Multiple files are bound together in this PDF Package.

Adobe recommends using Adobe Reader or Adobe Acrobat version 8 or later to work with
documents contained within a PDF Package. By updating to the latest version, you'll enjoy
the following benefits:

- Efficient, integrated PDF viewing
- Easy printing

« Quick searches

Don’t have the latest version of Adobe Reader?

Click here to download the latest version of Adobe Reader

If you already have Adobe Reader 8,
click a file in this PDF Package to view it.
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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:

Place the cursor in the message text box where you want to insert the file.

Select the type of file you want to add from the Insert list below the Message text box.

Once you have selected the type of file you want to insert, click Browse.

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.
Check the box next to the name of the file you want to insert.

Click OK.

PONPE

ou

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>étre</I>.
would show up as

Practice conjugating the verbs avoir and étre.

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 size=* "> </font> <font color=" "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.

Instructor Zone Comments and Suggestions
wel claudia Valast Brochures and Presentation Materials
elcome, Claudia ¥alastro I Quizzes FAD

Classes — Activities Preferences

Surveys

Class Pages

Create a new class page [Ex] How do I set up a class roster?

My Class Pages

 NamelM . Hits

valastroaccountingl ;
http:ffwww.quia.comfpagesfvalastroaccountingl, html Edit EE 13

valastrobasicpage
http /S www. quia. corndpagesfvalastrobasicpage. htrnl EE iz
B 4

valastrobcisl
http: /S www. quia.comfdpagesivalastrabeis1, html
15

Edit
Edit

:t?::!?.li’twr»?wt.':li.lsiaz. comfpages/valastrobcis2, html EdiE E E
Edit
Edit
Edit

valastrobrisonepage
http S www, quia, camdpages/valastrabcizanepage, html Em 3z
(=il

valastrohome
(& 16

http:ffwww.quia.comfpagesivalastrohorme. html

valastroitc
http s www, quia, cormd pagesivalastroite htral

Click on ADD EVENT

My Calendar

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

Section I: Event Informuation
Enter a title and notes for vour event,

Title

Notes

Section 2: Date and Time
Specify a start time and duration for your event.

Event date April v (11 s 2006 »

This event does not have a start tine or duration. Example: birthday retrunder.
Start time 8 %00 %|AM |+

Dharation O *|hours |30 % | mirtes

Section 3: Class pages
select the class page(s) on which thiz event should display. If vou do not assign this event to a class
page, then it will be a private event that only you can wnew.

[valastroaccounting 1
[lwvalastrobasicpage
[Jvalastrobeis
[walastrobcis2
[Jvalastrobcizonepage





Section 4: Repeating Evenis
If thiz event repeats, choose the frequency at which it repeats and the expiration.

Frequency

@ Do not repeat this event

O Daily
Eepeat every |1 day(s)
O Weekly
Eepeat every |1 week(s) on
Cl3unday  [Monday [ Tuesday [Wednesday
(I Thursday [IFnday [ Saturday
O Monthly
@ Eepeat on day |11 ¥ |of every |1 month(s)
O FRepeat on|2nd ¥ | Tuesday % of every |1 month(s)
O Yearly
@ Repeat on every | Aptil V11 |
C'Repeat on [2nd * || Tuesday “ | of April W
Expiration
@ Mo end date
O Repeat event until | May ¥ [11 % || 2006 »

[Dnne ][ Cancel l

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.”

New to Quia Web?

P Cresie pour owm... What does Quia Web offer? ubscribe
Tour Quia wWeb now, SIJ_ be '

Get 2 FREE 204

i
| Fargok yaur usemanie
Iﬂ Sl oL O e Forgok waur passwords

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.”

Create a Quia Web account: (no

credit card required)

Welcome to Quia. To create your account, please fill out the fields below,

Account type
O Instructor

O student

Select 3 username |

Choose a password |

Retype the password |

Your first name |

Your last name |

Your e-mail address |

and understood our Privacy Policy.

By submitting this information, vou indicate that you agree to Quia's Terms of Service and have read

Create my account

Quia

Create a New Account

C.Valastro 2005-2006



http://www.quia.com/web



Enter in the activation key field as shown below. Double check

your entry and click on Go.

