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Organize Menu

My To-Dos
Step 1
Click My To-Dos.

My To-Dos

Step 2
[TTITR C3LS)  Completed To-Dos  Archived To-Dos K2 ke [=] B3]
Review Current To-Dos, Completed To-Dos, and Tg sy oo TCD: g Amr.;::
Archived To-Dos.
Step 3
Click .g. and then click Add New To Do. e e Te Bo
Add To Do (=]
Step 4 Subject Grade podcast critiques
Enter a Subject and Description of the task that s e 7& - _—
needs to be completed. o
Click “ to set a Start Date and Due Date for the
task.
. . (4 . e Q
Optional: Click 9 to set a Start Time and Due .
Time for the task. Start DaterTime (1171812009 | ) [¢% oueDaermime  [11202000 | |
optional optional
Recurrence: "IRecurring

Optional: Enter a Location or upload Attachments if
applicable.

Click Save to create the To-Do, or Cancel.

w Attachments

[ New Attachment

Attachment Name
No records to display.

Del

(Save) (Cancel)

Step 5
View the To-Do by clicking the subject link.

[T (=T ) Completed To-Dos  Archived To-Dos

Type Group
My To-Do
@ NewMedaans

DueDate  To-Do
11/20/2008  Grade podcast critigues

11/06/2009

Critique

(=I215]
ETC Attachment
NONE
0 hr 45 min oo

Step 6

You can Edit, Delete, or IVI_ark As Complete a To-Do
at any time by clicking g.

Subject
Location

Grade podcast critiques

Start Date/Time  November 18,2009  Due Date/Time November 20, 2009

Status Incol

mplete

218X

Mark As Complete

My Events
Step 1
Click My Events.

'O' My Events

Step 2
Upcom'ngEva.ms PastEvents Archived Events 2l =]
Review Upcoming Events, Past Events, or Archived ot
Events.
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Organize Menu

Step 3

Click g. and then click Add New Event.

Add New Event
Manage Places

Step 4
Enter a Subject and Description for the event.

Click - to set a Date for the event.

Click . to set a Start Time and End Time.

Optional: Select a Location if you have saved Places
or enter a Place Name, Street Address, City, State,
and Zip.

Optional: You may also upload Attachments if
applicable.

Click Save to create the Event, or Cancel.

ADD AN EVENT :
Subject Field Trip
Description 9 . % BT

B 7 U @& @& A - - Aral, Verda... ~ 11px ~

Remember to bring $4 for our field trip to the student fim festival.

AR LN

Event Details

Date 11/20/2009| ]  Start Time [9:00 AM ﬁ End Time [2:00 PM | (%) [TJAll day event

"1 Recurring appointment

Location You can either select from your - OR enter an address below:

Place Name:

Street Address:
City: State: | [Select One] 5¢ Zip:
") Add this address to "My Places”
w Attachments [ New Attachment
Attachment Name Del

No records to display.

Save Cancel

J &

Step 5

You can view the event in Upcoming Events.

Upcoming Events JLcS = S e RS Y 2 kd [=]

Type Group Date Start Time
My Event 11/20/2008 08:00 am

End Time EVENT
02:00 pm Field Trip

Location Map

My Calendar
Step 1
Click My Calendar.

So My Calendar

Step 2

Click to move the calendar view to an earlier
or later date.

Step 3

Click - to open the calendar control and then click
on a specific day to move the calendar to that date.

j Nov 2009

44 4 November 2008 ) ))
1 SMTWTTF S |
44

45 1 2 3 4 5 8 7

48 8 9 10 11 12 13 14

47 15 18 17 18 18 20 21

48 22 23 24 25 26 27 28

48 28 30
Step 4
Use the view control to change the calendar view Day  Week Month Timeline
from Day to Week, Month, or Timeline.
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Organize Menu

Step 5
Click Month to see all events for the month.

Click * ° to move the calendar view to the
previous or next month.

) osay B Nov2oos Day | Week |.Month.| Timeine

Bookmarks

Step 1

Click the Bookmarks icon.

@ My Bookmarks

Step 2

Click .g. and then click Add My Bookmark.

Add My Bookmark

Step 3

Enter a label for the bookmark link in Website
Name.

Enter the URL for the bookmark.

Enter a Description of the bookmarked website
that explains why it is useful.

Add a Bookmark
Website Name Center for Media Literacy

URL http:/fenvw. medialit.org/

Description [o - &% B3 lﬂ '5 |

/B £ U @ & A - - Arial, Verda... ~|11px ~

Resources for media literacy including an extensive curriculum kit

AR LN

Save the bookmark or Cancel.
Step 4
View the bookmark by clicking the Website Name Group Website Name

Center for Media Literacy

=) New Media Arts

GarageBand Tutorials

Step 5 ey gy —
URL http:/iwww.medialit.org/

Visit the Website by clicking the URL. Description Resources for media literacy including an extensive curriculum Kit.
You can Edit or Delete the bookmark at any time.
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My Files
Step 1
Click My Files.

My Files

Step 2
Click New Folder.

Download File (Upload File) (New Folder) Rename Delete

Step 3

Enter a name for the new folder and click Create
Folder.

Create Folder i [=1 B3

Please enter sub folder name will be created in 'My Files/

]

(Create Folder) (Cancel)

Step 4

Click the checkbox by the folder you created in My
Files to make the folder active.

Group Folder/File Name
= [ MyFiles
L

# [ New Media Arts
4 (] Getting Started with School Town

Step 5

Click Upload File to add a file to the active folder.

Download File (Upload File) (New Folder ) | Rename Delete

Step 6
Find the file(s) you want to add.

Click Add more files if you want to add more than
four files.

Click Upload to add the file(s) or Cancel.

UPLOAD FILES
Files to Upload:

Fila 12 (Choose File ) —- Podcast ...que.cocx

File 2 (‘Choose File ) no fie selocted

File 3 (Mj no fie sekcted

Filo 4: ("Choose File ) no fie selacted

Add more files...

( Upload ) ( Cancel )

Step 7

You can select a file by clicking on the file name or

its check box. With the file selected, you can:

¢ Click Download File to save the file to your
computer.

* Click Rename to change the file name.

¢ Click Delete to remove the file from your locker.

Group
= [ MyFiles
- = [ Media Literacy

Folder/File Name

4 [ Getting Started with School Town

www.schooltown.net
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