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How Parents Can Use Edline

Recently conducted studies continue to confirm something we all have intuitively known — namely that
students show the most improvement as their parents become more involved in their education. In fact

these studies indicate that parent involvement in the sharing of learning activities correlates more

closely with student performance than any other factor. This important research solidifies the need for

parents to be kept up-to-date with their children's academic studies. Edline was designed to bridge the
communication gap between parents and their children’s school. Edline accomplishes this step by
making it easy for parents to find critical information quickly, and making it easy for the teachers and
other school leaders to post key information.

Some of the ways Edline can help you be involved in your child’s education follow:

Review your children's personalized Combined Calendar to view all of their tests, assighments,
athletic events, club meetings, and other school news and functions in a single calendar.

Print permission slips, student forms, and other required paperwork.

Preview lunch menus, be notified of school closings, and be alerted of any other school news
important to you.

Make your children’s education an important part of family life. Learn about your children’s
daily classroom activities from their teachers’ web pages so you can discuss them and
participate in their projects.

Help your children study by accessing the teacher's interactive classroom study guides, and
online discussions.

Track your children's grades, attendance, and other reports.

Access all your children’s information by combining accounts and signing in only once using a
single screen name and password.

Have peace of mind knowing all school data is password protected and available only to your
child and you.

¥Note: The Edline Parent Guide was designed to provide parents and legal guardians with instructions
for the most common features in Edline. For full instructions on all the features available in Edline —
including filling out forms and surveys online, changing your password, and participating in online
discussions — see the online Help. A copy of this guide is available in the help in the Edline User
Guides topic.

Edline Manual © Blackboard (formerly Edline) 2012 Page 3



How Do | Start?

You can access your school's website from any computer with a web browser, such as Internet Explorer
or Firefox.

iy Favorites | & John Adams High School Home Page [

m ©® Q HELP\ LOGIN

>

A Voyage of Excellence

JOHN ADAMS HIGH SCHOOL

m

Inclement
Weather
Procedures

Welcome New Teachers
The new teachers for the
school year Sh Full procedures
& on how we
announce
weather

conditions o

Time Magazine Feed
Top Stories

Contents

5 What Do You Think of Qur
New Website?

[_J General Info
[ Classes
[ Activities
|| Sports

Sample Edline Website

If you know the school's Edline URL address, you can type the URL address into a web browser to visit
your school's website where you will see the same information as the general public. If you want to
view private information, such as grades or your personal combined calendar, or you want to post
information to the website, you will need to sign in from the school home page. (You can also sign into
Edline through www.edline.net.)

Before you sign into Edline for the first time, you will need to activate your account.

Once you sign into Edline, you can manage your account information, use personalized shortcuts to
navigate through the program, and access user guides.

Activating Your Account

Your school will send you a unique activation code you can use to create your screen name and
password to sign into Edline. The information you receive will look similar to the following image (this
image is a sample of a parent and their child's activation code):
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http://www.edline.net/

Family of Chad Abell STUDENT ID: 9050

Sy=stem Id

PREENT'S HOTE: Enter only
{DEffice use) Name

Activation Code your activation code. This

code will allow you to sSee
2050 Chad Abell PJSR-HIMY-HTHV your child's information.

e Chad Sr. fbell HDSN-JPFP-YYNWV

Visit www.edline.net and click on the

TRActiwvate An Account™ link to get started!

Sample of Activation Code

t‘ Important: Students, parents, teachers, and other users returning to the same school as the

previous year with an Edline account will NOT have to reactivate the account. Use your previous screen
name and password.

To Activate Your Account

1. Access your school's website from your web browser and click Sign In. (You can also activate

your account from www.edline.net.).

2. Click the Sign Up link, under New to Edline?

3. Type your Activation Code and click Enter.

Enter Your Activation Code

First: Enter your activation code(s) (Click HELP above to learn more)

(Repeat this step for 2ach activation cede you wish to cembine into a single acsount)

Activation Code (‘!Enter J

. 0 Second: Make sure each code you have entered is yours

@  Adams, Kelly's Parent (at John Adarms High School)

¥ Activate This Code

Enter Your Activation Code Page

4. Make sure the activation code is yours (your name and school will be listed) and click Activate
this Code.

5. Click I Agree on the Privacy Policy and Terms of Use page.
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Activate Account

B

2

¢ [Ev| \
| = MNew Account | Choose this option ityou do not have an existing Edline screen name and password.

%; Bt e Choose this option if you already have an existing screen name and password, and you wantto access

Special Note to Parents:

infarmation with the same screen name and password.