Your account is now active.

% Home Instructor Zone StudentZone Shared Activities FAQ Log Out

Basic Quizzes

n This is a trial account with 30 days remaining. To subscribe for a full ywear, click here.
Ifwour school or organization has purchased a subscription for you, please enter your

activation key:

Instructor Zone Comments and Suggestions
Brochures and Presentation Materials

Welcome, Tony Yalastro

[EB Quizzes FAD

Activities Preferences

Classes Quizzes

Surveys

Ffeaata o nam aniz | View sample activities

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.

Quia C.Valastro 2005-2006
Create a New Account






Creating a Web Site in Quia

1.

Go to www.quia.com/web and login with your username and password:

% New to Quia Web?
Create your own...

What does Quia Web offer?
Tour Quia Web now, SUbSCHbE Now!
Qi tT I
ik Get a FREE 30-day tri
Usermame: |cvalastr|:| |

reate 3 new account
Password: (11111111 N G |

Forgot gpour username?
Forgot your passwaord?

Instrucius conc

Enter >> it Zone

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.

% Home Instructor Zone Student Zone Shared Activities FAQ Log Out
Class Manager

Instructor Zone

Comments and Suggestions
Welcome, Claudia Yalastro

Brochures and Presentation Materials
I Quizzes FAQ

Classes

Juizzes

Activities

Surveys Preferences

Class Pages

Create a new class page [

How do I set up a class roster?

My Class Pages

MName [ Hits

4.  Create a new class page by clicking on the Go button to the right.
The Page Editor will appear.
% Home Instructor Zone Student Zone Shared Activities FAQ Log Out
Page Editor
Fill in each section below. Fields with a star are mandatory;
all others are optional.
When you are done, scroll to the bottom of
the screen and click Save changes.
View a sample page.
Quia C.Valastro 2005-2006

Create a Web Page



http://www.quia.com/web



5. Fill in each section, starting with Section 1 — Page Name:

Help
Section 1: Page Name A
Choose a name for your class page. This name will be used in your page's URL (\Weh address).
For exarmple, if you named your page "physics”, your URL would becorme
bt ffwewew . quia.comf/pages/physics.bhtml,

* Your page name bttpe ffwewewe . quia.comfpages)| el

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
valastroaccountingperl

valastrobcisper?2

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:

: Help

Section 2: About You

Enter information about yourself, as you would like it to appear on your class page:

# Your full name
Examples: Mrs, Marie Curle, Brof. Marle 5. Curie

What your students call you
Examples: Mrs, Curle, Prof, Curie

Your e-mail address
Example: rmcurie@siate.odu

Other information
Example: Shysics 24 instructor

Quia C.Valastro 2005-2006

Create a Web Page





7. Complete Section 3 — About Your School or Department:

Section 3: About Your School or Department

Help

Enter information about your school {or department), as you would like it to appear on your class

page, These fields are all optional:

School name

Examples: Westdale Elernentary, CSU BPhysics Dept,

School address 1
School address 2
School address 3
School phone number
School fax number

School Wehb page hitp:df

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

Fax 409.296.9596

East Chambers Intermediate
213 School Road

Winnie, TX 77665

Fax 409.296.8108

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

8.  Complete Section 4 — Your Message:

Section 4: Your Message

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

Fax 409.296.2724

East Chambers Elementary
316 East Fear Road
Winnie, TX 77665

Fax 409.296.3259

School Phone: 409.296.6100

Web Address:
www.eastchambers.isd.esc4.net

Help

Enter your message. This is the place to discuss homework assignments, upcoming exams, field
trips, projects, study sessions, and anything else that might be of interest to your students, You
can aptionally use HTML tags to control the formatting of your text. Click the Help icon to the right

to find out mare,

+

Quia
Create a Web Page

C.Valastro

2005-2006





Insert: |audio + || Browse...

