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Part 1. Topic 

Part 1a: Learning Goal 

 At the conclusion of a three hour training session, all participants will 
demonstrate the skills to log in to a web portal, create the structure for their classroom 
website, edit a template, and enter content using an online website application for 
teachers in accordance to district requirements. Further, participants will create a 
maintenance schedule in addition to demonstrating the ability to access the web portal 
for future maintenance. 

Part 1b. Audience 

 The intended audience for this training is teachers who are creating their district 
sponsored classroom websites. This may also be used as a supplement for teachers 
who have created a site that does not conform to district protocol or for those who need 
a tutorial on how to create pages and manage content. 

Part 1c. Rationale 

 The purpose of this project is to provide teachers with guidance on creating and 
maintaining a positive web presence utilizing a district sponsored classroom website. As 
students and parents become more accustomed to using the Internet to access 
information and communicate, it is important for educators to meet this expectation. The 
activities in this project are designed for procedural learning, and utilize supplantive 
strategies with many structures in place to guide the participants through the sequence 
of creating their websites. There are some generative aspects to this project, as 
participants will get to generate their own content within a structured framework.  

 

Part 2. Analysis Report 

Part 2a. Description of the Needs 

 There are five campuses in the district. Currently, teachers at three sites have 
not created a classroom website. Review of the other two campuses indicate that basic 
sites were created at the beginning of the school year, though there were no 
established standards in place for naming protocols or basic content. Additionally, new 
faculty members at these sites have not created pages and few existing faculty 
members are updating their sites. 

2a.1: Needs assessment survey 
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 The innovation model approach was used to determine the level of comfort with 
the internet, experience with web design, and online communication.  A survey was 
emailed to the middle school faculty members (see Appendix A). The ability to respond 
via email was part of the survey, although not posed as one of the survey questions. 

2a.2: Needs assessment data report 

 The survey was emailed to the 11 core teachers that were not long-term 
substitutes and one of the 4 elective teachers. Of the four, one of the elective teachers 
is assigned part-time to another campus and has already created a page. That teacher 
was not given a survey. Seven of the eleven teachers responded to the survey. Of 
those, two printed a hard copy of the survey and handwrote their responses, as they did 
not know how to key their answers to the questions within the email using the reply 
feature.  

 

 

 The last question in the survey was an open-ended question meant to provide 
some guidance on what additional pages the teachers might want to include. The 
responses to the message they wanted their site to convey included: 1) assignments 
and homework, 2) purpose of program, and 3) supplemental activities. 

 

Part 2b. Description of Learning Context 

2b.1: Learning context 

0 1 2 3 4 5 6

Have created a webpage
Basic computer use skills
Integral part of teaching

Low Internet usage
Comfortable & frequent Internet user

Have used video chat
Know about or use RSS feeds
Intended audience - Students

Intended audience - Parents
Intended audience -Combination

Intended audience - Not sure

Middle School Survey Results 
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 The district added the contractual requirement that all teachers maintain a 
district- funded classroom website. As a result, teachers are being asked to do 
something new that they do not have the requisite background skills to do without 
instructions. The primary target will be the middle school staff and then extend to the 
rest of the district for new hires.  The needs assessment survey revealed that only one 
of the continuing teachers has experience in creating a website using a WYSIWYG 
online application. To meet the district’s expectation, the teachers need training on 
accessing the portal as well as the expectations for content.  To facilitate the training, 
learners will use the middle school’s computer lab during professional development 
workshop(s), either afterschool or during the summer institute. The computer lab is 
equipped with 28 workstations; a Promethean board with a projector connected to a 
teacher’s workstation, along with access to the Internet and shared district drives.  

2b.2: Transfer context 

 The learners will be able to immediately apply the skills learned during training to 
create and manage their websites. The experience can then be transferred to creating 
web pages for course content to be used in a whole group or small group setting or for 
individual student use.  

