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Make Changes to the Page You are Viewing

1. In the bottom-left corner, click the Top Divider bar (the “Last Modified” text)
(


2. Update the web page by adding/deleting information


3. Type your password in the box provided… click the Submit button
Rename, Delete, Add, Reorder, & Hide Pages


1. In the bottom-left corner, click the Bottom Divider bar (the “TeacherWeb” text)
(













2. To Rename a page

· Click the Edit Page Settings button next to the page to be renamed
· Type the Page Name in the text box
(
· Click the Save Changes button


3. To Delete a page

· Click the Delete button next to the page to be deleted
· Type your password in the text box

· Click the Delete Page button 

4. To Add a page

· Scroll to the bottom of the Update Index page 
· Click the Add New Page button
(
· Click the type of page you want to create

· Type the title of the page in the Page Name box

· Click the Add Page button

5. To Reorder Pages on the menu list
· Click the Reorder Pages button
· Click and Drag the Move button to a new location on the list
(
· Click the Save Page Reorder button


6. To Hide Pages on the menu list

· Click the Edit Page Settings button

· Select No next to Display this page on the menu: 
(
· Click the Save Changes button
Upload Photos or Documents

1. In the bottom-left corner, click the Bottom Divider bar (the “TeacherWeb” text)
(










2. Click the Page Settings tab
(


3. Scroll to the bottom of the page, click the Browse button


4. Locate the photo/document you want to upload


5. Click the Upload File button… the file will appear in alphabetic order

TIP: To delete a file, click the Delete button next to the file… click OK.
Add a File for Students/Parents to Download
1. Go to your Photos/Documents page

TIP: If you do not have one, create a new Photos/Docs page.


2. In the bottom-left corner, click the Top Divider bar (the “Last Modified” text)
(


3. Scroll to the bottom of the screen, click the Add Photo/Doc Item link


4. Type a name for the file in the Description box


5. Click the File Name pull-down arrow… select the file you want linked

TIP: To change the order of the files, click and drag the move tab to a new location on the file list.

TIP: To delete a file from the list, click the Delete link next to the file.


6. At the bottom of the page, enter your Password… click Save Documents
Want more information? View the Video Tutorials

1. Go to the Technology TIP website: www.np.k12.mn.us/TechIntegration

2. Click the TIP Videos tab


3. Click the TeacherWeb link 


4. Click the topic you want to learn about
(