+ HTML supported

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:

Help
Section 5: Colors and Formatting
Select colors and fonts for your message,

Text: Color |Black « | Font |Default | Size |Default

Background: cofor |[YWhite v

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:

Activity types:

ba battleship cb  challenge board cz  cloze crn calumns h  hangrman
e jumbled waords i3 matching, flashcard, concentration, word search ol ardered list
pa patterns pp picture perfect poOp pOp-uUps rr rags to riches sh  scavenger hunt

mg  rmint quiz

In addition, you can search for shared activities that others have created and shared,
as well as include links to your quizzes and surveys.

Quia C.Valastro 2005-2006
Create a Web Page





Section 6: Your Quia Activities
Add links to your Quia games and quizzes. If you run out of rows, click A3d more activities,,, at the
bottom of this section. This page will reappear with extra rows for you to select additional

activities, This section is optional. Note: This section is only for yvouwr Quia activities, To link to other

pages on the Quia site, enter them below, in the Useful Links section,

A= Activity

Description

A= Activity

Description

=] Activity

Description

A= Activity

Description

A= pctivity

Description

- Choose frorm list --

-- Choose frorn list --

-- Choose frorn list --

-- Choose frorm list --

-- Choose frorn list --

Add more activities. . ] [ Clear all activities...

11. Complete Section 7 — Useful Links:

This is where you can add links to your favorite Web resources.

Section 7: Useful Links
Enter a list of links for your students. If you run out of rows, press Add more links at the bottom if
this section, This page will reappear with extra spaces for you to enter more links. This section is

optianal.

2> urL

hitp:/f

Description

2= urL

hitp:/f

Description

2= urL

hitp:/f

Description

2= urL

hitp:/f

Description

2= uUrRL

hitp:/f

Description

| Addmarelinks.. | | Clearalllinks.. |

Quia
Create a Web Page

C.Valastro

Help

Help

2005-2006





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.

Help
Section 8: Hit Counter

Do you want to include a counter to track the number of hits your page receives . Mo

|:| Reset counter to zero

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.

Help
Section 9: Calendar
Do you want to include a calendar to inform students of upcoming events?
e calendar
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.
Preview changes. .. l [ Zave changes
Quia C.Valastro 2005-2006

Create a Web Page





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.
Instructor Zone Comments and Suggestions
. Brochures and Presentation Materials
Welcome, Claudia Yalastro

E Quizzes FAD

Classes Quizzes Activities Surveys Preferences

Class Pages

Create a new class page [l How do I set up & class roster?

My Class Pages
Name [¥] i
valastroaccountingl
http:ffwww, quia, cornfpagesfvalastroaccountingl, htrnl
valastrobasicpage
http /Y www, quia. cornfpages/valastrabaszicpage. htrl
valastrobcis1
httpiffwww. quia com/pages/valastrobcis1, html
valastrobcis2
http:ffwww. quia, com/pages/valastrobciz2, html
valastrobcisonepage
http: /Y www, quia. cornfpages/valastroboisonepage. html
valastrohome
http o/ www, quia, cormfpages/valastrohome, html
valastroitc
http /i www, quia, comy pages/valastroite, html

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.

% Home Instructor Zone Student Zone Shared Activities FAQ Log Out ’
~—
Class Manager

Quia C.Valastro 2005-2006
Create a Web Page






Moving or Deleting a File in Your Quia Account

To move an uploaded file into a folder:

Instructor Zone Cormrments and Suggestions
. Brochures and Presentation Materials
Welcome, Claudia Yalastro

EH Quizzes FAD

Classes Quizzes Activities Preferences

Surveys

To add a file to your account, click Upioad and then select the file from your local drive. The file will be
uploaded to the current folder displayed below. To create a new folder, click New folder. To move or delete
files and folders, first check the boxes next to them, and then click the desired action button.

Current folder: ffilesfquiafusers/fcvalastro

Name Last Modified (PST) Size (bytes)
[ [ aAccounting rename 2006/01/20 10:22:21 AM
] @ gcis rename 2006/01/20 07:34:27 AM
[0 3 Lesson Plans rename 2006/04/12 09:44:05 &M
F O Miscellansous rename 2006/01/20 07:34:56 AM

P Mrs Valastros Classes rename 2006/01/20 07:33:39 AM
ice-file.doc rename 2006/04/25 08:49:18 AM 19968
Upload | New folder ‘ Mowe | . Delete | Clear |
Disk space used: 373463 bytes\_/ Available: 4621537 bytes Total: 5000000 bytes

Movwve files or folders

Mavigate to the destination folder and click QK.