Part 2c. Description of the Learners 

The needs assessment survey revealed that only one of the teachers had any 
significant experience in creating or managing a website. Overall, the teachers have 
limited technology skills and those who do have more advanced skills are only proficient 
with a single tool. In their classrooms, all of the teachers in the district have Promethean 
boards (SmartBoards for those at the high school), a desktop computer, along with a 
district-assigned laptop. All of the teachers currently use an online student management 
system and input reading scores into an online database portal, so they have some 
familiarity with working in an online environment. The demographics of the middle 
school faculty are quiet varied. Currently there are 20 teachers at the middle school: 

o Two 23 year old teachers just out of college fairly computer literate and gung ho. 
o Two 20+ year veteran teachers that use computers, Promethean boards, and 

PowerPoint, but don't really enjoy computers 
o One 30 year veteran teacher that is very comfortable with specific technology 
o Thirteen second career teachers with 2 to 4 years teaching experience, having 

varying levels of comfort with computers. All use Promethean software, email, 
Internet resources, and productivity software. 

o One veteran teacher that is close to retirement who is NOT computer literate. He 
barely manages email and the student management system and does not use 
any productivity software.  

o One teacher with 20 years teaching experience, 16 of them in computer labs. 
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Part 2d. Task Analysis Flow Chart 

 

 

 

Part 3. Planning 

Part 3a. Learning Objectives 

 At the conclusion of three hours of training, all middle school teachers will 
develop the skills to log in to a web portal, create a classroom website and edit the 
content using an online website design application, in accordance to district 
requirements.   
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All participants will be able to state and demonstrate: 

1.0  I can produce a completed website planning template with all of the district’s 
required elements. 

1.1.  I can select at least 2 additional pages that I want to include in my website. 

1.2.  I can compose the narrative for my pages and collect supporting 
resources. 

2.0  I can successful login to a district computer that is not my assigned desktop 
computer. 

3.0  I can open an Internet browser and navigate to a given website address. 

4.0  I can create a website on the specified site that follows the naming and domain 
conventions that contains all the required site elements established by the district. 

 4.1  I can login to the website with the username and password provided. 

4.2  I can setup my website name and address in accordance to district 
protocols. 

4.3  I can select an appropriate theme and templates for my website that comply 
with district and school expectations. 

4.4  I can use the information I compiled from my teacher profile and additional 
pages to create my web pages using the web portal templates. 

5.0  I will establish a schedule for maintaining my site, and enter a reoccurring calendar 
event in my district outlook account. 

6.0  I can edit information in my website to keep it updated. 
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Part 3b. Objectives and Assessment Matrix Table 

 

Learning 
Objectives 

Bloom’s 
Taxonomy 

Classification 
Format of 

Assessment 
Description of 

test form Sample Items 

1.0 Synthesis Paper & Pencil 
Short 
answer/essay 
questionnaire 

Compose the introduction to 
your class; include information 
such as the rules, grading 
policy, and class expectations. 

1.1 Application 
Constructed 

Answer 
Observation with 
checklist 

At least 2 different content 
pages are selected from the 
following options to include in 
your website. 

1.2 Synthesis Essay Rubric 
Content is informative and 
provides reader with the 
essential information. 

2.0 Application Performance 
Observation with 
checklist 

Demonstrate successful login 
without assistance. 

3.0 Application Performance 
Observation with 
checklist 

Demonstrate navigation to 
website without assistance. 

4.0 

4.1 

4.2 

Application Performance 
Observation with 
checklist 

Provide accurate URL for newly 
created website. 

4.3 

4.4 
Application Performance Rubric 

Website has appropriate theme 
that is evident and pages that 
includes all required district 
elements. 
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4.5 Synthesis Performance Rubric 

Content is informative and 
provides useful educational 
information for students and 
parents. 

5.0 Application Performance 
Observation with 
checklist 

Recurring calendar event is 
created in district Outlook 
calendar. 

6.0 Evaluate Performance Rubric 
Content is up-to-date and 
includes the date of the update 

 

 

Part 3c. ARCS Table 

ARCS Motivational Strategies Plan 

ATTENTION 

A.1 Perceptual Arousal 

Create slideshow of sample pages to run in background while participants get signed in 
and settled. 

A2. Inquiry Arousal 

Use brainstorming for design features that are appealing or annoying when browsing a 
website. 

A3. Variability 

Change presentation mode from standard PowerPoint to Prezi, Wix or Captivate, 
include live survey, change your location in room, and instructional format 
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RELEVANCE 

R1. Goal orientation 

Use survey results to explain how the training session will address participants’ needs 
in designing their websites. 

