How to Edit Your Teacher Page

If you open Osborn web page and click on your name under Teachers, this is what you will see:
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Welcome to 3€!

Here’s how to edit the page:

e Open the Osborn Hill Web page.
URL.:http://fairfieldschools.org/schools/oh

e Add wp/admin at the end of the address then press Enter and log in as
you normally do on the network g e ———
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e To work on your teacher page, click on Edit under your name.

There is a main area on your teacher page where you can insert a
replacement image add your own text, insert a table, etc. by using the
formatting tools.

5E Miss Edwards

Permalink: http-//www.fairfieldschools.org/schools/oh/5e-miss-edwards/ | Edit || ViewTe
91 Add Media
File » Edit v Insert« View~v Formatv Table~ Tools v
B I U Pinsertlink  AitsShift=A E8 ~ =]

B8 Insert video

S Q) Special character
6(3} = Horizontal line

07 Add Media

'Y
QJ &= Insert Read More tag
o

W Page break

to 5E!
[ Anchor


http://fairfieldschools.org/schools/oh

e Below, you have two additional text boxes, with a third one dedicated to
links. You do not have to use them all and they will not show if you don’t
put a title in. You can change the titles to whatever you want. Some of
you may want to have one dedicated to Newsletters and add a newsletter
for each month.
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To add more text, you can also cut and paste something you’ve already

written in Word.
ADD MEDIA is the term for adding images OR Word documents or

PDFs that you have saved somewhere else.
e Click on Upload Files, then Insert Media, and Select Files, then navigate
to get them.
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Click on the file you want to insert.
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e When inserti Icture, make sure you select the file size and
alignment™efore clicking on the Insert into Post.

e If you would like to include a caption, be sure you do it here.

Always update as you go! (on right side of your page)

A table can be inserted if you would like to add additional text in this
main section, for instance, upcoming events for your class.

You might also want to use a table to keep documents listed in a column
under a text box in the right panel.

Use the table icon. It will allow you to select the number of columns and
rows you need.

You can delete or add cells in the future by using the arrow to the right of
the table icon



e Select a link place marker and change the text to the name of the

Links

If you would like to display links on your page, leave the title as "Links". If not either remove the title "Links" or replace it with the appropriate title.

Links

Your Links
Simply highlight the link, click the "LINK" icon above and type in your link and link title. If you need to place more then four(4) links, simply click to the right of the fourth
link and click ENTER on your keyboard (Return for Macs). If you'd like to delete one or more of the links, either click BACKSPACE until it is deleted, or highlight it with your

mouse and click DELETE.
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website to which you will
e Then click on the link icon.

Insert/edit link

Enter the destination URL

URL \ http://xtramath.com

v| Open link in a new window/tab

Ordink to existing content

e Type inthe URL.
e You do not need to type thetitle here. (The link will only work if you
have replaced the temporary| place holder link with the name of the

site on your home page.)
e Be sure you click on Open Link in a new window/tab before clicking

on Update.

These directions were adapted from directions created by Chris Coombs, Sherman LMS. Thank you Chris, for your efforts!



