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Chapter 1 - Introduction 
 

WebTools Overview 
Welcome to SchoolCenter's WebTools manual. Here, you will find information on how to easily 
create and maintain your website. Since we have already done the programming work for you, 
you do not need to have knowledge of HTML or FTP to produce an interactive and dynamic 
website. Your website will bring together administrators, teachers, parents, students and the 
community with the common goal of enhancing the educational experience. 
 

Software/System Requirements  
The only requirement for using SchoolCenter WebTools is that you have an Internet connection 
and web browser. The program can be used with a PC or Macintosh. Certain browsers do not 
support some components within SchoolCenter; complete browser information can be found 
here or you may contact Support for more information. JavaScript and cookies must be enabled. 
 

Software Hierarchy  
Before you can manage your SchoolCenter software, you must first understand how your 
district, school, and classroom sites are organized so you can effectively locate and share 
information. Just like a school district, for example, that contains administrative personnel, 
teachers, teacher aides, and students, your site functions in the same hierarchal structure. 
 

District Website 
The District website is at the top of SchoolCenterôs hierarchy. The information on the pages 
contained will all pertain to the district site. For example, within the district website, you might 
find links to the Finance Department, the Transportation Department, as well as a link to the 
School Board membersô information. The unique feature about SchoolCenterôs software is that 
the hierarchy we are using allows the sharing of information to take place. So, for example, if 
there is a message that the districtôs superintendent wants to send out to every department, 
every school, and even to every classroom, they can easily do so by using our sharing tools. 
 

School Websites 
Drilling down further into the software you will find the School sites that are situated in the 
middle of the tier. Here, while the format stays the same as the districtôs site, the information 
changes its focus to what is important to the school. For example, in a school site, you would 
find information from a principal going out to parents or information from an athletic director 
going to a football team. Within these sites, you would find links to such sites as a schoolôs 
Administrative departments, Classrooms, Clubs and Groups, Sports Zones, and Lunch Menus. 
 

Classroom Websites  
Below the School level, you will find Classroom sites located in the lower tier of SchoolCenterôs 
hierarchy. The information presented here is highly focused on parents and students. For 
example, this is where parents and students could visit a classroom blog to read and join in the 
latest discussion on current class topics. Students would also find answers to frequently asked 
questions on a Questions and Answers page. 
 

http://www.schoolcenter.net/documentation/index.php/Webtools_Manual
http://www.schoolcenter.net/documentation/index.php/Supported_Browsers
mailto:help@schoolcenter.netSchoolCenter
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Please note that whatever pages are added will stay in the site it was created unless you 
have set it up to be shared across the district sites.  

 

Class Projects/Online Projects  
The Class Projects website is at the bottom of the hierarchy. This tool allows students to 
interactively participate in class activities and effectively communicate their understanding of 
such projects. 
 

Conclusion 
SchoolCenter software is designed so that an administrator can easily control the entire district 
site. That individual can then assign someone from each school to control their schoolôs site. 
This control continues all the way down to the classroom sites where teachers can easily 
monitor the content and communication of their own classroom website.  
This format also allows site administrators to share the task of maintaining the communication 
flow. This hierarchal system provides safety checks should individuals change positions or 
locations within a district. 
 

Things to Remember  
 If you are logged in and do not work with the program, you will automatically be logged 

off after 20 minutes. You must go back and log in again.  

 The program does not support the use of the browser Back button to move around within 
the program, as doing this may cause error messages to occur.  

 If you must use the Back button, after doing so, please click Refresh or Reload. If you 
want to upload files from a floppy disk, transfer the data to your hard drive first and 
upload the files from your hard drive. The program does not respond well to information 
pulled from a floppy disk. 
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About This Manual 
This manual explains SchoolCenter's WebTools and the purpose of each feature. For more 
detailed information on how to perform a certain task, please refer to the Component Tutorials. 
 

 

Images and screenshots used in this manual may differ from your software. Browsers 
and operating systems affect how your software is displayed. Images have also been 
edited for content.  