R2. Motive matching 

Participants select templates, pages, layout, and graphics 

R3. Familiarity 

Compare completing the page templates to filling out a form online 

  

CONFIDENCE 

C1. Learning requirements 

Advise or restate learning goal 

C2. Success opportunities 

 Sequence instruction to increase in difficulty starting with login procedures and account 
creation. Acknowledge individuals on completion of steps (account setup, template 
selection, and page completion) and for collaborating with other participants. 

C3. Personal control 

Remind participants they are in control of their website design and content 
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SATISFACTION 

S1. Natural consequences 

Allow participants freedom to explore options and change features while encouraging 
peer assistance. 

S2. Positive consequences 

Provide positive, specific, and timely feedback. Encourage peer feedback. If time 
permits allow participants to select the top sites designed during the training. 

S3. Equity 

Provide equal individual recognition at the completion of steps, and at non-scheduled 
times.  Solicit questions from all participants 

  

Part 4.  INSTRUCTOR GUIDE 

Introduction 

Create a slideshow of existing teacher homepages. Introduce the purpose/goal of the 
training and how the training will help the participants meet the district requirement to 
create and maintain a classroom website. 

Reassure participants that the process of creating a website using a design-view 
template is similar to completing a lesson plan using the district template or an online 
form. 

Brainstorm with participants about the characteristics that they find appealing or 
annoying when browsing a website, and what features are most helpful. Solicit input on 
what they want to accomplish with their websites. 

Provide participants with an agenda, a copy of district expectations/rubric. 

Body 

Solicit input from participants about experience using the internet to complete 
applications, and about use of internet. Compare experience to creating website using 
the web portal. 
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Present web URL and refer to sample sites created by teachers. Walk participants 
through the login procedure and site setup. 

Have the teachers save user information, log off and back in to the web portal. Once 
they are logged in provide time for them to explore and select the theme and templates. 

Refocus participants on expectations for the training. As a group, have each participant 
create their homepage using the questionnaire/template completed prior to session. 

Circulate and work with individuals asking questions and prompting as needed.  As 
participants complete the homepage, solicit responses from a various members of the 
class on what they felt was easier and what was more difficult. For the difficult tasks, 
have them share how they worked through the issues. 

Have participants create the additional required page and compose the text of the 
pages.  Have the participants practice toggling between pages.  Remind participants the 
pages are not static and need to be updated regularly. 

Conclusion 

Summarize and review the login procedures, the steps to create a page, and edit web 
content. Reassure participants that they can refer to session handouts to make changes 
to their site. 

Discuss how they can use the website as a classroom tool for the upcoming school 
year. 

Have participants determine a maintenance schedule for their websites, and create a 
recurring Outlook calendar reminder in the district account. 

Have each participant use the expectation rubric to rate their website, and identify areas 
of strengths and those that need to be edited or strengthened. 

Provide Feedback and identify those who would like continued support. 
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Part 5. Learner Content 

Part 5a. Learning Materials 

Participant Guide: 

Prior to workshop 
1 Gather information to use for your classroom 

website. 
a Complete the questionnaire template 

located on the shared district “P” drive and 
compose the narrative for your site pages. 

i Open My Computer by clicking on 
the Start button to expand the dialog 
box, and then select My Computer 

ii Select the “P” Drive from Network 
Drives 

iii Navigate to My Website folder and open the website template 
document. 

b Gather the supporting documents you want to include in your site: 
curriculum map (link?), course syllabus, assignments list, lesson plans, 
etc. (Optional - digital copy of your photograph) 
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Upon arrival at workshop training session 

1 Log on to the computer 
a When using a district desktop computer, at the login screen, enter your 

username and password to get to the desktop. If you are using a laptop, 
start the computer and proceed as normal to the desktop. (Make sure the 
wi-fi is configured to access the network. If your laptop is not configured, 
see the presenter or technical support personnel for assistance.) 

2 Navigate to the web portal 
a Open an Internet browser (Chrome, Firefox, Internet Explorer, or Safari) 

i Locate the browser icon on your desktop or locate it through the 
Start menu. 

b Enter the URL www.myteachersite.org  in the address bar of the 
browser. 

