App names to appear as headers on your page, make sure to select “Options” when working 
in your App and then select the “Show App Name on Page” option.  
 

 

 
 
This is how they appear on the website when you show the app name on the page:  

 
 
 



7. Finally, let’s get organized! You can organize your pages by navigating back to the Section home view: 

 
You’re back at your main section workspace with all the pages you’ve created. To organize them and place them 
in the order you want, select the “Organize Pages” button.   

 
Move your pages around, sort them in alphabetical order, put them under one another by hovering a selected 
page over the other until you see the plus sign, or pull them out again by dragging them out until you see a line 
appear. But don’t forget to SAVE!  

 
Throughout this whole process, you can view your website and the progress you’ve made by selecting the “View website 
at the top of whatever page you are on.  

 