 

How to Use This Manual 
Navigation 
This manual is set up so you can easily access the information you need with minimal effort. On 
the left side of every screen, you will find Navigation boxes. The Main Page navigation box will 
take you to a page where you can choose a manual for either WebTools, WebMail, or Grades. 
The Glossary, Supported Browsers, and Release Notes will also be located on the Main Page. 
However, if you want to directly access the main page for each manual, you can click the 
appropriate link located directly beneath the navigation box. 
 

Hyperlinks  
Within each article, you will see numerous hyperlinks. Once you click one of the links, you will 
be taken to another article pertaining to that link.  
 

Search 
This manual has a powerful search capability. In the Search textbox, you can either enter a 
word or phrase. For example, if you entered Document Manager in the field and clicked Go, you 
would be taken directly to the Document Manager article. If you entered Document Manager in 
the field and clicked Search, you would be given a list of all articles containing that term.  
 

Discussion  
At the top of each article you will notice a discussion tab. We invite you to collaborate with other 
SchoolCenter users on how to best use SchoolCenter's components for educational and 
communication purposes.  You are also invited to make suggestions on how to improve this 
manual. We do ask that you present your ideas in a professional manner.  
 

Watch  
Located to the right of the discussion tab is a watch tab. Here, you can subscribe to an article 
and/or the discussion about that article. When you subscribe, you will receive a notification 
when updates or revisions occur to the article or discussion. When you no longer want to 
subscribe to a specific article, you can click Unwatch to end the subscription. To view a list of 
articles or discussions currently subscribed to, click my watchlist located at the top of the page.  

http://www.schoolcenter.net/documentation/index.php/Webtools_Manual
http://www.schoolcenter.net/documentation/index.php/Webtools_Tutorials
http://www.schoolcenter.net/documentation/index.php/Main_Page
http://www.schoolcenter.net/documentation/index.php/Webtools_Manual
http://www.schoolcenter.net/documentation/index.php/WebMail_Manual
http://www.schoolcenter.net/documentation/index.php/Grades_Manual
http://www.schoolcenter.net/documentation/index.php/Glossary
http://www.schoolcenter.net/documentation/index.php/Supported_Browsers
http://www.schoolcenter.net/documentation/index.php/Document_Manager
http://www.schoolcenter.net/documentation/index.php/Document_Manager
http://mediawiki.schoolcenter.com/index.php/Special:Search?search=Document+Manager&fulltext=Search
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Take Note  
Within the manual, please pay special attention to areas highlighted and marked in blue text; 
these notes often contain tips or important information and reminders pertaining to the software. 
Below is an overview of those areas and what each icon means. 
 

 

These areas are for notes that a user may want to read. 

 

 

This icon refers to special information that users may find useful and save them time in 
the future. 

 

 

These warnings include things that may cause the software not to act the way it should. 
These are common user errors that users are being warned of in advance. 
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Contacting Us 
SchoolCenter's staff is always available to help you in every way possible. Here are the most 
efficient ways to get answers to your questions:  

 Review the online documentation  

 Email help@schoolcenter.net for a response within 24 hours  

 Access Live Help to chat with a SchoolCenter customer service representative 
immediately  

 
If you want to speak to a SchoolCenter representative on the phone, please call (888) 642-4448 
and ask for the Customer Service Department. 
 

Additional Contact Information 
SchoolCenter 
1075 Reed Station Road  
Carbondale, IL 62901  
Fax: (618) 351-1996  
 

http://www.schoolcenter.net/documentation/index.php/Main_Page
mailto:help@schoolcenter.net
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Chapter 2 ï Getting Started 
 

Logging In 
Logging in is the first step toward editing your web site and using SchoolCenter.  

 In order to log in, first type your URL/web address and add /admin at the end.  If your 
district or school's domain is www.schooldistrict.com, you would want to type in 
www.schooldistrict.com/admin.  If the domain is schooldistrict.st.schoolwebpages.com, 
you would enter schooldistrict.st.schoolwebpages.com/admin 

 Next type your User ID and password in the appropriate boxes. If you are unsure of your 
User ID, please contact an administrator at your school district. 