 
3 Obtain username and password from My Teacher Site 

a Enter your district email address in the Email 
dialog box.  

b Click on “Please Send Password.” 
c Log in to your district email account to retrieve your username and 

password for My Teacher Site. 
i Open a new tab in your browser (click 

on the plus sign in Firefox, the small 
empty tab in Chrome or Internet 
Explorer) or new window in Safari 

ii Navigate to the district home page by 
entering the URL busd40.org.  

iii Under the Quick Links heading, click on 
Employees, and select Outlook Web 
Access.  

http://www.myteachersite.org/
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iv In the new window or tab enter the domain with username, then 
your password.

 
v Open the email from the webmaster and get your My Teacher Site 

username and password. 
4 Toggle back to the My Teacher Site tab/window 

a Enter your username and password to access the user 
portal. 

b Click on the “Click to Login” button. 
5 Enter your teacher website and security information 

a From the Administration section on the left side of the window, select My 
Profile under Site Management. 

b Website address: enter your first initial and last name with no spaces in 
lowercase letters (i.e. flast). Select MyTeacherSite.org is in the drop-down 
menu for the domain selection box. 

c Teacher Information: for the Site Title enter your title and last name (i.e. 
Mr. Site). 

d For Site Title (Row 2) enter the grade level and subject(s) taught. 
e The Site Title (Row 3) is optional 
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f In the First Name box enter your first name or preferred name (i.e. if your 
name is Michael but you prefer Mike). 

g Next, in the Last Name box enter your last name 
6 Enter Security Information 

a For your password select something you will remember. This password 
does not have to be one you use for your district login or Infinite Campus. 
Take note if you are using capital or lowercase letters when entering the 
password. Please note school personnel do not have access. 

b Confirm your password by entering it a second time. 
c Verify your email address is correct 
d Save your settings by clicking on the SAVE INFO button 

in the lower left area beneath the Email dialog box.  
7 Return to the My Profile area to select Page Design 

a Choose the design you want to start with by clicking on the desired 
theme’s radio button. This can be changed later simply by revisiting this 
page and selecting a new theme. 

b Click the SAVE INFO button. 



EDTECH 503 – Instructional Design Project 
 

Edwards | 17  
 

Refer to My Teacher Site User’s Guide for step-by-step instructions 
on selecting pages, entering or uploading new content, and editing. 
 

8 Select pages to add to your site 
a District required elements: 

i Welcome Page 
ii Lesson Plans 
iii Curriculum 
iv Assignments 
v Links 

9 Enter/edit content. 
a Use the template questionnaire completed prior to workshop to compose 

page content. 
i Upload files or enter text 
ii Activate page when page is complete 

10 Establish maintenance schedule 
a Determine a routine maintenance schedule (i.e. 

weekly, bi-weekly, or monthly) that will keep the 
content current. 

b Create a calendar reminder in Outlook 
i Log back into your district Outlook account 

using the Outlook Web Access portal. 
ii Click on Calendar  
iii Select New to create a new event 
iv Enter the Subject and your start date and time. 
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v Click on the Recurring icon  
vi Enter the frequency day of the week, and end date for the 

reminders. This information can be edited later if necessary. 

 
 

11 Login to site to enter or edit content as needed to maintain current 
information for site users. 

 

 Part 5b. Assessment Materials 

 Part 5c. Technology Tool Justification 

 

Part 6. Formative Evaluation Plan 

Part 6a. Expert Review Plan 

         The first SME is the webmaster for her Alma mater’s alumni association. She is 
familiar with designing webpages using templates and has the necessary background to 
find overlooked prerequisite skills or steps.  In her former career as a mechanical 
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engineer in product design, she worked with the creation of many manuals and spec 
sheets. Her experience with technical writing will be very valuable as this first review is 
to find the glitches in the materials. She is also a trained reading teacher, and does an 
incredible job with think-alouds.  These skills will enable her to view the materials from 
both an instructional and learner viewpoint. The assistant principal, who is in charge of 
staff development, and is a former school-improvement specialist, is reviewing the 
instructor's presentation and participant guide to determine the effectiveness and 
providing input/oversight on the expectation rubric. 