‘Combined Accounts' allows you to access infarmation on all your children with one screen name and
pasgword.

Remember that Edline has separate accounts for parents and students. Be sure to activate your parent
account, notyour student's account.

Activate Account Page

6. Click New Account to create your user screen name and password if you have never created an
Edline account before.

Parents, guardians, and other users with more than one activation code must still choose New
Account even if they have received several activation codes at once because they can activate
them all at one time as they create their new account. Once they have created their screen
name and password by choosing New Account, they can choose Combined Accounts if they
receive more activation codes later and want to combine them into their current account.

7. Create your Edline sign in information by completing these steps:

Create your Screen Name. The name must be unique and be at least four characters long.

Create your Password and type it again in the Retype Password field. Passwords must be
at least four characters long.

Update your Personal Account information by typing your First Name, Middle Name, and
Last Name.

Click Continue to save your password and access the Manage Account page.

8. Configure your initial account settings by completing the following steps:

Click the Email Settings button to enter your email address or phone numbers. The
system will send you a confirmation email.

Upload your picture to use on your school website by clicking the Browse button in the
Profile Picture section. School staff pictures will be used in the school directory, and
students and parents pictures can be used when adding comments to the school website.

Create or select a security question to be asked if you forget your password. Type the
correct response as the Answer.

Click Save and Return to save your account settings.
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9. Click Continue to access the list of user guides.

Once you activate your Edline account, anytime you want to sign into Edline, type your screen name
and password to access your information.

Combining Accounts

There are several reasons why you may receive more than one Edline activation code:

e Parents with more than one child using Edline will receive more than one parent activation
code.

e Students who attend more than one school using Edline may receive more than one student
activation code.

If you already have an Edline account and you receive another activation code, it is recommended that
you combine the new account with your existing account so you only have to sign in once to see all
your information.

To Combine Your Edline Accounts

Parents especially will want to combine all their children into one Edline account so that the Combined

Calendar can display all their children's information.

1. Access your school's website from your web browser and click Sign In. (You can also combine
accounts from www.edline.net.)

2. Click Sign Up.
3. Type the Activation Code you recently received and click Enter.

4. Make sure the activation code is yours (you will see your name and school) and click Activate
this Code.

5. Click I Agree on the Privacy Policy and Terms of Use page.
6. Click Combined Account on the Activate Account page to combine your Edline accounts.
7. Type your existing Screen Name and Password.

8. Sign In to combine the accounts and access the website.
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Moving Around in Edline

The home page contains the basic information about the school or group website, and can include a
calendar of events, news, internal or external links, a link to email a teacher or coach, and if your
school uses compatible grading software, links to grade reports.

After you sign in, the My Edline menu will appear on the menu bar. This menu will contain the My
Classes and Shortcuts option containing links to your classes and groups (and for parents it contains a
link to their children); the My Content section with options that may include links to Private Reports
and Combined Calendar; and the My Account section which has options to manage your account sign-
in and contact information. Users can click the links from the My Edline menu to access the selected

pages.

: 4

Important: Parents must first click the name of a child in order to navigate to the Private Reports

or Combined Calendar for that child. (Once on the calendar or in the reports, they can switch between
one child and the next.) If parents do not click the name of a child, they will be seeing their own
calendar or list of shortcuts instead of the calendar, classes, and reports of one of their children. An
asterisk (*) appears next to the name of the person whose information you are viewing.

?) Park High Home Page - Mozilla Firefox

Fie Edit Vew Hstory Bookmarks Tools Help

@ 9 C fat %ht;u

é Park High Home Page | +

&

MY EDLINE

L B MY CLASSES &
SHORTCUTS

Jules Verne Demo Di...
Jules Verne High Sc...

LINKS v

EBSCO

Family Services
Library of Congress

New York Times
PBS

school locator
More Links...

SPRING SPORTS

Baseball Team
Cheers to our Regional Champs

wi.edine.net/pages/Park_tigh

B MY CONTENT

Private Reports
Combined Calendar

My Submitted Forms

» American History
» Biology
English Literature
French
Per 1 Language Arts
Debate Team
Track Team
Counseling Office
Learning through Re...

Senior Class

NEWS

Basketball Team Wins Regional
This is year 10 for the regionals Great Record

PTA Fundraising Plans

Check your school's plans and please sign up to help

What's Happening in School Construction?
Hop on in - the main entrance is opened again.

SAT scores rise
W are proud of the Junior Class new SAT record high!

