Using School In Sites

1. Navigate tohttp://gms.gcschools.netNavigate to your individual page through the menu, or
by using the addresskeme below.

| have set all the teacher sites to
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2. Click on thétaff Onlybutton.

This brings up the admin portal or program for adding content to your website.

3. Log into the Program
In the first field, type youfull email address
In the second field, type your password.

You should have received an email with this information.

Greeneville Middle School
L. . . Administration Portal
If thIS IS the flrSt tlme version 3.2.7.0 [sharedcontent] X7(x64) 2008-10-31

. Please enter your email and password te enter the administration area
you have logged in, you

Email
will need to change Password
[ login forgot vour password?

your password.

IMPORTANT: Your login information is securely encrypted.
You may see warning boxes about entering and leaving a
secure site, please click "Yes" on them to continue.

If you're having trouble logging in, click here.

If you have reason to believe scmeone else knows your 1
password, please change it immediately or contact your
administrator.
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4. From the drop down menyChoose an areaglect the area thwant to work in.

Note: The choices available here will vary depending on what pages you have been given access to.
e Select Teachers Section
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Jennifer Schroeck Log Off | Change Password Feedback

-- Choose an Area -- |V|

I-- Choose an Area —
|Teachers Section |

Greeneville Middle School Administration Console

Jennifer Schroeck Log OFF

=r  From here you will be able to select the type of page(s)
- that you want to include in your site.

Note: Theseare your options; none will actually show

Greene )
on your complete page unless you have included some
information on the page.
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The Bio, Educatioiglass Schedul8ummer Reading List, Supply List, Class ScheddExperience
pages are just basic text editors. Just enter the information as you would in any word processing
program. When finished, click the Update buttortfa bottom of the page.

NOTE:You carcopy and paste information from other programs.
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In orcer to have anyifesto link to assignmentsyou must have thele uploaded first.To upload files,
click on File Manageon the far leftside of the page, click Add a new Category
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Name the categoryand thenclick Next

TeachersSection >> JenniferSchroeck >> Add File Category=

&)= @) F 1207PM

NOTE:When

naming keep in

Category [ ‘

Teaser \ ‘

T

mind that this is a
category, not the
actual file. You
canhave multiple
files under the

category.

Fird click Add New File. Yauill then be able to browse for the file that you want to uplgaghdalso to
givea title. Once you have selected the filendit shows in the browse window, you can click Add

File Category ::Tqst Files ::

Edit Category Files
Files Add New File

NOTE: You
| cLogE | can see the

extensive

list of file

Note: Acceptable file are pdf, doc. docx, rif, txt, xls, xlsx, csv, ppt. pptx. pps. swi. jpr. gif. mpeg, wmv, mp3. mp4. mov. pub, f . notebook. types

xbk. ink
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Once the file has been added, you can go back to your main page and you will now see that you have
Files.
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In order to link forms to a calendar evengwymust upload the form first.

iTo add a form, such as a trip permission form, click on Forms . Type a name for the form and click the
Add Form button. Orecthe form is created, click Upload to upload an already created document, or
Copy and Paste, to open the text editor to enter the information. Be sure to click the Update button
when finished.
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If you look back at your main page, you should now seeantord Forms added near Files.



To add events to your calendar, either clickAsid Eventor just click on the number of the actual date
you want to enter the event.
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The Add Event box will open.

Fill in all necessary information, such
asdate range for the event, event
name, and if you want a form
associated with the eventE: If this
were a field trip, you could have
permission form associated with the
event. Type a description of the event
in the Description box. Be sure to click
Add Eventwhen you are finished.

When you add assignmentssing this methodthey will show under th&€lassroom Assignments link on
our main school site.

To add an assignment, click on Assignmentthe menu barClick on Add a New Assignmertill in
the information about your assignment, click the Add Assignment button.