 Was the questionnaire/template aligned to the website templates? If not what 
changes would you recommend? 

 Was the instructor’s presentation easy to follow? What changes would you 
recommend? 

 Does the expectation rubric make sense and meet the districts requirements? 

 

Part 6b. One-to-One Evaluation Plan  

 For the one-to-one evaluation I have asked two people to review the materials. 
The materials should be to the evaluators by May 1, 2013. The first is a member of our 
Technology Department and oversees the “help desk” for the district. He assists the 
district faculty with technology related questions either via phone, email, or in person. 
The second reviewer is one of our special needs teachers. He is very attentive to details 
and picks up on nuisances that may be problematic for those with different learning 
styles. These traits are valued for one-to-one evaluation according to Chapter 19 of 
Instructional Design (Smith & Ragan, 2005). 

The areas of focus for this evaluation are: 

 What grammatical changes do you suggest? 

 Was there any wording that should be changed to clarify the directions? 

 What steps did you find difficult to follow? 

 Did the steps follow a logical sequence? 

 

Part 6c. Small Group Evaluation Plan 

 After making the recommended edits to the materials, a small group of teachers 
will use the materials to work through the web site construction process. I have asked a 
two of teachers with varying experience levels to complete the project and track their 



EDTECH 503 – Instructional Design Project 
 

Edwards | 20  
 

time, effort, and note the challenges they encountered. The materials should be to these 
evaluators by May 7, 2013.The first teacher is the retiring computer applications 
instructor; the other is a recent college graduate who is very comfortable with 
technology but has no website creation background and who is willing to try something 
new. She is working on the technology review committee for the district and may have a 
different viewpoint as she works through the project. 

The areas of focus for this evaluation are: 

 How much time did it take to create your site and enter the content? 
 What are some recommendations to streamline the process? 
 Was the process made more enjoyable/tolerable by having the project materials? 
 Were the materials “user friendly?” 
 Do the materials provide enough structure without overly simplifying the 

procedures? 
 What prerequisite skills do participants need? 
 Can you recommend any prior instruction that could be given before starting the 

task to address any prerequisite skills? 
 Are the instructions clear enough for a participant without the prerequisite skills to 

be successful? 
 What changes need to be made to make participants successful in completing 

their web site? 

Part 6d. Field Trial Evaluation Plan 

 The field test, according to the text, should target approximately 30 learners. The 
intended initial group for this project is only 20 and four will have already created their 
sites after going through this evaluation process. With the limited number of 
participants, the initial instruction will be the field test. Feedback from this group is 
pivotal, as future use of the project materials will be either for small groups or new hires 
to do independently.  

Participant Feedback Form: 

1. Did you complete the template questionnaire and gather supporting documents 
prior to attending this event?    Yes     No 

 
2. What was your overall impression of the information provided? (Check the 

statement that best applies) 
 I learned many new things that will be useful to me 
 I learned a few new things that will be useful to me 
 I learned new things, but nothing of use to me 
 I did not learn anything new, but how to apply it to this context 
 I did not learn anything new and was disappointed 
 Other:  ___________________________________________________ 
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3. Did the workshop meet the learning goal? 
 Yes, this workshop met the learning goal 
 No, this workshop did not meet the learning goal 

Explain:  _________________________________________________ 
 
   

On a scale of 1-5 rate questions 4-6: 
 

4. The workshop handouts: 
Supported presentation materials _____ 
Provided useful information _____ 
Were clear and well organized _____ 

Comments:  ______________________________________________________ 
________________________________________________________________  

 
5. The workshop was: 

Well-paced ____ 

Breaks were sufficient ____ 
Provided an good blend of instruction and hands-on activity ____ 

Comments: 
___________________________________________________________ _____ 

________________________________________________________________  

 
6. The activity was a useful learning experience _____ 

 
Comments:  ______________________________________________________ 

________________________________________________________________ 

 
7. What did you like best about this workshop:  _____________________________ 

________________________________________________________________ 
________________________________________________________________ 

 

8. What did you like least about this workshop: _____________________________ 
________________________________________________________________ 
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________________________________________________________________ 