 

 
Login Page 
 

 You have the option to have the computer remember your password by selecting the 
Remember Me box, located below the login boxes. When the box is checked, the 
computer will automatically remember the password for the last user and will log that 
user back on when the page is accessed. 

 

 

The Remember Me option is not recommended for use for those working in a computer 
lab or working on a computer in which others have access.  

 

 You also have the Lost Password? option. If you forget or lose your password, you can 
click this link, enter your User ID and an alternate email address in the appropriate 
boxes, and have your password emailed to you. The admin may also reset your 
password if necessary. 

 Once you have typed in your User ID and your password, click Logon. You will then be 
at your Start Page. 

http://www.schoolcenter.net/documentation/index.php/Start_Page
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Changing Password 
After you have logged in, we highly recommend that you change your password.  
 

Locating the User Editor  
After you have logged in, you should be on the Start Page. On the left side of the screen, you 
will see My Account box. Within that box, you should see an edit pencil next to the word Edit My 
Account Settings. Click Edit My Account Settings.  
 

 
My Account 
 
A window looking similar to the one below will appear.  
 

 
Account Settings 
 

Entering Your New Password  
Enter your new password in the New Password field and then repeat the same password in the 
Confirm New field.  
 
Note that the password field is case-sensitive and that the password in each field must match.  
 

http://www.schoolcenter.net/documentation/index.php/Start_Page
http://www.schoolcenter.net/documentation/index.php/Start_Page#My_Account
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Password Strength  
To the right of the New Password field, you will likely notice the Weak, Fair, Strong, and BEST! 
boxes. These are referring to the relative strength of your password. The How do I achieve 
"BEST!" link contains the following information:  
To maximize your password security, use the following methods:  

 Make your password at least 7 characters long  

 Include at least one number  

 Use both lowercase and capital letters  

 Do not include your login in your password  
As you meet the above criteria, the password strength indication boxes will dynamically update 
letting you know how strong your password is.  
 

Finish  
After you have completed the above steps, click Done to save your changes and exit or Save to 
save your changes and continue editing in this location.  
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Accessing Your Site 
After logging in, you next need to locate the pages you have been assigned access to edit.  
 

Site Access  
After you have logged in, you should be on the Start Page. On the right side of the page is a 
Site Access box. The box contains the pages you have been assigned access to edit or view. 
Click Edit Website to navigate to the site or page you have been assigned access to edit. 
 

 
Site Access 
 

 If you do not see Site Access, you likely have not been assigned access to any pages. In 
this case, you would need to contact the site administrator who assigns access to users 
at your school and request that you be given edit access to your pages.  

 If you have more than one site listed under Site Access, you may sort the order in Start 
Page Settings, located in the Organizer drop-down menu.  

 

 

The Site Access box can be minimized. If you see Site Access but there are no links 
below it, simply click Site Access to toggle the display and show the links. If you click 
Site Access and nothing shows, or if you do not have a Site Access box, you likely have 
not been assigned access to any pages. In this case, you would need to contact the 
administrator charged with assigning access to users at your school and request that you 
be given edit access to your pages.  

 

http://www.schoolcenter.net/documentation/index.php/Logging_In
http://www.schoolcenter.net/documentation/index.php/Start_Page
http://www.schoolcenter.net/documentation/index.php/Start_Page_Settings
http://www.schoolcenter.net/documentation/index.php/Start_Page_Settings
http://www.schoolcenter.net/documentation/index.php/Organizer
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Start Page 
The Start Page is your "home" in the software. It is where you begin after logging in and has 
many important tools you can employ to make your life easier.  
 

Page Layout  
The Start Page contains links that are visible at all times while logged in, as well as information 
only shown on the Start Page itself.  
 

 
Start Page  
 

Links Always Visible  
The buttons at the top of the page, below the SchoolCenter logo, will help you navigate and 
allow you to receive online help. 
 

Site Map  
Site Map is essentially a site tier. It allows you to quickly navigate to a given section or page 
without actually loading the pages normally necessary to get there. 
 

Design  
Design is where you may change the look or style of your site. There are many themes that may 
be chosen or the design may be customized extensively using Advanced options. 
 