Current folder: quia/users/cvalastro

3 Accounting
3 BCIS

(1 Lesson Plans
(1 Miscellaneous
1 Mrs Valastros Classes

|DI{| | Cancel

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





To delete an uploaded file:

Instructor Zone Zomments and Suggestions
. Brochures and Presentation Materials
Welcome, Claudia ¥alastro

EH Quizzes FAD

Classes

Duizzes Activities

Surveys Preferences

To add a file to your account, click Updoad and then select the file from your lacal drive. The file will be
uploaded to the current folder displayed below. To create a new folder, click Mew folder. To move or delete
files and folders, first check the boxes next to them, and then click the desired action button.

Current folder: ffiles fquiafusersfcvalastro

[ [ aAccounting rename 2006/01/20 10:22:21 AM
F 3 pcis rename 2006/01/20 073427 AM
F [0 Lesson Plans rename 2006704712 08:44:05 AM
F O Miscellansous rename 2006/01/20 07:34:56 AM

=] Mrs ‘Walastros Classes rename 2006/01/20 07:33:39 AM

rename 2006/04/25 08:49:18 AM 19963

Costere ) ctor |
S—

Available: 4621537 bytes Total: S000000 bytes

Upload | Mew folder | Mnuel

Disk space used: 372463 bytes

Are you sure you want to delete the following?

Files: practice-file.doc

|De|eteJ Cancel J







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

Instructor Zone Comments and Suggestions
Welcome, Claudia Yalastro Brochures and Presentation Materials
'

ED Quizzes FAQ
1 Files | references

Activities

Classes Quizzes Surveys

To add a file to your account, click Upioad and then select the file fram your local drive. The file will be
uploaded to the current folder displayed below. To create a new folder, click Mew falder. To rmove or delete
files and folders, first check the boxes next to them, and then click the desired action button.

Current folder: ffiles fquiafusersfcvalastro

Name Last Modified {PST) Size (bytes)
O Ea Accounting rename 2006/01/20 10:22:21 AM
O @ pcis rename 2006/01/20 07:3<:27 AM
O [ Lesson Plans renarme 2006/04/12 08:44:05 AM
[ [ Miscellaneous rename 2006/01/20 O7:34:56 AM
[ 3 Mrs Valastros Classes rename 2006/01/20 07:33:39 AM

Upload | New folder | Move | Delete | Clearl

e used: 355495 hytes Available: 4541505 hytes Total: 5000000 bytes

Upload file

Click Browse to select a file from your local drive.
To change the file name, enter a new name after
as.

Save|

as|

Savel |[ Browse... |

as| |

Save| |[ Browse... |

as| |

Save| |[ Browse... |

as| |

Save| |[ Browse_ |

as| |

[ Unpack the files if they are valid ZIP
archuves?







myschoollife.com

1. Create Lesson Plan using myschoollife.com application.

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

myschoollife.com EAST CHAMBERS JH Welcome CLAUDIA VALASTRO
—— It's Tuesday August 22, 2006

o, oign Off |

- Teacher Options #/ None
E|—| Getting Started

.. 11 Group Similar | Week of 8/21/2006 B Plan Details Copy Prev Weel Print Week
o Classes Date Activity
i 21Add New Less Monday Tithe: Accounting | SHiEBEE
" Plan 8/21/2006  |Dbjective: Learn and dermonstrate Accounting Cycle.
i 3) Send Messag Tuesday Title: Acccounting Activity Two AGEERE |

§/22/ 2006 | Dbyective:

E|—| Lesson Plans ekt
Ohbjective Statement Two

-5 Add MWew Plan

Wednesday |Title: Acccounting Activity Three SEEBEE
-+ Edit Existing $/232006  |Dbjective:
i Delete Objective Staternent Three
& Copy Thursday  |Tite: Accoounting Activity Four =RTIENENES
' 8/24/2006  |Obyective:
- Search Chbjective Statement Four
-4 Print Friday Title: Accoounting Activity Five S ENEE

. District 8/25/ 2006  |Ohyective:
S umiculum Dhbjective Statement Five
- Bearch TEKS

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.

