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Acceptable Use Policy

1. Purpose

2. Authority

3. Delegation
of

Responsibility

815. ACCEPTABLE USE OF COMPUTERS, COMPUTER FACILITIES, AND COMPUTER RESOURCES

The Council Rock School Board supports the use of computer technology for staff, students and the Council Rock community as part
of the district’s instructional program in order to facilitate learning and teaching through interpersonal communications, access to
information, research and collaboration.

Computer networks may be contained within one classroom or within one building (local area network), may link several buildings
together (wide area network), or they may extend beyond the borders of the Council Rock School District (Internet). Regardless of the
size or scope of the computer network, the district rules, policies and guidelines will apply to all users.

The electronic information available to students from various sources, including the Internet, is voluminous and represents many
points of view. As a result, the district will not vouch for the validity or the accuracy of information received from these sources. The
district will not be responsible for information that is lost, damaged, or unavailable when using computer networks, including the
Internet.

The district will not be responsible for any unauthorized charges or fees resulting from access to the Internet.

The district reserves the right to monitor the use of the computer, computer networks, computer resources and computer facilities for
purposes of ascertaining compliance of rules, policies and guidelines.

The Council Rock School Board establishes that the use of computers, computer facilities, computer networks and computer
resources is a privilege, not a right. Inappropriate, unauthorized, and illegal use will result in the cancellation of the privilege and
appropriate disciplinary action may be taken in accordance with established discipline policies and procedures.

The Council Rock School Board is responsible for updating, revising and amending the content of this policy to reflect changes in
computer technology. The district reserves the right to utilize electronic devices and other media to determine that users are using
computers, computer resources, computer facilities, and computer networks in compliance with this policy.

Administrators, teachers, and other staff have the professional responsibility to work in concert to help students develop the
intellectual skills and strategies to discriminate among sources of information, to identify sources of information appropriate for their
age and instructional level, and to use the information to meet their instructional goals.

Students have the responsibility to learn the rules and guidelines for the use of computers, computer facilities, computer networks,
and computer resources and to abide by them.

The building principal, assistant principal, or the district Superintendent, with the Technology Department,, shall have the authority to
determine what is inappropriate use.

4. Definitions The terms harmful to minors and inappropriate material both mean any text, audiofile, picture, image, graphic image file, or other

visual depiction that:

1. Taken as a whole and with respect to minors, appeals to a prurient interest in nudity, sex, or excretion.

2. Depicts, describes, or represents, in a patently offensive way with respect to what is suitable for minors, an actual or simulated
sexual act or sexual contact, actual or simulated normal or perverted sexual acts, or a lewd exhibition of the genitals.

3. Taken as a whole, lacks serious literary, artistic, political, or scientific value as to minors.

The term hacking refers to the act of gaining unauthorized entry or attempting to gain unauthorized entry into a computer system for

the purpose of:

1. Determining the data structure and security restrictions of the computer system.

2. Making unauthorized changes in the data structure and security restrictions of the computer system.

3. To make unauthorized use of services provided by the computer system to share information regarding all of the above with
other unauthorized users.

5.Guidelines All data files created, transmitted, or stored on district equipment are the property of the district and are not protected by any right to

privacy. The exception is personnel and student information protected by the Family Educational Rights and Privacy Act (FERPA).

No FERPA protected data shall be transmitted from a Council Rock School District network, unless permitted by applicable law.

The district expressly declares that its computer resources, computer networks, web page and related facilities are not a public forum,

and reserves the right to deny access to any user whose use would serve to establish a public forum.

All network and resource users must act in a responsible, ethical, and legal manner in accordance with district policy, rules,

guidelines, accepted rules of network etiquette, and state and federal law. Specifically, the following uses of the computers, computer

facilities, computer resources and computer networks are prohibited and constitute inappropriate use:

1. To facilitate illegal activity.

2. For commercial or for-profit purposes.

3. Computer gaming that is not under the supervision of Council Rock instructional staff.

4. For product advertisement or for political lobbying.

5. Todisclose, use, transmit or disseminate personal or individually identifiable information about any Council Rock School
District user, student, or employee other than for approved administrative purposes.

6. To create and/or proliferate hate mail, discriminatory remarks, or offensive, harassing, or inflammatory communication.

7. For unauthorized or illegal downloading, installation, distribution, reproduction, or use of copyrighted material.

8. To access obscene or pornographic materials.
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9. To access inappropriate material.

10. To use inappropriate language or profanity.

11. To transmit material likely to be offensive or objectionable to recipients.

12. To intentionally obtain, tamper with, and/or delete data files that are created by others.

13. To use the computers or computer networks to disrupt the work of others.

14. To destroy, modify, and/or abuse any computer or computer network hardware, software, or data is prohibited. This prohibitive
use includes the use of computer viruses or other executable files, to damage or destroy data files.

15. To use electronic mail, instant messaging, or chat services, unless such use is expressly endorsed by the Council Rock School
District and is part of the instructional program.

16. To present or prosclytize for a particular cause, belief, viewpoint or position that is contrary to or inconsistent with the approved
position of the district or is not related to bonafide pedagogical purposes.

17. To engage in the practice of “hacking” in order to bypass computer and network security for any purpose whatsoever.

18. To utilize district computer equipment, computer facilities, computer networks and computer resources to violate the policies of
the Council Rock School District.

Electronic Mail

Council Rock recognizes that the use and access of private e-mail accounts by staff and students may be an acceptable use
when such use supports the instructional program or supports the professional needs of staff. No other use of electronic
messaging, like chat rooms or instant messaging, will be deemed an acceptable use.

