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CREATING A TEACHER CALENDAR
&

EXTRA-HELP SETUP




STEP 1:

@ PLAINVIEW-OLD BETHPAGE CENTRAL SCHOOL DISTRICT

Address: 106 Washington Avenue Plainview, NY 11803
Phone: (516) 434-3000  Fax: (516) 937-6303

v f

SignIn | Register Accessibility Contact | Site Map

e SIGN-IN to your BLACKBOARD ACCOUNT from the BOTTOM of the
Plainview-0ld Bethpage District homepage (www.pobschools.org)

O contact the Website Coordinator if you are unable to sign-in

STEP 2:

@ PLAINVIEW-OLD BETHPAGE CENTRAL SCHOOL DISTRICT

Address: 106 Washington Avenue Plainview, NY 11803
Phone: (516) 434-3000  Fax: (516) 937-6303

v f

User Options < Sign Out

e Navigate and CLICK on the USER OPTIONS option gfter you sign-in

@ PLAINVIEW-OLD BETHPAGE CENTRAL SCHOOL DISTRICT

Address: 106 Washington Avenue Plainview, NY 11803

Phone: (516} 434-3000  Fax: (516) 937-6303

Site Manager
, f My Account

User Oplions ~ Sign Out

e Choose the SITE MANAGER option to proceed


file://///pobs-inst-file5.pobs.tld/TeacherHome/bwiley/Documents/Elementary%20Extra%20Help/www.pobschools.org

STEP 3:
A) If you ALREADY have a calendar embedded on your teacher webpage;
SKIP TO STEP 6

B) If you DO NOT have a calendar embedded on your teacher webpage;
CONTINUE TO STEP 4

STEP 4:

Ben Wiley

Section Workspace

Summary

gepnt Pages Common Tools All Tools
Organize Pages Recycle Bin ‘ 5 Photo Gallery
Rename that page! [] Forms&Surveys
Files & Folders
Edit Page Don't like the name you gave to a page or see a i

typo? No worries—rename it!

Page Options

Get Link Pending Comments All Comments
Copy Page
There are no comments awaiting approval.

Total Visits

-
-

Learn more about this area.
Access our library of video tutorials, help 0.4—
articles, and other resources. -
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e (lick on the NEW PAGE button to create a new calendar



STEP 5:

* Page Name:
Visitors will see this page name in your navigation.

Wiley Calendar|

Blank Page

This page type iz a blank canvas, with a single column layout and no apps included

Blog

This page type is useful for such things as facilitaing cooperative leaming experiences and
promoting communication with parents.

& Book List
This page type is useful for displaying recommended or required books.

= Calendar
A calendar can be used for such things as homework, sport schedules, field frips and
conferences.

Department Homepage
This page type allows simple creation of a department homepage.

g

; File Library
B .
his page type is useful for policies, forms, software updates and art projects.
g Multimedia Gallery

Save & E‘u‘

e Choose the CALENDAR option as the type of page, and name it

appropriately
o CLICK SAVE & CONTINUE when completed

STEP 6:

ft Summary Tools Editors & Viewers Statistics Howdol..?

Current Pages
Organize Pages Recycle Bin Find Page

Document Viewer App Display Issue

] You may be experiencing intermittent display
Document to displav: issues with the Document Viewer App. Visit
[S‘.\ 00000014/C2ViewerApp. pdf] Browse Hot Help Topics to learn more.
STATUS  PA|

Mr. Wiley Calendar Actions w

-

¢ C(lick on your ‘Summary Page’ tab and choose

YOUR CALENDAR NAME to ADD your first event



STEP 7:
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Mr. Wiley Calendar
Last edited by Ben Wikey on September 12, 2017.
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e Hover over the gray Calendar App box and click on the PENCIL EDIT ICON

STEP 8:

Calendar App

Calendar import Events ~ EventQueue  Event Categories  Rosters

Ht : September 2018
Man . wed Th Fi sat

Sun
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e CLICK NEW EVENT to create an EXTRA HELP session

- Parents will be able to view and register for these sessions



STEP 9: Event Information

*DO NOT CLICK SAVE UNTIL ALL TABS ARE COMPLETED, STEPS 9-13 *

New Event

* Event Title:

Wiley Extra Help: 10/02/18|
Event  Recurrence Registration Location Contact Post to Calendars Viewers

Enter a start date and description for your event. If you want, you can enter a start time, end fime, end date, description and category

* Start Date: Description:
10/02/2018 - L | F~-A~A~-Ti~-|B I U S | &~ |E =E = | @
\s = £ t M — RE i=. == =
Start Time: ¥ O © ¢ d 0 Q v 5 = = E =
BAM v | 35 ¥ Please sign up for Extra-Help here.
No End Time
End Time:
9AM v || 10 v
All Day
* End Date:
10/02/2013
p
Category:
Choose a category to color-code your event
None
E Cancel | Create E-Alert

a) Name your Extra Help session w/ DATE
b) Choose your Tuesday START DATE & END DATE (these will be the same)

c) Choose your START TIME- 8:35 a.m.
d) Choose your END TIME- 9:10 a.m.
e) Complete the description field with a custom message



STEP 10: Registration

New Event

* Event Title:

Wiley Extra Help: 10/02/18
Event Recurrence Registration Location Contact Post to Calendars Viewers

If you want, you can make your event registered, set the maximum number of seats, set a last day to register. and add custom regisiration questions

#| Turn on registration for this event

* Maximum Number of Seats |10

Last Day to Register
®' | 09/30/2018
mmidd/yyyy

1 days before the event

Registration Questions 3

Custom Question

Add Quesfion

Question Type Actions

What do you need help with?Choice m

a) TURN ON registration for this event (check the box)

Cancel

‘ Create E-Alert ‘

b) Enter maximum number of seats: 10
c) Choose LAST DAY to register: SUNDAY prior to TUESDAY extra-help
d) ADD QUESTION
a. Choose Custom Question
b. Add Question - Need for extra help:
¢. Choose Question Type: CHOICE
i. READING
ii. WRITING
iii. MATH



STEP 11:

New Event

* Event Title:

Wiley Extra Help: 10/02/18
Event Recurrence Registration Location Contact Post to Calendars Viewers
If you want. you can enter location information

Location Name:

MMS B21|

Address:

City, State, Zip Code

e Complete the LOCATION NAME for your extra-help session

o School & Room Number

STEP 12:

New Event

* Event Title:
Wiley Extra Help: 10/02/18
Event Recurrence Registration Location Contact Post to Calendars Viewers
Enter a contact name and email address. If you want, you can enter a website address and a contact phone number.

Web Address:

Contact Name:

Ben Wiley

Email:

bwiley@pobschools.org

Phone:

¢ Complete the following boxes:
o CONTACT NAME
o EMAIL



STEP 13:
- CLICK SAVE TO CONTINUE

- Ifyou made a mistake, and saved prematurely, choose your

extra-help session on your calendar and choose EDIT

Additional Information:

- Once your extra-help session(s) are LIVE on YOUR calendar
(each teacher has their own calendar), parents will be able to

visit YOUR webpage and view YOUR calendar to REGISTER

- Parents CANNOT view your extra-help roster, it is private

(they only see information they input)

- Once a parent registers for your extra help, you should receive an

automated email to notify you

- Ifyou notice a parent is registering their child for extra-help
unnecessarily, you have the option of removing him/her

from your roster

- Each week, this process will need to be repeated for your NEXT

extra-help session

o Complete each Tuesday for the following Tuesday

If you have any additional questions or concerns,
please contact your building computer aide or

instructional technology coach for assistance



