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STEP 1: 

 

 
 

 SIGN-IN to your BLACKBOARD ACCOUNT from the BOTTOM of the 

Plainview-Old Bethpage District homepage (www.pobschools.org) 

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

 

STEP 2: 

 

 Navigate and CLICK on the USER OPTIONS option after you sign-in 

 

 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: 

 

 Click on the NEW PAGE button to create a new calendar 

 

 

 

 

 

 



STEP 5: 

 

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

appropriately 

o CLICK SAVE & CONTINUE when completed 

STEP 6: 

 

 Click on your ‘Summary Page’ tab and choose  

YOUR CALENDAR NAME to ADD your first event 

 



STEP 7: 

 

 Hover over the gray Calendar App box and click on the PENCIL EDIT ICON 

 

STEP 8: 

 

 

 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 * 

 

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 

 

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

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: 

c. Choose Question Type: CHOICE 

i. READING 

ii. WRITING 

iii. MATH 

 

 



STEP 11: 

 

 Complete the LOCATION NAME for your extra-help session 

o School & Room Number 

STEP 12: 

 

 Complete the following boxes: 

o CONTACT NAME  

o EMAIL  

 

 



STEP 13: 

- CLICK SAVE TO CONTINUE 

- If you 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 

 

- If you 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  

 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 