Parent Information |

CALENDAR
o5,

05/20/11 Fri

05,

05

05,

Resources

19/11 Thu Parent Conferences

Cheerleading Tryouts
10 a.m. in the field house

21/118at Spring Dance
J

26/11 Thu

27/11 Fri Swimming Meet
Th

javascript:va_msViewUser(2257713111480110017)

Sample Edline Home Page in Parent's View
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How Do | View My (or My Child’s) Classes and Activities?

e From the My Edline menu, under My Classes and Shortcuts, there will be links to your own class
and activity pages. Click the one you want to visit.

e FOR PARENTS — From the My Edline menu, under My Classes and Shortcuts, point to the name
of your child you want to view, and then click the class, sport, activity, or other group you want
to visit.

How Do | Access My (or My Child’s) Homework?

You can access your homework (or for parents, your child’s homework) for a particular class from the
class page or for all classes from your combined calendar.

1. On the teacher's classroom web page, there is usually a section for the class Contents with a
folder marked as Assignments. Clicking the link opens a folder with a list of the assignments for
that class. Assignments can also be accessed by hovering over the breadcrumbs in the menu bar.

2. Students can also access homework through their Combined Calendar, and parents can access
their child’s homework from the child’s Combined Calendar, which pulls together links to all the
homework for multiple classes into one calendar.

For Parents to Cancel the Child's View and Return to Their Personal View

e From the My Edline menu, under My Classes and Shortcuts, select your name.

Viewing the Calendar for a Class or Activity

You can open a calendar from a specific teacher, class, group, or activity web page to view only that
group's specific events. For example, if relatives want a calendar of all the school's basketball games,
you can send them a link to the basketball website, or print the basketball calendar information for
them.

To View Events on the Calendar

Open the web page (school, class, group, or folder) that you want to view. There are several ways to
view the calendar events:

e Most home web pages list the calendar events with a brief summary of the event, depending on
the design layout your school has chosen to use. If there are more than five upcoming events,
the More Events link will appear. Click the More Events link for the full calendar view.

e To view a specific event from the web page calendar, click on the name of the event to open
the event details or content.
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e Click the Calendar link on the web page to open the calendar for the current month.
I

Calﬁdar

From the full calendar view you can click on an event listed to view the details.

Viewing My Combined Calendar

The Combined Calendar feature in Edline enables you to view all of your class events, assignhment due
dates, test dates, sports events, club meetings, and general school activities on a single, personalized
calendar. It can act as your To-Do List. For students, this feature is a great way to track all your
academic and extra-curricular activities. For parents, this feature helps you keep tabs on all of your
children's scholastic and extra-curricular activities. Teachers, counselors, coaches, and other school or
district administrators can monitor meetings, general school events, and their class schedules all from
their own Combined Calendar.

?Tip: If homework, assignments, or other documents are listed in a calendar, you can click on the
calendar link to view the actual content.

N MY EDLINE TOOLS Q HELP Charles Abell : SIGN OUT

Combined Calendar

Aprll 201 2 Chad Abell : Tests
<> Today Month = Week View As v Highlight v =, Print I* Export
Sun Mon Tue Wed Charles Abell <none>
g Z S 4 = = All students Tests
Math - Fractions ART - Color Wheel combiied
SCI - Wind Assignments
Chad Abell
Academics
Lisa Abell
More > Uncategorized
Events
8 9 10 1 14
15 16 17 18 19 20 21
Math - Basic Facts
HEA - Learn Diet PE - Bowling Rules
Vocabulary US - Chap Vocab
LA - Collective Nouns
More >
More >
22 23 24 25 26 27 28
ART - Relection of an Math - Chapt 8 Test
Artist
29 30 1 2 3 4 5

Note: Place your cursor over an event for more details (if available).

Example of Combined Calendar for Parent with Several Children with Tests Highlighted
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To Open the Combined Calendar

e From the My Edline menu, under My Content, select Combined Calendar. Click on any event to
view the details.

HNote for Parents: From the My Edline menu, under My Classes and Shortcuts, select the name of
your child you want to view, and then open the Combined Calendar. At the bottom of the calendar in
the View As field, you can see whose calendar you are viewing and switch between views. To view all
your children’'s schedules at once, select the All Students Combined option. This view only works on
Monthly and Weekly calendars.

Viewing Reports

Edline provides a reliable and secure platform to view your student's educational information. Personal
information, such as grades or attendance, will not be accessible without the correct account sign-in
information.