 
9. How could this workshop be improved: 

 
Content:_________________________________________________________ 

________________________________________________________________ 

 
Materials:________________________________________________________ 

________________________________________________________________ 
 

Activites:_________________________________________________________ 

________________________________________________________________ 
 

Facilitator:________________________________________________________ 
________________________________________________________________ 

 
10. Are there things you expected or hoped to learn about that did not come up in the 

workshop?      NO       YES (explain  
_____________________________________) 

 
11. Additional comments: 
 
 

 
12. Years of teaching experience  1-3     4-7      8-15    16 or more 
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Appendix A 
 
Survey Questions: 

1. Do you have any experience in creating or editing a webpage? 

2. How would you rate your computer use skills on a scale of I can turn it on/do the 
basics to my computer is an integral part of my multi-media teaching lifestyle? 

3. What is your comfort and usage level of the Internet? 

4. Have you ever had a conversation using Skype or other video chat application? 

5. Do you subscribe to any RSS feeds? 

6. Who is your intended audience (i.e. parents, students, co-workers, or a 
combination)? 

7. What is the message you want to convey with your website? 
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Appendix B 

Welcome to MyTeacherSite.org 
MyTeacherSite.org is a web‐based system for creating teacher and classroom Web 
sites. This system is built to give you control of your content so that you can readily 
communicate with students and parents. 
 
My Profile 
Now that your account is established, you are ready to create your site. We need to 
begin in the profile to set up the information about your site before we create pages or 
content. Once you are in the administration area, click “My Profile” in the left navigation. 
(Fig 1) 
 

 
Figure 1 
 
On the profile form, please fill out information in four different areas: Web site 
information, teacher information, security information, and page design. 
 
Web site Information: 
The first, Web site information, asks for your desired web site address (this is your site’s 
URL). This is what people will type into their browser in order to visit your site. The 
address consists of two parts: the sub‐domain and the domain. The subdomain is the 
unique part of the address that you can create to make your site easy to find. You may 
want to choose part of your name (mrheinlan, jprice, etc), a class name 
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(mrsmithenglish, msjonesmath, etc), or something else memorable (apple, 
wisebeardman, etc). 
 
The second part of the address is the domain name. There are several to choose from 
and you may select any of them that are listed. Putting these two parts together, 
separated by a dot, will give you your site’s address. (http://subdomain.selectedDomain) 
In the example listed, the URL is: http://apple.myteachersite.org – notice that there is no 
“www” in the address. (Fig 2) 
 
Teacher Information: 
The second area is the teacher information. The first three areas, the site titles, will 
show up in the header of your site. Be sure to preview the site after completing the 
profile to be sure that the text you entered fits nicely into the design you chose. Each 
design is different and some allow for more space than others. (Fig 2) 
 
Security Information: 
Next, we have security information. You will need this username and password to log 
back into the system once you have left. Be sure to keep it safe as anyone who has it 
can edit the information on your Web site. (Fig 2) 
 
Page Design Options: 
Finally, we have the page design options. There are several to choose from and more 
are added regularly. You may change the page design at any time, but be sure to 
preview your site after the change to be sure that you like the look of the header and 
navigation areas. (Fig 2) 
 
Once you have completed the form, click the “Save Info” button at the bottom. 
 

 
Figure 2 
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Add New Page 

Next, click on the “Add New Page” button in the left navigation to begin creating your 
site’s pages and content. (Fig 2) 
 
This will bring you to a page where you select the types of information that you want on 
your page. The different types to choose from are Announcements, Assignments, 
Events, Galleries, and Resources. Let’s look at each one in detail: 
 
Announcements: consists of a title, date, image, and announcement text. An 
announcement is meant to be more important information that needs to be 
communicated. They tend to be located closer to the top of the page than other 
information types. 
 
Assignments: each assignment consists of a name, date assigned, date due, 
description and an associated file and image. Assignments are meant to be just that. 
Either in the form of a worksheet in pdf format attached to the assignment or written out 
in the description (i.e. Read pages 37‐42.) or both.  
 
