How to create your own SOCS TEACHER PAGE 
Step 1: You need a username, password to access Central Services where you will create and edit your classroom webpage/s. You can get this from the person who manages your school’s site. 


**Once you log in, you can change your password from the “Edit Profile” link. Do Not change your first or last name…it will create two different sections. 

Step 2: When you are ready to begin, click on the “Editor” button in the upper-left corner of the screen. You will see a list which includes My Teacher Pages.  If you have access to create a blog you will also see My Blog and Feedback. 

Step 3:  Click on My Teacher Page.  This step creates your personal section and gives you editing rights to it.  When you do this it will take you to a search screen which tells you there are no articles in that section.  Just click on the Editor button again and go on to the next step.
If you already have pages created for you and can see them by clicking on your name from among those listed on your site’s ‘Staff Webpages” skip to page 3.  
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Step 4: You will create your Teacher Pages by clicking on Create Article.  You will then see this screen.  
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Add a headline and then click on Article Editor to advance to the screen where you will create your Main Teacher Page or choose a SOCS template that will be your Main Teacher Page.

Step 5:  At the top of the Article Editor page you will see these options:
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 Step 6:  You can now create an original Main Teacher Page. 



Step 7:  Approve and submit the article.
All you have to do is approve it and it publishes immediately.  Once a template is edited and approved it becomes a Teacher Page and you will access it through My Teacher Pages on the Editor Menu.

ADDING MORE INFORMATION TO YOUR MAIN TEACHER PAGE

You can create additional articles to add more information to your Main Teacher Page by following the same steps as Main Teacher Page with a few exceptions:

Step 1:   Click on Editor and add a headline (i.e Lesson Plan, 5th Grade Art Projects) and images (if desired).  You can add an image or galleries to Teacher Pages and they will display in the same way they do in a regular SOCS article. (see the Editor guide or the Adding Galleries to Your Teacher Page video).

Step 2: Click on Article Editor to advance to the screen where you will create your Teacher Page or choose a SOCS template to edit.

Step 3:  At the top of the Article Editor page you will see these options:
[image: image4.png]Article Editor

Basic Article Information
Type: ¢ Atticle © Teacher Page ¢ Main Teacher Page

# [Lesson Plan

Non:






Step 4: You can now create an original Teacher Page or you can choose and edit one of the SOCS templates.  To select a template, go to Insert on the SOCS tool bar and choose Teacher Page Template
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If you choose one of the SOCS templates, it will appear in your article and you can edit it.    By making the article a Teacher Page, it is set to expire (begin and end publishing dates are in the past) so it will only appear when linked to your Main Teacher Page.  

Step 5:  Approve and submit the article.
Once a template is edited and approved you will access it through My Teacher Pages.
FINAL STEP:  Linking your Teacher Pages and Blog to your Main Teacher Page 
After you’ve edited your templates and created your blog you will go back and edit your Main Teacher Page and create a link to at least one of your Teacher Pages.

· Edit Your Main Teacher Page

· Create a link to one of your Teacher Page articles by placing the cursor where you want to insert the link
· Go to Insert on the Toolbar and click on Teacher Page Link.  Choose a teacher page or “my blog” from the “Article to be displayed” dropdown
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· Choose a design from the “Template Design” drop down
Note:  If you want the same design for all Teacher Pages you only have to link one article.  Choose the design for that article and the others with automatically take on that design.  If you want a different design for other Teacher Pages and/or blogs, you will have to link them individually to the Main Teacher Page and choose a different design for each.
· Put the name of the Teacher Page or Blog in the “Hyperlink Text to Display” (this will create the link to your Main Teacher Page

· Click on Insert

· Repeat this process for other Teacher Pages or blogs that you want to link to the Main Teacher Page.  
NOTE:  If you do not link additional Teacher Pages or a Blog, they will still be linked on each Teacher Page, allowing movement from one Teacher Page or Blog to another
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· Submit the article.

Create a Teacher Blog 
Note:  If you have rights to Teacher Blog your will have My Blog and Feedback on your Editor Menu.  There is no template for a blog.  You will create a new article and set the publishing begin and end dates just as you would in a regular SOCS article. 

To create a blog, follow these steps:
1.  Select My Blog from the Editor Menu  (This action creates your Blog section,  gives you rights to it, and adds a Blog radio button to the Article Editor.  This must be done in order for you to create a blog
2. Return to Editor Menu.`
3. Select Create Article from the Editor menu

4. Fill in the Headline and add images if desired.  Proceed to article editor

5. Click on the radio button for Blog at the top of the article

6. Enter your text for the blog (ie. pose a question for your class)
7. The feedback option will automatically be checked

8. You can add a feedback title or the headline will appear in that space

9. Check the begin publishing date –If you want your blog to publish right away, make sure the “begin publishing date” has today’s date.  

10. Set the end publishing date to determine if the blog will expire or if “This article will always remain live”
11. Check the box if you do not want the date to display on the article

12. The section is automatically selected for you and will only work as designed in the Blog section

13. Check the Approved box
14. Submit your blog

Displaying Your Blog

Teacher pages display in the same way articles do in a section.  If there are multiple blogs, they will stack on top of each other and the most current will be at the top of the page (unless you have changed the article priority number which is in the publishing area of the article in Central Services).  The priority default is 100 but, if you want a blog to display further up on the page, you can change the number – the higher the priority, the lower the number.  If you want a specific blog to appear at the top of the page, change the priority to 1.  You may want to use increments of five to allow for adjustments in the future.

Why is this Important?
The first five blogs display in full.  If you have a blog that has a table, gallery, or other content that you’d like to appear in full, and not as an abstract with the “read more” option, you can move that type of article up into those spots by changing this number.

Monitoring Feedback for your Blog
Readers can submit feedback to your Blog, and this feedback can then be posted.  You will receive an e-mail when feedback is submitted, and you can moderate it through the e-mail or through the feedback option.  
Feedback Posts (if there are any) will also display above the Editor Menu. To access Feedback posts:
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· Search for feedback posts pending moderation 
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· Click on “Edit Post” for the pending comment you want to view.

· Edit the feedback and check the box if you want the poster to be notified of the approval/rejection
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Responding to your Blog 

As the editor, and creator of the blog, you can respond to a post directly from the feedback screen.
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· Search for Approved posts
· Click on the Topic link
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· Click on Add Post
· Complete the required fields in the feedback screen
· Save the post
Your response is immediately posted to the blog
Select this as your Main Teacher Page.  


This is the ONLY page which will have


 this selected.  All other pages will just be a Teacher Page.





Re-title this article


i.e. Ms Smith’s Class Page, Welcome to Our Classroom





Number of Posts Waiting to be Approved.





Re-title this article.





History Lesson Plan, Field Trip to the Museum etc…





Select Teacher Page.  This page will only display when associated with your Main Teacher Page.