Examples of reports include grade reports, absence reports, conduct reports, and transcripts. The
viewing capabilities for these reports are:

e Students can view only their own reports.
e Parents can view only the reports of their own children.

e Teachers can view only the student grades for their own classes. In most cases, teachers will not
have access to absence reports, conduct reports, and transcripts.

e Counselors and administrators with super user (or super viewer) permissions can view the reports
of all students from all classes.

e Counselors and administrators without super user capabilities can be given permissions to view
specific students instead of all students.

4 Important: If your school or teachers do not post reports, there will be no reports available in
Edline.

How Students and Parents Can View Reports

1. From the My Edline menu, under My Content, select Private Reports for the list of reports. You
may also find the gradebook report for a particular class from the teacher’s web page.

¥Note for Parents: From the My Edline menu, under My Classes and Shortcuts, select the
name of your child you want to view, and then open the Private Reports. On the Private Reports
page, you will be able to switch the views to access all of your children’s reports.

2. Click View for the report you want to view.

The content and layout of the report will vary depending on the software used at your school.
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Emailing a Teacher, Coach, or Other School Staff

You can send an email from a specific class, sport, or activity directly from the web page. The email
will be sent to the manager of the web page, such as the teacher, coach, or club moderator. Only
users signed into Edline will be able to send email.

Questions or Comments
Send Email to the teacher: M. Mundy.

[[Click Here to Send Email |

Example of Email Section

To Send an Email Message

1. Click the Send Email link to open the Compose Message page.

Compose Message

‘ This message will be sent via Email.

< Email Delivery Options

&4 Compose Email

Please Note: you will receive a copy of this email at dzabinski@aol.com.
To:
M. Mundy

From:
C. Abell

Subject:
Qestion# 7
Message:

Use Rich Text

b

Ms. Mundy, -

Thanks for your explanation of gquestion #7. |

B8d Send Message )_( Cancel

Compose Message Page

2. If multiple teachers or managers exist and you do not want to send a message to all of them,
clear the To fields for the managers you do not want to email.

3. Type a title for the email in the Subject field.
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4. Type your email in the Message field.

?Tip: Click Use Rich Text for more formatting capabilities (font styles, bullets and numbering,
spell check, etc.).

5. Click Send Message.

Viewing Staff Directory

Your school can now include a staff directory which students, parents, faulty, and guests may be able
to access from their school or district website. From here you can view the teacher's or other staff
member's profile picture, list of classes they teach, sports or activities they manage, and any other
additional biographical information the staff member provides.

Districts and schools can determine whether or not to include the directory and whether guests that do
not log into Edline can review the directory.

To Open the Staff Directory

1. From the Tools menu of your school or district website, select the Staff Directory option.

2. If you accessed the directory from your district website, you will need to select a specific school
or All Schools from the School drop-down list.

@&  MYEDLINE  TOOLS HELP I Charles Abell : SIGN OUT
. . . ~
A Test District Directory
Staff Directory Teachers V] Administrators V] Staff
School: [All Schools =l
A M
Andersson, Mathew Mcandrews, Alana
Awong, Lonnie Modica, Hillary
Almeda, Clinton Marcial, Malinda
Abramowitz, Ted Mcphaul, Jamie
Anderson, Aimee Mounceerson, Darcy
Marcin, Earnestine
B Mundell, Mallory
Briere, Louisa
s N
Bonhomme, Liza
Breuer, Clayton Narducci, Cody
Bribiesca, Jessie Nies, Lonnie
Boves. Roxie

Staff Directory Page
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3. Click the name of the staff member to view their profile page. The names will be listed
alphabetically.

@ TOOLS Q. HELP ‘ SIGN IN

Marsha Mundy

Marsha Mundy

Science Teacher
John Adams High School

L

About Me
Mrs. Mundy has been a teacher here at John Adams High School for over 8 years. She hails from the downtowwn area
and has a Phd in Biological Studies from Jasmine University. She has been voted teacher of the year for three out of 8
years and is a married mother of 4.

Classes
Biology 1 &2 P Per. 2 - Biology Per. 5 - Biology
Biology 1& 2P Biology 1 &2 P Biology 1& 2P
Per. 6 - Biology Biology 1& 2P Biology 1& 2P

Activities and Sports

Teacher Profile

Translating Edline to My Language

Edline can be translated for non-English speaking users, so that they may continue to be kept informed
about school. The Edline translation feature updates most of the content to the selected language.
There are nearly 50 different languages to choose.

HNote: Edline uses the Google® translation tool, so in some cases, the translation results may sound
awkward.
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To Select My Language

e From the Edline menu bar, select the Translate . icon, and then your desired language.

PLEASE SELECT YOUR
LANGUAGE

Select Your Language
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