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Online Classroom 

The Online Classroom is available to all staff members. 

At anytime you can save your information and at the top right of your OLC page you will see 

Once a teacher creates the Online Classroom he/she will have the options to create numerous classrooms for 

each subject along with general pages. The homepage along with each classroom has its own Calendar. 

 

Once you have created your homepage you then can start on your individual classroom pages. 

Under the Display Name you can select on Add New Classroom. This is where you can add as many classrooms 

as you wish, so one for each subject you teach or just one.  

Under your Classroom Pages you have a section called Pages this area give you a blank page where you can 

add info that will pertain to all classes without having to add it to each of your classrooms.  

Contact Information will go in this 

area. Basic info such as Phone #, 

email, name, room #. 

Display Name will be your name 

or grade level whatever you wish. 

The teacher bio area is where you can tell 

about yourself about your class whatever. 

This is where you can pull all info that you 

want parents & students to know about 

your class.  
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Classroom Pages 

In a OLC Classroom page you have the option to add Announcements, Assignments, Blogs, Files & Links or 

Photo Galleries. If you are working on a page that you do 

not want to make public yet you can 

always click on the Disable Teacher 

Classroom while you are working on this 

page and when you are ready to set it 

live uncheck the box.  

In the OLC you can also drag and drop the 

sections and put them in whatever order 

you wish them to be in or if you want then 

in one Coulmn you have that option by just 

dragging and dropping the box to the place 

you would like it.  

By Clicking on the Edit Name beside Class 

Announcements or one of the sections you 

can change the name of that section to your 

preference you can also disable sections if 

you do not want to use those areas or they 

are a work in progress.  
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Class Calendar 

Class Announcments-

To add a class event you will click on Add 

Event under the calendar. You will enter 

your event Headline (Title) Choose which 

classroom it belongs with, when the event 

starts & time if there is a time, select end 

date and time, enter the location and then 

any additional information.  

SAVE 

This will show on that class calendar along 

with your main homepage calendar.  
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Class Assignment 

You will add your display Title and then 

enter in the description of your 

Announcement. You can also add a image to 

the announcement if you wish.  

SAVE 

With the Class assignments you will add the 

name, the date you are assigning this on, 

date it is due, and the description of the 

assignment. You can then also choose to 

allow them to submit assignments online for 

you to look at or download.  

When they submit an assignment online it 

will date & time stamp when they 

submitted it. They do have to enter their 

first and last name when they submit the 

assignment.  

SAVE 

 When you choose the Assign date

that is the date that it will also show

up on the assignments area. So if

you put a future date it will not

show till then.



- 81 - 

Class Files & Links 

Adding a Folder 

Adding A File 

Adding a Link 

When you add a Folder to your 

files this allows you to separate 

files for your students and 

parents to make it easy to find. 

You also have the option to Hide 

a folder if it is something that is 

not ready to be public.  

SAVE 

When creating a file you will select which 

folder you want this to be in if you want it in 

a folder. Enter File Name, Choose from your 

computer the file, if you want that file to 

open in a new window select the checkbox, 

enter a brief description if you wish.  

SAVE 
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Adding a Image Gallery 

When adding a link you again will choose 

which folder if you would like it in a folder, 

Title, Website address, Open in a new 

window if you wish, a brief description  

SAVE 

You will choose if you want a gallery or a 

slideshow and then select add images. You 

will enter your title, select browse and find 

images on your computer. Once image 

names pop up you will then select Save 

Gallery and that will upload your images.  
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PAGES 

When you add a new page below the Classrooms this allows you a blank slate to put information that may 

apply to all classes you have. You can add school supply list, permission slips… 

You will add you page and then enter your information and then click the save page at top right corner.  




