Creating Favorite Links 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 Favorite Links link.
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FAVORITE LINKS PAGE:  The favorite links page is a place to store hyperlinks to resourceful web pages.  All links can be hidden or visible, but if they are visible, everyone see them.

5. To add a Favorite link, click on the ADD LINK blue link.  To Edit a Favorite link already listed, click on EDIT blue link.  To make a Hidden link visible, click on the HIDDEN blue link and edit.

6. CATEGORY:  Categories are broad areas under which multiple favorite links may be listed.  In the window to the right, you see Excel as a category and all of the favorite links that deal with the Excel are listed under that category.  REMINDER:  Once a Category title is made, you must spell that Category EXACTLY the same each time you use it or a new category will be created.

7. PRIORITY:  This allows you to choose the order your favorite links will appear within the alphabetized categories.   All favorite links within the same Category with 1’s will be alphabetically listed first followed by 2’s alphabetically listed, then 3’s, etc.
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DISPLAY LINK:  The DISPLAY LINK can be Yes (you want it seen) or No (you want it hidden). This allows you to prepare and place favorite links on the web site in advance, hide them, and publish them when you are ready for them to be viewed by the public. 

9. LINK TITLE: Place the title of the Link here.

10. DESCRIPTION:  Use this area to give directions or special information about the Link.

11. URL:  This is where you place the web address for the web page you are linking to.  You can either type the address in or copy and paste it from the address bar of a browser window.  Either way, DO NOT INCLUDE http:// in your address.

12. LINK ICON:  You may choose to place a picture with your link.  To do this:

· Check the EDIT LINK ICON box.  
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DISPLAY ICON needs to be YES

13. When you are finished, click on CONFIRM ADDING LINK.  If you have chosen to use a picture, you must add the Favorite link BEFORE you will be taken to browse for the icon.

14. If you added a Favorite Link  or you are changing a Favorite link (Edit Link Icon is checked), you will be taken to a page to BROWSE for the picture.  Browse to look for where your picture is stored.
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