Organizer  
Organizer is your toolbox. These are tools for your private use. Items added or uploaded here 
are not available to the public.  
 

Support  
One of the strengths of SchoolCenter is Support. If you are ever confused about an area of the 
software, simply click Support. You will be taken to a tutorial explaining that page or 
component.  
 

http://www.schoolcenter.net/documentation/index.php/Toolbar_Site_Map
http://www.schoolcenter.net/documentation/index.php/Design_Overview
http://www.schoolcenter.net/documentation/index.php/Advanced_Page_Design
http://www.schoolcenter.net/documentation/index.php/Organizer
http://www.schoolcenter.net/documentation/index.php/Support_and_Log_Off
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Log Off  
When you are done editing the software, always click Log Off. This logs you out of 
SchoolCenter.  
 

Start Page Only  
Below the links previously mentioned are several boxes.  
 

Clock  
Your start page has a clock feature that will display the current time. You may disable this 
feature in Start Page Settings.  
 

My Account  
Login information lists your basic information. You can edit this information, including changing 
your password, by clicking Edit My Account Settings.  
 

 
My Account 
 

Site Access  
Site Access contains a link to the pages to which you have been assigned access.  
 

 
Site Access 
 

Recently Visited Pages  
Recently Visited Pages is a cache of pages in the SchoolCenter software you have navigated to 
recently. This can be useful especially if you are consistently editing several pages and want a 
quick way to get back to them. 
 

Feed Reader  
Feed Reader allows you to view RSS feeds on your Start Page. 
 

Other Boxes  
Other boxes may be added to the Start Page at Start Page Settings. 

http://www.schoolcenter.net/documentation/index.php/Support_and_Log_Off
http://www.schoolcenter.net/documentation/index.php/Start_Page_Settings
http://www.schoolcenter.net/documentation/index.php/Changing_Password
http://www.schoolcenter.net/documentation/index.php/Changing_Password
http://www.schoolcenter.net/documentation/index.php/Accessing_Your_Site#Site_Access
http://www.schoolcenter.net/documentation/index.php/Feed_Reader
http://www.schoolcenter.net/documentation/index.php/Start_Page_Settings
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Start Page Settings 
With Start Page Settings, you can choose which Organizer features you want to display on your 
Start Page and where you want them to be displayed. 
 

Adding Or Removing Items 
 To access this feature, click the Start Page Settings link in the Organizer menu.  

 To add a component to your Start Page, select the box next to that component. 
Likewise, to remove an item from your Start Page, unselect the box next to that 
component.  

 After selecting the components, you can arrange how they will appear on the page by 
clicking the black arrows to move them to either side of the page.  

 

 
Start Page Settings 
 

http://www.schoolcenter.net/documentation/index.php/Organizer
http://www.schoolcenter.net/documentation/index.php/Start_Page
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Sorting Items  
Once you have decided which side of the page you would like your features to appear, you can 
arrange the order in which they appear.  

 Click Sort located below each column. A new window will open.  

 Drag and drop the items in the order you want them to appear. You can also choose to 
put them in alphabetical order, reverse them alphabetically, or simply just reverse the 
order in which they already appear.  

 Click Done to save your sort. Click Cancel to exit the window without saving.  
 

 
Sorting Links 
 

Accessing Additional Settings  
Some components on the Start Page have additional settings that are accessed from Start 
Page Settings. Components with additional settings are indicated with a Settings icon to the left 
of the component.  

 To access these settings, click the Settings icon next to the component. For example, 
clicking the Settings icon next to Site Access will allow you to sort the order in which you 
sites will appear on your Start Page.  

 When you have finished configuring the additional settings, click Done to return to the 
Start Page Settings window.  

 

Save Settings  
 When you have finished selecting and arranging the components, click Save Settings.  

