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Section 4: Your Message 
 
Enter a message for your students and/or their parents. This is the place to discuss homework assignments, 
upcoming exams, field trips, projects, study sessions, and anything else that might be of interest. 
 
You can upload images, audio files, and other files to the Instructor Zone and add them to your class page. First, 
upload your files in the Files tab of the Instructor Zone. To insert a file into your class page, follow these steps:  


1. Place the cursor in the message text box where you want to insert the file.  
2. Select the type of file you want to add from the Insert list below the Message text box.  
3. Once you have selected the type of file you want to insert, click Browse.  
4. Navigate through the folder structure to find the file. Your parent folder is shown in the dark bar after the 


words Current folder. As you move through subfolders, your current folder will always be shown here.  
5. Check the box next to the name of the file you want to insert.  
6. Click OK. 


Except possibly to add line formatting, Quia does not alter your message text before displaying it on your page. 
This means that you can, if you want, use HTML tags and character entities in your message. It also means that 
there are a few symbols that you need to treat specially in order to have them appear the way you intend.  


Basic HTML Formatting 
 
You can create bold, italic, and underlined text by using HTML tags in your message. To make text bold, surround 
it with the <B> and </B> tags. For example,  
 
Papers are <B>due at 3pm today</B> in my office! 
 
would appear on your page as 
 
Papers are due at 3pm today in my office! 
 
 
To make italic text, use the <I> and </I> tags. The following text 
 
Practice conjugating the verbs <I>avoir</I> and <I>être</I>. 
 
would show up as 
 
Practice conjugating the verbs avoir and être. 
 
 
For underlined text, use the <U> and </U> tags. The sentence 
 
Finish reading <U>Crime and Punishment</U> before class tomorrow. 
 
would be displayed as 
 
Finish reading Crime and Punishment before class tomorrow. 
 
 
You can even combine tags: Putting them together <B><I><U>like this</U></I></B> would look like this.  
 


Special Symbols 
 
A few symbols have a special meaning to HTML. For example, the symbol "<" indicates the beginning of an HTML 
tag like "<B>" or "<TABLE>". If you want the symbol "<" itself to appear, you should enter the text "&LT;" 
("Less Than") instead of "<". A browser will display the text "&LT;" as "<". The text "&LT;" is called an HTML 
character entity.  
 
Here are the symbols that you should treat specially when entering your class page message:  







symbol how to enter it how to remember it 


< &LT; Less Than 


> &GT; Greater Than 


& &AMP; AMPersand 


 
 
 
Additional HTML tags: 
 
<center> Place this code around the text to be affected.</center> 
 
<font color= “     ”>Place this code around the text to be affected.</font> Or you can combine them:   


 
<font color= “     ” size= “     ”>     </font> 


 
<font size= “     ”>      </font> 
 
<p>    (gives a return with a blank line – double spaced) 
 
<br>   (gives a return with no blank line – single spaced) 








CALENDAR SETUP 
 
 
In Instructor Zone, click on the Classes tab, and then click on the Calendar subtab. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click on ADD EVENT 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 







 
Fill in each section.  When you are finished, scroll to the bottom of the screen and 
click on DONE. 
 
 


 
 
 







 
To edit or delete an event, click on the event link and make changes as needed or 
scroll to bottom and delete as needed. 








Creating a New Account in Quia 
 


 
If you do not have a Quia account, username or password, you will have to create a new 
account.  Go to http://www.quia.com/web . 
 
Click on the link “Create a new account.” 
 
 
 
 
 
 
 
 
 
 
 
 
Choose INSTRUCTOR account type and fill in all requested information.  You may 
want to choose a username you already have, and most definitely a secure password that 
you can remember.  When you have typed in all requested information, click on “Create 
my account.” 
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Enter                                     in the activation key field as shown below.  Double check 
your entry and click on Go.    


Ask for Key 


 
Your account is now active. 
 
 
 
 
 
 
 
 


Ask for Key  
 
 
 
 
 
 
 
 
 
 
You will receive a confirmation email from Quia.  It will say congratulations on your trial 
account – BUT it is NOT a trial account.  Disregard the comment. 








Creating a Web Site in Quia 
 
 


1. Go to www.quia.com/web and login with your username and password: 
 
 
 
 
 
 
 
 
 
 
 
2. Click on GO or hit Enter.  You should now be in the Instructor Zone.   
 
3. Click on the Classes Tab if not already selected. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
4. Create a new class page by clicking on the Go button to the right. 
 The Page Editor will appear. 
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5. Fill in each section, starting with Section 1 – Page Name: 


 
Notice there is a Help link at the top-right corner of each section that gives 
additional explanation as needed. 
 
 


 I recommend starting each of your pages with your last name.  For example: 
 
  valastrohome 
   
  valastroaccountingper1 
 
  valastrobcisper2 
 
 
 Your page names must be between 2 and 20 characters long, all lowercase, and 


contain only the letters a-z and/or numbers 0-9.  Spaces and punctuation are not 
allowed. 


