Aotess Yok Vesatt | | GETTING THE BASIDS ON YOUR PAGE

Go to the Herscher Website-

http://www.hcusd2.org Once you have access fo your page click the second icon on your page
e Locdfe the box with The arrow :>
next to ‘calendar’ choice on the mTE @ @ R This s the ‘edit the page’ in place button
menu

e Sign in using your email address o
and the password Herscher2
(you can change it once you
access your page)

e Go to your schook find your
page and begin edifing your pagel

@

\APLOAD‘NQ- F“_ES . The Headline is what your page will be called.

Templdfe- The templdfe can be selected for each page or you

You can ypload pictures and documents can have the same theme for each article.
onfo an arfticle ) .
/ . Type your text info this box. You can change the font, color
and size.

Click The submif buffon when you are finished adding text fo
your arficle

Click Insenrt

e ADDING AN ARTICLE

Adding an arficle means adding another section fo your
age

_ . Click the first icon ~ # &% & &% %
Choose local file for a file on your computer © o

(PDF, word doc.) Choose locdl image from your
compufer that you wish To upload.

ey TOMOPTOT 10, P00

file, and change hyperlink
to desired fitle. Click OK.

] _ ) Follow The steps in the section above to design page
Click on Submit arficle once you see and add text. This article’s headine will be visible on the

your hyperlink with your upload. l6ft side navigetion.




URDERINGT YOUR ARTICLES

By defauff it will be alphabeftical... You can change this.

Think of the arficles you have and humber them with the
smdllest humber being the article you want first in the list
and The largest number being The article you want last in

The list.

Click on the CS/pencil article edifor icon.
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Change the priority number. Defaulf is 100 so change To
the number you have for ordering. I persondlly ordered
mine by 100, 200, 300, efc...
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CrtaNGING YOUR PASSWORD & INFORMATION

Click your name df the Top To cusfomize your persondl
informdfion and change your password
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At the boffom you can upload an image thdt will be next to
your name in the listing of classrooms for your School.

TO EXIT AFTER YOU SAVE, Just hit the house in the
upper left

To view dll your articles and delefe if necessary:

Click The red X page.
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. WessiTe Tips

! Spell Check- To spell check your article- click PREVIEW while editing, any

" misspelled words will appear in yellow.