 Click Done to return to the Start Page.  

http://www.schoolcenter.net/documentation/index.php/Start_Page
http://www.schoolcenter.net/documentation/index.php/Start_Page
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Organizer 
To access the Organizer, click the Organizer button drop-down menu located at the top of your 
screen. The Organizer drop-down menu contains links to all of your Start Page options, and it 
contains links to: 

 Task List  

 Schedule  

 Notes  

 My Grades  

 Documents  

 Attendance  

 Lesson Planner  

 Contacts  

 Favorite Sites  

 My Teacher Grades  

 Feed Reader  

 Email  

 Start Page Settings  

 Media Gallery  
 

 
Organizer 
 

 

If you have selected to use Grades Online, the grades options will be listed in your 
Organizer.  

http://www.schoolcenter.net/documentation/index.php/Start_Page
http://www.schoolcenter.net/documentation/index.php/Task_List
http://www.schoolcenter.net/documentation/index.php/Schedule
http://www.schoolcenter.net/documentation/index.php/Notes
http://www.schoolcenter.net/documentation/index.php/Chapter_5
http://www.schoolcenter.net/documentation/index.php/Documents
http://www.schoolcenter.net/documentation/index.php/Chapter_5#Attendance
http://www.schoolcenter.net/documentation/index.php/Chapter_7
http://www.schoolcenter.net/documentation/index.php/Contacts
http://www.schoolcenter.net/documentation/index.php/Favorite_Sites
http://www.schoolcenter.net/documentation/index.php/Chapter_5
http://www.schoolcenter.net/documentation/index.php/Feed_Reader
http://www.schoolcenter.net/documentation/index.php/WebMail_Manual
http://www.schoolcenter.net/documentation/index.php/Start_Page_Settings
http://www.schoolcenter.net/documentation/index.php/Media_Gallery
http://www.schoolcenter.net/documentation/index.php/Grades_Manual
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Task List 
The Task List is basically a "to do" list that appears on your Start Page. You may create tasks 
to be completed by certain dates, add notes, and mark them as done when completed to keep 
a record of what has been accomplished.  
 

Accessing the Task List  
To access the Task List, click Organizer, then Task List.  
 

Adding Tasks  
 You can add a new task to your Task List by clicking Add New.  

 Replace (New Task) from the Task box and name the task whatever you prefer.  

 Choose a category for it from the drop-down menu located to the right of the Task box.  

 Click Save at the bottom to save your change.  
 
Repeat the above steps to add additional tasks.  
 

Marking Tasks as Done  
To mark a task as done, check the Done box on the line corresponding to that task, then click 
Save.  
 

Deleting Tasks  
To delete the new task, click the Delete icon. Click OK on the popup window to confirm your 
choice to delete or Cancel if you would prefer to keep the task.  
 

 
Organizer Task List  

http://www.schoolcenter.net/documentation/index.php/Start_Page
http://www.schoolcenter.net/documentation/index.php/Organizer
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Schedule 
The Schedule is a calendar feature that displays important daily, weekly, and annual events and 
agendas on your Start Page. Events can be shown in color-coded categories on a 
daily/weekly/monthly/annual basis. The feature also includes an option to display the schedule 
as a list, to show or hide details for each event, to import and export information from other 
calendars, and more. 
 

Accessing Scheduler  
To access the Task List, click Organizer, then Schedule. 
 

Add New Event  
To add a new event, click Add Event on the upper right side of the page. You will then be on 
the General Tab. 
 
General  

 Under the General tab, you can select the date of your event by either filling in the 
appropriate date in the space provided or by clicking the calendar icon and choosing a 
date from the calendar pop-up window.  

 Next, type the date of the event or click the Date Picker icon to select the 
month/day/year for the event.  

 Remove (New Item) from the Title field and type the name of the new event.  

 Add your text in the Text field or use the Advanced Content Editor (ACE). 
 

 
Schedule Event 
 

 

For more on adding text and using the ACE see Chapter 3 - Adding Content.  

 

http://www.schoolcenter.net/documentation/index.php/Start_Page
http://www.schoolcenter.net/documentation/index.php/Organizer
http://www.schoolcenter.net/documentation/index.php/Advanced_Content_Editor
http://www.schoolcenter.net/documentation/index.php/Adding_Text
http://www.schoolcenter.net/documentation/index.php/Advanced_Content_Editor
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Options  

 Under the Options tab, you can choose to make your event either an all-day event or 
you can enter in the start and end time for your event.  