Events: events are versatile and useful. They consist of a name, date, post date, 
remove date, all day event switch, start time, end time, description, and associated 
image. The post date and remove date are especially functional as they allow you to 
pre‐build content that will s how in the future (on your post date). This can be used for 
assignments for the week or month, etc. Events can also be used as a team schedule, 
historic date notice, holiday notice, assignment reminders, etc. If you would like to have 
your events show up on a calendar, select the calendar page type. Other page types 
have events, but will show in list form. 
 
Galleries: galleries are designed to spotlight photos and other images. Creating 
galleries consists of two steps. First you must create a gallery (consisting of name and 
description), and then you can add photos to the gallery (consisting of image, display 
order, and caption). They will show up as a series of thumbnail images that can be 
clicked on to see the whole photo. You do not need to create the thumbnail images; 
these will be created for you automatically. 
 
Resources: resources are groups of links, so like creating galleries, there are two 
steps involved. First we create a link group. This consists of a group title, image, and 
description. Notice that there are no links here yet. This is just the group that the links 
will sit inside. After creating the link group, you may create as many links as you like 
inside. Each link consists of a name, display order, URL, image, and description. Be 
sure to type “http://” at the beginning of the link or your link may not function correctly. 
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Figure 3 
 
Page Type 
Select a page type that uses the information that suites your needs. (Fig. 3) 
 
Selecting the page type brings you to the page control panel. Here you control the name 
of the page, its content, and how it displays in the navigation. The page you have 
created will show up as “New Page” in the “My Pages” section at the left. If you leave 
the page and want to return to manage this page, just click its button in the “My Pages” 
section. You will notice that it is gray, unlike the others. This is to let you know that the 
page is not yet active and cannot be seen by anyone on your site. (Fig. 4) 
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Page Control Center 
The page control center consists of three main areas: the header, the page information, 
and the page sections. The header reminds you of the page you are working on and the 
type of page it is. The type of page defines the sections that are available down below in 
the page section area. Here you will also see the page diagram, navigation icon toolbox, 
and the orange instruction box. Below the header is the page information area. This is 
where we tell the system about the page itself. Here we can make this page your 
homepage or turn it off and on as well as name it and its button. Below both the header 
and the page information area is the page section area where you can update and add 
information to each section of the page. 
 
Page Information 
The orange instruction box directs you to first edit the page info by clicking “Edit Page 
Info” at the top right of the first box on the page. (Fig. 4) 
 
 

Figure 4 
 
You need to set several preferences on the page information form. In order they are: 
homepage switch, active switch, display order, button text, page title, and page intro. 
Selecting the homepage switch will make this page the first page seen when people 
visit your site. The active switch must be checked for people to see the page on your 
site. Leave this unchecked until you have completed the page. The display order will 
determine where in the left navigation your page will show up in the list. If you have also 
set this as the homepage, it will override the display order to be first on the list. Next is 
the button text. This is the text that will show on the navigation button itself. Be sure to 
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be brief. The page title and page intro show up at the top of that page and are separate 
from all the other information we will add to the page. (Fig. 5) 
 
After completing the form, click “save info” and you will return to the page control center. 
 
 

Figure 5 
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Navigation Icon 
Another option that is available in the page control center (fig. 4) is the ability to add a 
navigation icon to the left of one or more of your navigation buttons. To do this, click the 
“Add Navigation Icon” in the dotted line toward the top left of the control center. Then 
you will see a page of all available icons. To select one, just click on it. If you have 
changed your mind, click “Cancel”. Once selected, the icon will show in that box as well 
as in the left navigation. (Fig. 6) 
 
 

Figure 6 
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Page Sections 
Next we will create a link group by clicking on “Add Link Group” (Fig. 4). On this page, 
we will name our group and describe the links that we will put inside. Also, we can 
associate an image to help visually identify the theme of the links in the group. Notice 
that we are not adding the links here, just creating a group in which they will reside. 
Once completed, click “save info” to continue to the page where you will add the links. 
(Fig. 7) 
 
 

Figure 7 
 
Back at the page control center we will see the new link group listed with the image and 
description. We now have three new options. We can edit or delete the link group, or we 
can create links. Click “Create Links for this Group” to add a link. (Fig. 8) 
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Figure 8 
 
