Creating an Information Page on the Web Site

1. Go to www.saffordusd.k12.az.us
2. Log into the web site using the Staff Login / Logout button (see Logging into the Web Site directions).
3. Go to your teacher or department page and click on the Information Page Link.
4. Information Page:  The information page is a place to store support information like classroom policies, rules, and weekly items like assignments, plans, study guides etc.  Think of it as the other pages of a newspaper after the front page.  Information from the front page which is no longer timely, but still important to be able to access should also be stored here.

5. Teacher Information pages are shown below on the left.  Department Information pages are shown below on the right.  You will notice both teachers and departments have the choice of making an Information piece visible or hidden.  Departments have the additional option of making items visible to staff only or community.
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To add an Information piece, click on the ADD INFO blue link.  To edit an Information piece already listed, click on the EDIT SITE blue link.
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STATUS:  The STATUS of your Information piece can be Hidden or Visible. This allows you to prepare Information pieces in advance, hide them, and publish them when you are ready for them to be viewed by the public. 

8. PRIORITY:  This allows you to choose the order your Information piece will appear on the page.  All Information pieces with 1’s will be alphabetically listed first followed by 2’s alphabetically listed, then 3’s, etc.

9. SHORT DESCRIPTION:  This is the small title that will be listed in the list on the Information Page.

10. Type in your title, which will appear at the top of the Information piece after a person clicks on the Short Description link.  Next type in the text of your Information piece.

11. CARRIAGE LINES:  Keep this as TEXT unless you are using the text box to write HTML.

12. REMINDER:  The web site DOES NOT SPELL CHECK.  It is recommended you type information in Word to make sure it is spelled correctly, then copy and paste it into the text box in the web site.  Use the resources you already have created.  If you have it saved electronically, open it on your computer, copy it, and paste it into the text box of an Information piece.

13. HYPERLINK:  This allows you to add a hyperlink to a web page in your information.  You can copy and paste the URL in the box and the hyperlink will appear at the bottom of the information.  For example, you could hyperlink them to the Downloads page to get a form to which you are referring.
Adding / Updating Pictures:
14. To add a picture, see the Adding Pictures to the Web Site handout.  There is also a handout on Adding Graphics.

15. EDIT INFO PICTURE:  This needs to be checked any time you are adding a picture or changing a picture.

16. PICTURE LOCATION:  This allows you to decide if you want your picture on the right or left of the Information piece.

17. SIZE:  50 is smallest and 300 is largest.  You will have to try it to see the size difference.

18. DISPLAY INFO PICTURE:  If you want the picture to show up, this needs to be checked.

19. When you are finished, click on ADD INFO.  You must add the Information piece BEFORE you will be taken to browse for the picture.
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20. If you added a picture or you are changing a picture (Edit Info Picture is checked), you will be taken to a page to BROWSE for a picture.  All pictures must be JPG or GIF.  Browse to look for where your picture is stored.

[image: image4.png]ASUSDAEditStariiniopMicrosoftinternetimloren 19 e f w1 <] | [5] [2] [ | 9 50 69

Fe tt Vew Fovoltes Tooh Help 3

Quic- © [ [A & P Frromee @ 3-8

Adress 8] tp v affordusi2.52.usfodistatinfo.asprohase=AddRstep—formaset_ste t

| Booster Club

SHisadivision=Site:+ Teacherstaroup Is=getaff i

553 o || @~

Status Priority: 1 on top, 5 on bottom ]
Visible 5

Short
Description
Max 50
characters
Tite

[ Tbrary

Text

s |

Quick Links.

Search Our Site

Selecting html means you have to enter a [br] tag to make a new paragraph. Selecting text allows you to
[} simply enter a [Retum] to make paragraphs.

Treat Cartiage Lines as
o OHTML @ Text

Desions|By.

Kequesg.

(SR CH T You may copy a hyperlink and past it here. Doing so will create a link at the bottom of the aricle

Hyperlink (Optional)

Picture Edit Info Picture  Picture Location  Size (50 - 300 pixels)
Properties ) Lett

Display Info Pic  Info Picture

el [T -

€] Done @ mtemet [





[image: image5.png]2 Upload Site Article Picture - Microsoft Internet Explorer

Ele Edt View Favortes Toos Help

Q- © - [x] [B] € Osewer Promics @ross @

5 6] Mg sfforcsd 12,02 vfocmnfaSteLAPICa e, sprt

Monday, August 23, 2004

District Home Phone & E-Mail
‘Search Engines Calendar
Groupuise Access Downioads

District Home

Click ‘Browse' and select the site article picture to upload

Business Office

(Browse... )

Only click the button once. It may take a few minutes to upload

Upload Arlicle Picture

Enroling Students

Job Openings

'SHS Foundation

‘Special Education

Superintendent











8/1/05
Page 2 of 2

[image: image6.png]Ghoose file

39 photos

% My Fecent Documents

3 Deskiop
3 My Docaments

My Recent
Daamers | SEEE bettom [, Grahambur
G "1 2 Flpey () [Elnighispictre

< LocalDisk [C) £ PRe scHooL
Desktop 2 VD Dive 03 [JRPs Foad Drive
2 o Dive ) {5 school scuptor
32 Apps on Rac_serverl\Sys (6 [5]school Sculptor
22 Sidsey on'SusdfeT\AdrminClnt () [E]Scheol sculptor
32 Susdspps on Rac_severl\Sy'R) Lan Gregand Joy Hlschool scuptor

32 Student_software on Fps_lab_server 95 g ey TBlshore

32 Teacher on R

- serverl\Gpe' (1) cthewster  EloHs Ag

52 Susd_apps on Rac_serverl\ys' (L) (55t Autos
2o B
&y Nk ot el
I
MyNetwok | (5 Blaster = =
Places. () bian_shortcuts =] B

(5 ds_DATAFILE_010704