 You may also choose to either show or hide the last user to edit this item by clicking the 
corresponding button. 

 

 
Options Tab 
 
Styles  

 Click the Styles tab to choose the alignment, font size, and font color.  

 Select the Border box to open the border options. Choose the desired border color from 
the Color Picker and border size from the drop-down menu.  

 Select the Background Color box to open the color options and choose the desired 
background color for this text field from the drop-down menu.  

 Click the empty Color square in each to open the Color Picker.  

 Move the cursor over the Color Picker and select the color by clicking the desired color's 
circle. You will see your choice show up in the Color box. 

 
Recurrences  

 To make the event recurring, such as a weekly or monthly meeting, or a weekly test, 
click the Recurrences tab.  

 Click Make Event Span/Recur.  

 A new screen will open giving you the option to have your event recur. If your event 
occurs on specific weeks, choose from the weekly drop-down menu whether your event 
will recur one, two, three, or four weeks.  

 Next, choose what day your event will recur on.  

 Alternatively, if you have a recurring monthly event, you may choose from the drop-down 
whether your event recurs on the first, second, third, or fourth of every month.  

 Choose what day of the month your event recurs on from the day of the week drop-down 
menu.  

 Finally, you can make your event recur every year on a specific date by simply clicking 
the Annually (every year on the same date) option.  
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Recurrences 
 
Category  

 You can bind your event to categories by clicking the Category tab.  

 If you want to add another event, you can click New Event. Your event will be saved and 
a New Event window will open.  

 You also have the option to hide or show the author of this event or to add an image.  

 In the new window that appears, simply choose the category or categories you want to 
bind your event to and then click Done.  

 

 
Categories Tab  
 
Save  
Once you have entered all of the information necessary for your new event, click Done to save 
your changes, or, if you would like to add a new event, click New Event and repeat the steps 
above. 
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Categories  
 To add a category, click the Categories tab.  

 Remove (New Category) from the Name field and type in the name of the new category.  

 Click the color square that appears next to the drop-down menu to select a color for the 
category.  

 Click Done if you are finished adding categories or Save to save and continue editing. 
 

Pulling Data From Another Calendar  
A share feature has been built into the Calendar page component so that information entered on 
these pages may be shared from classroom to district, school to classroom, and school to 
school. In this way, information may be entered in one area and shared throughout the entire 
website. 
 
Show Other  

 To share the data, you must be in Edit mode. While on the Calendar page, click Show 
Other. This will open a new window with Summary and Pull Data tabs.  

 Click the Pull Data tab to show a list of pages in your site.  

 Navigate to the page you want to pull data from, and then select the categories you want 
to place in your page.  

 Once you click Done, the data pulled from the other page will now appear on the site 
with a barrels icon located next to the information instead of an Edit icon. This means 
that you will not be able to edit the information, as it is pulled from another page. If the 
information is changed on the original page, it will subsequently change the information 
on your page as well. 

 
Removing Show Other  

 To remove the data from your page, click the Show Other tab.  

 Click the link of the page that originally held the data.  

 Clear the check box and click Done. The data will then be removed.  
 

 

Each event can be placed in up to eight different categories.  
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Notes 
Notes is an area on your Start Page where you can type events, keep a journal, or simply enter 
information for review later. 
 

Access Notes  
To access the Task List, click Organizer, then Notes. 
 

 
Edit Note 
 

Composing Notes  
To add a new Note, click Add New Note on the upper right side of the page. 
 

Editing Notes  
 To compose or edit the note, click the Edit icon located to the left of the note.  

 Choose a category for the note from the drop-down menu at the top.  

 Replace the New Note text in the Title text box with the desired title for the note.  

 Type the text for your note in the Note box.  

 Once you are finished, click Done. The screen will take you back to the Notes page 
where your edited note will be displayed. 

 

Deleting Notes  
To delete a note, click Edit next to the note, then click Delete on the lower right side of the pop-
up window. 

http://www.schoolcenter.net/documentation/index.php/Start_Page
http://www.schoolcenter.net/documentation/index.php/Organizer

































































































































































































































































































































































































































































































