On the link page, you can enter a name, display order, URL, image, and description for 
the link. The more information you provide for your viewers, the more likely they will 
know whether or not this is a resource that they are interested in or need at that time. 
(Fig. 9) Once you have completed the form, click “save info” to submit the form and 
return to the page control center. 
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Figure 9 
 
Here you will see the link group information as well as the link information you just 
added. Now you have the option of editing or deleting the link you just created as well 
as creating additional links for the group. Let’s click “Create Links for this Group” next to 
the group and add a second link. (Fig. 10) 
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Figure 10 
 
Once again, for the link we add a name, order, URL, image, and description and click 
submit. This takes us back to the page control center. (Fig. 11) 
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Figure 11 
 
On the page control center, we see the information for both links in the group beneath 
the group information. (Fig. 12) Each component type in the system works similar to the 
process we have just walked through. Both gallery and links require a group to be 
created first which you can then follow with any number of photos or links respectively. 
The other component types (assignments, announcements, and events, and freeform) 
do not require groups and just add content to the page with a single form. 
 
View your Site 
Once you have completed a page of your site or at any time that you want to check your 
progress, click on either your Web site’s URL (in the header) or the “view” screen icon 
on the page control center. (Fig.12) This will open up a new window with your Web site 
in it just as your students and their parents will see it. Here you can review how your 
information is looking and make any necessary adjustments before proceeding. 
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Figure 12 
 
Changing Skins 
It is important to preview your site in the skins that you choose as the header design 
and navigation design varies between different templates and may not suit your needs. 
You can change site design as many times and as often as you like by going to “My 
Profile” and selecting a new design. 
 
As you can see here we began with the starter skin and changed a few times until we 
found the skin we wanted. (Fig. 13) 
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Figure 13 
 
 
Going Forward 
Most importantly have fun with your site and keep it up to date. That is the key to 
making your Teacher Site a valuable tool in enhancing classroom communication! 
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Appendix C 
 

Expectation Rubric 

* adapted from Deer Park Independent School District Rubric for evaluation of teacher websites. 
http://www.dpisd.org/cms/lib4/TX01001079/Centricity/Domain/1/Rubric_for_Classroom_Websites_(2).
pdf 
 

Dimension 
Exceeds 

Expectations Meets Expectation 
Needs 

Improvement Unsatisfactory 

Content 
Relevance 

Content is 
informative and 
provides useful 
educational 
information for 
students and 
parents 

Content is 
informative and 
provides reader with 
the essential 
information. 

Content has 
minimal information 

Content is 
nonexistent, lacking 
or incorrect. 

Maintenance 
Content is up-to-
date and includes 
the date of the 
update 

Content is  current Content is obviously  
out of date 

Pages contain 
original canned text. 

Mechanics 

Formatting of text 
demonstrates 
attention to style 
and makes content 
easy to read and 
follow.  
 
Content contains no 
spelling/grammatica
l errors. 

Formatting of text 
makes content easy 
to read and follow.  
 
Content has no 
spelling/grammatica
l errors 

Formatting of text 
may cause 
difficulties in 
reading. 
 
Content has a few 
spelling/grammatica
l errors 

Reading is difficult 
due to text 
formatting. 
 
Content contains 
many 
spelling/grammatica
l errors. 

Fair Use 

Fair use guidelines 
are followed 
throughout the site, 
including proper 
citations for all 
material 

Site complies with 
fair use guidelines, 
and most non 
original materials 
have proper 
citations 

Fair use guidelines 
are generally 
followed with limited 
use of citation for 
non-original 
materials. 

Fair use guidelines 
are not followed and 
citations for non 
original materials is 
either missing or 
incorrect formatted 

Overall 

Website has an 
appropriate theme. 
The content 
exceeds the basic 
required elements 
and is easy to 
navigate. 

Website has 
appropriate theme 
that is evident and 
pages that includes 
only required district 
elements. 

Website has 
includes most of the 
required elements. 

The website does 
not meet the district 
expectations  

http://www.dpisd.org/cms/lib4/TX01001079/Centricity/Domain/1/Rubric_for_Classroom_Websites_(2).pdf
http://www.dpisd.org/cms/lib4/TX01001079/Centricity/Domain/1/Rubric_for_Classroom_Websites_(2).pdf

