Outline for Edline
Go to Edline: www.edline.net (not org) or the CAG website
General Set Up of the Web Site
1. Parents can see all their children’s pages, students can only see their own

i. Student/Parent users can only read and download, they cannot upload/add anything

ii. Program asks users to update their email address every 30 days

iii. Teachers must go to “My Classes” to change anything

2. Page Design for your class, everything goes through the “Manage Class”
i. Do not change class ID

ii. You must make changes individually for every class 
3. Upload pictures to class pages - need to be resized to 75kb
Posting Assignments

1. Click on assignments, not “edit” (edit will change what you see when you are on the class page)
2. Summary appears when you scroll over the assignment

3. All items should be posted to “My File Locker” and then sent to your classes, this will make it much easier next year for repeat assignments
4. If you just post it to the class, it will not be in “My File Locker”

5. *Best to attach a separate document or “cut and paste” from a word document into a text box.

Combined Calendar

1. First date is for one time occurrences or functions like a start date if you want it to run for a period of time. 

2. Unique to every student. Anything they are involved in will be put on their calendar if those items have dates attached. 

3. Labels by subject –creates a link that will take them right to the assignment and make it clear which subject is posting the homework.  Codes for HS:
· HS- Section-Wide Activities 

· SS- Social Studies 

· LA- Language Arts 

· LG- Lenguaje or ESP-español 

· MTH- Math 

· SC-Science 

· ART- Art 

· DRM- Drama 

· MSC- Music 

· 3RD- Third Language

· LS – Life Skills

· PE – Physical Education

· FIL-Filosofía

· STA-Statistics

· Adv and the initial for the course name for AP classes.  

· FL-Fitness

· CSP-community sports

· EST-Estudios Sociales

· TEM-Temario

· SEM-Seminario

· CAP-computer applications

· DP-Desktop Publishing

Posting Grade Reports

1. First open GradeQuick
2. Click on the icon on the top of the page called “Post to Edline”
3. You will see a report, this is where you can manipulate what parents/students will see on the actual report they are sent.

4. After creating the report you want to send, select the “Post to Edline” icon again from the top of the menu. (It is 4 in from the left and is the same as last time, only smaller)

5. A box will pop up asking you what you are trying to send. To send a report to every student select the last option “Send Several Files” and hit ok.

6. Next you will select your classes where the information will come from. Check next to the ones you want and hit ok.

7. Next you will select the students you want to send reports to. “Select All” on the right hand side to send it to everyone.

8. The last step is to name the report you are going to send. Each student will get a report from each class, every time the teacher for that class sends one out. 

9. There is a tutorial and requirements for each section posted under tutorials about Edline reports.
News - Basically just a title and some information
Links - Created just like a news item
Basic requirements by section

	Edline Requirements By Section

	Early Childhood
	Elementary
	Middle
	High

	Teacher bio, photo and contact info 

EC Newsletter

EC Calendar

Links

Parent Handbook

.

Optional:

Announcements

People who will update:  Sonia, Alejandra and Jennifer
	Curriculum newsletter by grade

Teacher information:  bio, photo, contact info

Announcements

Combined calendar 

Useful links

Section area:

Student parent manual 

Area for student work, honor roll, others to show pride

Applied arts and PE

Student support services

People who will update:  Teté, Tracy, Mario 


	Brief biography of the teacher:  bio, photo, contact info

Calendar (combined)

Study guides, project descriptions and rubrics

Team newsletter each trimester with topics or themes that will be addressed

Optional

i. Daily assignments

ii. Announcements

iii. Enrichment stuff

iv. Discussion boards after September.

People who will update:  Sheryl, Mayra, Maru, secretaries 


	Teacher bio, photo and contact info

Syllabus

Combined calendar

Breakdown of grades 

Links

Project descriptions and rubrics

College information

People who will update:  secretaries




*Edline times out after 5-15 minutes

**Help Section – will take you right to the help section for whatever you are in
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