Instructor Zone Comments and Suggestions
. Brochures and Presentation Materials
Welcome, Claudia ¥alastro

ﬁ EH Quizzes FAQ

To add a file to your account, click Upload and then select the file fram your local drive. The file will be
uploaded to the current folder displayed below. To create a new folder, click New folder. To move or delete
files and folders, first check the boxes next to them, and then click the desired action button.

Current folder: ffiles fquiafusers/cvalastro

Name Last Modified {PST) Size (bytes)
[0 O3 accounting rename 2006/01/20 10:22:21 AM
0 @ ecis rename 2006/01/20 O7:3:27 AM
[] 3 Lesson Plans rename 2006/04/12 08:44:05 AM
[] [ Miscellaneous rename 2006/01/20 07:3<4:56 AM
[] 3 wMrs valastros Classe rename 2006/01/20 07:33:39 AM
Upload | Mew folder | | | |

Di e used: 353495 hytes Available: 4641505 hytes Total: 5000000 bytes



http://www.myschoollife.com/



Upload file

Click Browse to select a file from your local drive.
Ta change the file name, enter a new name after

as.

Sa\re| [ Browse..
a5|

Sa\re| |[ Browse. |
as| |

Save| |[ Browse.. |
as| |

Sa\re| |[ Browse.. |
as| |

Sa\re| |[ Browse.. |
as| |

O Unpack the files if they are valid ZIP

archives?

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.

% Home Instructor Zone Student Zone Shared Activities FAQ Log Out
Class Manager

Instructor Zone Comments and Suggestions
. Brochures and Presentation Materials
Welcome, Claudia Yalastro

D Quijzzes FAQ

Classes Quizzes Activities Surveys Preferences

Class Pages

Create a new class page [ How do I set up a class roster?
Name [¥] Hits
:t?:;?.l"ss"t\:.vru?wé?:Eic"al.-lcrul:'l:ﬁiﬂr:"g;gesfualastroaccountingl.html Edit B ﬁ 37
:tat:!?fsa’t\:.vru?wtr::il:.l::ngﬂ?pagesfualastrobasicpage.html @‘ ﬁ 108
:tatL?,-"s,-"E\lr:wt.':jii:.ggn?\?:;u;esfualastrobasicpagetwo.html ECE E ﬁ 127
:tatLa.l"s.l"Evru?whglusl: comfpages/valastroboisl, html Eciit E ﬁ a9
:tatLa.l"s.l"Evr:wbgluslaz comipagesfvalastrobeis2. html Edit E ﬁ 29

valastroexamples -
http:ffwww.quia. corm/pages/valastroexarmples, htrml Edit Eﬁ 100
valastrohome ;
http:ffwww. quia, cormfpages/valastrohome. html Edit Em 196

Key:

E E-rrail ﬁ Delate





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.

Section 4: Your Message

Enter your message. This is the place to discuss homework assignments, upcoming exams, field trips,
projects, study sessions, and anything else that might be of interest to your students. You can
optionally use HTML tags to control the formatting of your text, Click the Selp icon to the right to find out
more.

+ |<center= PS
<img src="files/quialusersi/ovalastro/lmagess/schedule jpg' border=0=
< foenter>

<!|--Below is a horizontal rule colored blue. If you don't want it, just highlight the code and
delete it If you want to change the color or size, adjust the values.--=

<hr color="#39CCFF" size="5">

<centers

<table border="0"x»

<trs

<td colspan="2" align="center"=«b=<font size="4">This week's Lesson Plan: BCIS
I<Aont=</b=</td>

<>

<tr>
<td=&nbsp;<td >
</

“tr=
<td width="35%" valign="top"=<b>Monday, May S</b=</td=
<td width="65%"=Complete and turn in Access Lessons 14 & 15.</d=>

< ftr=

ctrE St

“tr>

<td valign="top"==<b>Tuesday, May 9=</b>=/td=

< i orrow's exam on Access Lessons 1-15.</4d> b

Insert: [0 v | Brow

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.

Preview changes Save changes

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.
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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.





