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ACTIVATING YOUR ACCOUNT:

1.
You will need to get an activation code from me – Dan.

2.
Go to www.edline.net
3.
Select “Click here if you have a new activation code”.

4.
Type in your activation code as I’ve given it to you.


Hit “ENTER”.

5.
Your correct name should appear below.

6.
Click “ACTIVATE THIS CODE”.

7.
Click “I AGREE”.

8.
Click “NEW ACCOUNT”.

9.
Please make your screen name your first initial and last name.


i.e. dmancoff

If that is taken, add letters to your first name until you get an acceptable screenname.

10.
You may select your own original password.

11.
Click “CONTINUE”.

12.
Please enter you RBHS e-mail address when prompted.

13.
Please select a security question to prompt you if you forget your password.

14.
Click “UPDATE”.

15.
Click “DONE”.

16.
Your account is active.  You may logout or click “home” to see your new homepage.

ACTIVATING STUDENTS AND PARENTS:
1.
When you are ready to implement Edline, contact me and you will receive a packet of activation codes for all of your students.


Each packet will come with a code for the student and for his/her parent.

2.
You will also receive a “welcome to Edline” letter that you can copy and handout to parents at Open House night.  You might wish to attach activation code slips to 

this letter.

3.
At some point, the student AND the parent will need to go to www.edline.net, 

click on “Activate and Account” and use their code to get set up on edline.


See attached sheet for a handout to give to parents and students.

You may wish to take your students into a lab and have them all activate on Edline at once.  That’s what I’m doing on 9/3 in my classes in the STC.

4.
Encourage parents and students to enter an e-mail address when they activate.  That will let you contact them.

5.
Students and parents ONLY NEED TO ACTIVATE ONCE.  Thus, if the transition team has ONE teacher take care of helping the students and parents activate, the other team teacher DOES NOT have to.

Depending on what classes a student is in, it is very possible that he/she may say to you that they are already active on Edline.

FEATURES AT EDLINE:

1.
You can access your individual “class” page by clicking on the appropriate class at the left of the screen of your “home” page.

2.
You can change your password under “Change Password” in the lower left.

3.
You can see RB’s calendar by rollowing the RB Calendar link.

4.
It’s all pretty much self-explanatory (
CLASS FEATURES:

1.
Select a class.  You are now on the class page.

2.
All of the various features follow the same principle – they allow you to post files, notes, news, calendar items, etc. to the class page.


News 

= 
post announcements for the class


Calendar
=
maintain a course calendar for the class


Assignments
=
post assignment files/handouts/directions


Tests

=
post online tests


Links

=
post useful internet links for the class


File locker
=
post files just for you to access

3. When you select one of these items, it will lead you through some on screen directions about what you want to post.  They are too lengthy to reprint here.  Follow what the screen tells you – obey the screen! – and let me know if you have questions.