 
 
 
 
6. Complete Section 2 – About You: 
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7. Complete Section 3 – About Your School or Department: 


 
East Chambers High School 
234 East Buccaneer Drive 
Winnie, TX 77665 
Fax 409.296.9596 


East Chambers Junior High 
1931 State Hwy 124 
Winnie, TX 77665 
Fax 409.296.2724 
 


East Chambers Intermediate 
213 School Road 
Winnie, TX 77665 
Fax 409.296.8108 


East Chambers Elementary 
316 East Fear Road 
Winnie, TX 77665 
Fax 409.296.3259 
 


East Chambers ISD 
1955 State Hwy 124 
Winnie, TX 77665 
Fax 409.296.3528 


School Phone:  409.296.6100 
 
Web Address: 
www.eastchambers.isd.esc4.net 


 
 
8. Complete Section 4 – Your Message: 
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Enter a message for your students and/or their parents in Section 4.  This is also the place 
to post lesson plans, class schedule, homework assignments, etc. 
 
You can also upload images, audio files, and other files to the Instructor Zone and then 
add them to your class page.  You need to upload your files first under the Files Tab 
before you can upload them here. 
 
This is the only part of the Quia Web template that allows you to use HTML for 
additional formatting.  This is indicated by the blue plus signs  +  .  You can find basic 
HTML formatting tags and special character information on the Help link for this section. 
 
 
9. Complete Section 5 – Colors and Formatting:  


 
10.  Complete Section 6 – Your Quia Activities: 
 
 It is best if you create your activities first.  If you create them first, they will appear 


in the dropdown menu so that you can choose them from the ‘Choose from list.’   
 
 The activity types include:   


 In addition, you can search for shared activities that others have created and shared, 
as well as include links to your quizzes and surveys. 
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11. Complete Section 7 – Useful Links: 
 
 This is where you can add links to your favorite Web resources. 
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12. Complete Section 8 – Hit Counter: 
 
 Your page can display a counter showing the number of hits received.  Simply 


select YES if you would like this feature.   
 
 
 
 
 
 
 
 
 
 
13. Complete Section 9 – Calendar: 
 
 You can add a calendar to your page by checking the “Include Calendar” box. 
 
 Setting up the events in your calendar is a separate step achieved by going to the 


Instructor Zone, clicking on the Classes tab, and then clicking the Calendar subtab. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
14. You can see the effects of the choices you have made by clicking on the “Preview 


changes” button at the bottom of the page.  If everything is as you like, then click 
on “Save changes.”  If not, make changes, preview changes again, and determine if 
you are ready to save the changes. 
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15. You can always EDIT your page at any time by returning to the Instructor Zone, 


choosing the Class Pages tab, and then selecting the Edit link for the page of your 
choice. 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Then just be sure to save changes when you are satisfied. 
 
 
 
16. When you are finished and ready to leave Quia, be sure to LOG OUT. 
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Moving or Deleting a File in Your Quia Account 
 
 
 


To move an uploaded file into a folder: 
 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
It is always best to move files into appropriate folders BEFORE inserting links to 
files. 
 







 
To delete an uploaded file: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 








QUIA TEACHER WEB PAGE EXAMPLES 
 
 
Quia Teacher Web Page Examples can be found at the following link: 
 
http://www.quia.com/pages/valastroexamples.html 
 
 
Please review each example to obtain ideas for your own format. 



http://www.quia.com/pages/valastroexamples.html






Uploading a File into Your Quia Account 
 


 








 
 
 


1. Create Lesson Plan using myschoollife.com application. 
 


2. Upon completion of lesson plan, click on PRINT WEEK as shown below. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


3. A web page version of your lesson plan will generate. Choose EDIT/SELECT 
ALL then EDIT/COPY.   Open a Word document and choose EDIT/PASTE.   Go 
to File/Page Setup and choose Landscape.   


 
Now you will be able to edit/modify the document as needed in MicroSoft Word. 
You will probably want to remove MODIFICATIONS and possibly other items. 
 


4. Save the file, login to Quia, and upload the lesson plan file into the appropriate 
Quia folder.  


 
 
 
 
 
 
 
 
 
 
 
 



http://www.myschoollife.com/





 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
DO NOT enter a new name after AS, just let it save the original document’s name in the 
Save area. 
 
 


5. The first time  you will need to locate the class page for which you want to add 
the link to the new lesson plan file.  Click on EDIT as shown below. 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 







 
6. Scroll to Section 4, and right below the section is the Insert dialogue box.  Click 


on INSERT and choose File.  Browse and locate the Word lesson plan file you 
just uploaded to Quia.  Select, click OK, and provide text anchor which will be 
the link that is clicked on in order to access the file from your web page. 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


7. PREVIEW CHANGES at the bottom of the page.  If all is as you like, click on 
SAVE CHANGES.  If not, continue editing, make changes, and repeat the 
process. 


 
 
 
 
 
 


 
8. The next time you will be uploading your revised lesson plan file. 


 
 When you go to replace the previously uploaded file with your newly revised file, 


you will likely get the option to overwrite the file.   This is appropriate and will 
keep the link viable.  







  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
There are a few arrangements of your files and folders that may cause you NOT 
to get this overwrite option. 


  
If you do NOT get the overwrite option, then simply delete the first file and 
rename the second file exactly what the first file was named, so that the link will 
still be able to locate the file. 
 
Note:  Because of various scenarios regarding popup-blockers and security 
settings, you may need to make some adjustments in your settings in order to 
upload to Quia.  Ask for assistance if needed. 





