1. Go to admin.sbschools.org in a web browser (Safari, Internet Explorer,
Netscape)
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Admin Login

You must log in to access this portion of the site.

User Name

Password

~
2. Once there, log in to the site by entering the username and password

assigned to you. The username will be your first name, then a period, followed
= by your last name (ex: peter.rattien). Make sure you do not include any spaces
in the username. The password is case sensitive, so make sure you do not have
caps lock on. Each staff member was assigned a password, but you were able to
change it once you logged in.

User Name  peter.rattien

—»

Password Pr—

3. Click the Log In button after you've entered the information.

Log In

Peter Rattien, Greenbrook School Technology and Web Coordinator (Created 2/22/06)



4. Once you've logged in, click on Message Editor
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Administrative Area

Welcome to the Adminstrative section of SBSchools.org. \
website as easily as possible.

Need help with the tools here? We have provided some q

5. In the second box, you may input the message(s) you want to appear on your
site. The first (smaller) box on top shows you how the message will appear
visually on the site. The information to the right side of the main box where
you'll input your message has html codes to insert general formatting.

Message Editor

Welcome to the Message Editor. Please click here for posting guidelines

Your current posted message Is:

2/22/06

1. Independent Reading - 15 Minutes input m

2. Math: 3 worksheets pu essage
Test on Friday

3. Handwriting: finish pages 54, 55, & 56
4. Writing: finish story map and character chart

2/22/06 We currentl
HTML codes

1. Independent Reading - 15 Minutes

2. Math: 3 worksheets

Test on Friday

3. Handwriting: finish pages 54, 55, & 56

4. Writing: finish story map and character chart

<strong>bo
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<emz>italics
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<a href="ht
target="_bl
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6. After you've updated your message, click the update button on the bottom of
the page. You may need to scroll the page down.

Update Message

7. After you have clicked the update message button, a page will appear that
says “success” if your updates were made to your web page.
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Success

Your message has been successfully updated as:

2/22/06

1. Independent Reading - 15 Minutes

2. Math: 3 worksheets

Test on Friday

3. Handwriting: finish pages 54, 55, & 56

4. Writing: finish story map and character chart

8. Check your web page in a browser (Safari, Internet Explorer, Netscape) to
ensure everything proper spelling, content, and layout of your message.

- 9. When you're done, click Log Out on the left side navigation.

Peter Rattien, Greenbrook School Technology and Web Coordinator (Created 2/22/06)



