Edline Lesson Plan for New Users

Pre-workshop Activities:

Check List:

1. for each teacher attending you have an activation code

2. for each teacher attending you have their sign-on name. This gives them the answer to both their screen name and their email address (screen name @palmbeach.k12.fl.us)

3. request that each teacher bring a WORD file to Post to their site

4. request that each teacher  have an event in mind to put on the calendar

Demonstration / Discussion Activities:

1. Demonstrate the features of your School’s Website:  Calendar, News, Contents and Links (all users enter through this site)

2. Explain that information on users and classes come from TERMS and will be updated (show a user list and a class)

3. Demonstrate how they can visit other schools to get ideas

4. Sign on as a Guest (this will show them another view without Edit capabilities)

5. Explain how all Edline sites are linked together to allow parents one click access to information about their child or children.

6. Explain the difference between a Document, Folder and Group.

7. Explain about the 20 minute “time out feature”,

8. Demonstrate the visibility function

9. Emphasize  security and ethics 

10. Note: Teacher demonstration should follow Activation Activity

Activation Activity:

1. ask for a volunteer to activate their account

2. have computer set on Edline Home Page (www.edline.net) ready for them to sign on.

3. have them key in their code, not case sensitive.  NOTE: make sure they click on the Activate New Account Button (they are not yet a member).
4. have them fill in the requested information using their district sign-on, password, and email – at this point they can change their name (TERMS might have it a little different)- NOTE: teachers may be requested to change their sign-on name as this is a national product and their name might already be in use on the Edline server, simple have them add an initial or number to their name so they will be unique. 

5. finally,  have them answer the security question – then passwords can be done automatically through the system (uses their email address) and click done.
6. Now use them to demonstrate ease of use by adding information below.
Creating a Class OR Group Website

When creating your website(s) first determine which functions (Contents, Links, News, or Calendar) of your website would be most beneficial to you, parents and students.  Begin thinking about the questions that are asked most often, what you already have in an electronic format and how having this information available to parents and students on your website will make everyone’s life easier (including yours).     

Command Center: (where you Manage Class or Group Website) 

1. Changing the name of your class and the Welcome Message. 

a. Click on your class
b. Go to Manage Class in the Command Center

c. Ex: change class name from ALGEBRA 1 – to 1P Algebra 1 or 1B Algebra 1
d. Ex: change welcome message to Welcome to (your name) Algebra 1 class 
e. Click Update (saves)

2. Adding a graphic to your Class Website

a. Open a second browser (this will allow you to easily move back and forth between Edline and other Internet Sites)

b. Go to www.school.discovery.com
c. Choose Clip Art
d. Choose animation 
e. Double click your choice

f. Right click on picture and choose  “Save Picture as”
g. Save to Desktop, disk or Folder (depending on school)

h. Return to Edline

i. Choose Manage Class
j. Browse for picture 
k. Open and Update
Note: In this area you can also see who is in your class along by going to Members and Permissions.

Calendar: (this is an activity calendar for your classes)

3. Add an event to your Calendar

a. Click Edit in the Calendar Section
b. Click Add an Event (standard way to add in all categories)

c. Title the Event and Click Create

d. Describe the event in the Document Summary or Import a WORD file (see below) 

e. Choose date in form provided
f. Update

Notes: (1) calendar events can be placed in multiple classes with one click using the “Ctrl” key (2) information from Contents Section or Links (see below) can be placed on your calendar (3) only the next 6 items will be shown (always up-to-date) but old events can be looked at by viewing entire calendar as they are saved.

Links: (provides your parents & students with direct links to educational websites from their class).  

4. Adding a Link (two examples)

a. With both Edline and the School District sites open allowing you to go back and forth.
b. Choose Edline
c. Click the Edit Button in the Link Section

d. Choose Add to links

e. Choose document (see definition below)
f. Title the link, Ex: FCAT Explorer
g. Put your cursor in the URL Section
h. Go to the School District Site

i. Choose Instructional Tools 

j. Click on FCAT Explorer

k. Highlight the site address (URL), located directly above 
l. Select Edit from the Menu Bar and chose COPY
m. Go back to Edline
n.  Select Edit then Paste URL
o.  Click update
Notes: If you know the URL such as www.fcatexplorer.com you only need to do (b) through (g) then type in the URL.  Links can be placed in multiple classes with one click using the “Ctrl” key.

Contents Section: (where you add information such as class syllabus, rules, tests, assignments etc)  

5. Adding a document in the contents or news section, same process)

Note: you may wish to type directly into the box provided for one or two sentence documents, BUT to be able to use features such as spell check, font and keep documents from year to year use WORD as shown below.

     WORD documents are created and saved before going on Edline. 

a. Open WORD 

b. Open File you are going to use and put on your Edline Site

c. Click Save As and choose web file (this will make the file viewable to anyone with web access (even if they don’t own WORD) and save. You will now have two documents one in WORD and the one with the “E” for the Internet.

d. Log on to Edline 

e. Click on the Edit in the Contents Section
f. Choose Add a Document
g. Title the document ex: Class Rules.

h. Choose Browse and open your “E“document and Import.

i. Update and the document will be on the web.

     Note: these documents can be placed in multiple classes with one click using the  

    “Ctrl” key.     

Edline Definitions:

Document:

A document is something that you want other people to read. A document can have text and one picture. Examples of documents are: a school announcement, a homework assignment, or a student's grades.

Folder:

Folders in EDLINE are similar to folders you use in real life. They are a way to keep related things together. A folder can hold documents (like homework assignments) or it can hold groups (for example, one folder could contain all the after-school activities).

Group:

Groups are an online version of the organizations in your school (like classes, clubs, sports teams, activities, etc.). A group has a home page where it can display news, links, and other kinds of documents. A group also has members (for example the coach and the players on the football team are members of the Football group.)

