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Using School In Sites 

1. Navigate to http://gms.gcschools.net   Navigate to your individual page through the menu, or 
                                                                          by using the address scheme below.                                  

                                                                          I have set all the teacher sites to  
                                                                          http://gms.gcschools.net/(lastname)    

 

2. Click on the Staff Only button. 

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

 

3. Log into the Program 

 In the first field, type your full email address. 

 In the second field, type your password. 

 You should have received an email with this information. 

 

 

If this is the first time   

you have logged in, you  

will need to change 

your password. 

 

http://gms.gcschools.net/
http://gms.gcschools.net/(last
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4.  From the drop down menu, (Choose an area) select the area that want to work in.   

Note:  The choices available here will vary depending on what pages you have been given access to. 

 Select Teachers Section 

 

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

Note:  These are your options; none will actually show 
on your complete page unless you have included some 
information on the page. 
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To change your picture or other basic information, Click on General Info.  Make your changes and click 
update. 

 

 

 

 

 

 

 

 

 

 

 

The Bio, Education, Class Schedule, Summer Reading List, Supply List, Class Schedule, and Experience 
pages are just basic text editors.  Just enter the information as you would in any word processing 
program.  When finished, click the Update button at the bottom of the page.  

NOTE:  You can copy and paste information from other programs.   
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In order to have any files to link to assignments, you must have the file uploaded first. To upload files, 
click on File Manager, on the far left side of the page, click Add a new Category 

 

 

 

 

 

 

 

 

 

 

 

  

 

Name the category, and then click Next. 

 

NOTE:  When 
naming keep in 
mind that this is a 
category, not the 
actual file. You 
can have multiple 
files under the 
category.  

 

First click Add New File. You will then be able to browse for the file that you want to upload, and also to 
give a title. Once you have selected the file, and it shows in the browse window, you can click Add. 

NOTE: You 
can see the 
extensive 
list of file 
types 
accepted. 
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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. 

 

 

 

 

 

 

 

 

 

  

In order to link forms to a calendar event, you must upload the form first.  
To add a form, such as a trip permission form, click on Forms . Type a name for the form and click the 
Add Form button. Once the 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. 

 

 

If you look back at your main page, you should now see the word Forms added near Files. 
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To add events to your calendar, either click on Add Event, or just click on the number of the actual date 
you want to enter the event.   

 

 

The Add Event box will open.     

Fill in all necessary information, such 
as date range for the event, event 
name, and if you want a form 
associated with the event. IE:  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 Event when you are finished. 

 

 

 

When you add assignments, using this method, they will show under the Classroom Assignments link on 
our main school site.   

To add an assignment, click on Assignments on the menu bar. Click on Add a New Assignment.   Fill in 
the information about your assignment, click the Add Assignment button. 

 