Security

A plan for computer and network security is established and enforced by the Office of Information Technology. This is done for the

purposes of assuring the integrity and accuracy of data and to limit the loss of computer time due to vandalism. It is every user’s

responsibility to uphold the security standards and to assist district authorities in maintaining those standards. To protect the integrity

of the system, this policy prohibits the following:

1. User names and passwords are not to be revealed to other users. Consenting to or knowingly allowing another user to use your
password is strictly prohibited.

2. No student, employee or user is permitted to attempt to learn another users password. Likewise, using another users password
also is strictly prohibited.

3. Users, students or employees are not permitted to attempt to circumvent security measures on computers or computer networks.

If it is determined that a user, student, or employee violates any provision of this policy, the district reserves the right to revoke or

deny the user’s privilege and/or opportunity for computer access.

Safety
The district will make an effort to prevent users of the network from harassment or unwanted communication. Users who receive

threatening or unwelcome communications should report them immediately to a member of the Council Rock School District staff.
The district will take appropriate measures through the use of hardware and/or software tools in an effort to prevent any user from
being exposed to graphic, text, and any other form of obscene, child pornography, or other material that is harmful to minors. This
includes using one or more Internet content filtering agents that will remove and/or block Internet content related to, but not limited
to, any of the following topics:

e “Adults only” sites e Gambling

e Alcohol e Games

e Drugs e Hate or discrimination

e Sexual content o lllegal activities

e Nudity e Computer “hacking”

e Violence e Pornography

e Weapons e School cheating information

e Tobacco e Sites that require personal information

These Internet content filtering agents cannot be deactivated or circumvented by any Council Rock computer user for any purpose.
Notwithstanding filter implementation, the user retains full responsibility for his/her actions on Council Rock technology.
Consequences of Inappropriate Use

Users, students, or employees shall be financially responsible for damages or alterations to the equipment, systems, software, and data
files resulting from deliberate or willful acts. In addition, damaging, destroying or altering any computer, network equipment, or any
data files may result in disciplinary actions under this policy and under any other Council Rock School Board policy applicable to the
conduct.

Unauthorized or illegal use of computers or computer networks; intentional deletion or damaging of data files; copyright violations or
theft of services may result in disciplinary action in accordance with existing disciplinary practices in the district. In addition, these
acts may be reported to the appropriate legal authorities for possible prosecution.

Denial of computer and computer network access and other disciplinary actions including suspension, expulsion, termination, and
possible criminal penalties may be the consequences for inappropriate use.
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Login and Password Instructions

Technology Systems Login
Instructions

Username : First Initial, Full last
Name, all lower case

Password:

Student Network Login Grades 2-12

eSchoolPlus Student ID
(7 digits)

Starting Password:
Forced To Reset

Employee Network Login

First Initial, Full last Name Example:
Username: Ikling

First Time Login —
Password: 9
Forced To Reset

District E-mail — Outlook

Network (PC) Login:
Ikling

Network Password

District Webmail — Accessed from the
Internet

Domain and Network (PC) Login:
CRSD\Ikling

Network Password

Council Rock Web Site
Teacher or Webmaster login -
SchoolWires

The username you set up when you
registered

The password you set up when you
registered

eSchoolPlus Student Info System /
Teacher Access Center (TAC)

Domain and Network (PC) Login:

Network Password

CRSD\Ikling

IEPPIus Network (PC) Login: Network Password
Ikling

OTS - Online Training System Network (PC) Login: Network Password
Ikling

Intranet Site

Domain and Network (PC) Login:
CRSD\Ikling

Network Password

BigWebDesk — For reporting
technology problems and repairs

Your email address:
Example: Ikling@crsd.org

Default password = 1234
(first time user)

Performance Tracker — PSSA &
District Student Assessment Data

SchoolMax / eSchoolPlus Operator
Number (6 Digits)

SchoolMax / eSchoolPlus Operator
Number (6 Digits)

Directions — IEP Program
Restricted Use Login through Citrix or
your H Drive.

Network (PC) Login:

Ikling

Password assigned by the Special
Education Department

Safari Montage — Streaming videos K-
12

District Login -First Initial, Full last
Name, @crsd.org
Example: Ikling@crsd.org

Select you school building from the
drop down list. Your district username
and password

Discovery Learning — Streaming
videos K-12

BCIU assigned login number for your
school — See your school librarian for
the BCIU number.

Select you school building from the
login screen. Type in your assigned
BCIU number

*** You can change your district password at any time. The district recommends that you change your district password several times
a year. When you change your district password, it changes in all other district systems automatically and immediately. To change
your district password, at the computer login screen select Options/Change Password and follow the instructions.

Back to Top
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Council Rock School District — Intranet
http://crsdsps

The CRSD intranet site can be accessed anywhere in the district or outside of the district.

1. Go to http://crsdsps if in the district. -
Council Rock
. . L SCHOOL DISTRICT
2. Go to http://crsdsps.crsd.orq if outside the district or “Creating  future worihy of our past”
to www.crsd.org and resources. WP Shore Point Sites
@ |(i;:uncil Rock School District Information Access Portal
ome
3. You may be prompted for your username, password
. - Home inks to SharePoint Sites
and domain. The username and password is the Shere ot s
same as your email. The domain is CRSD. R Cechnaloay Steff Development
o) e Subarea RELA
4. Click on Staff Development or whichever site you | i - ovrieee
would like to visit. e e« CRSD School Board
= Manage Portal Site CRED IT Dept.
- . = Edit Page onfidential School Board Site
5. Once you are in the site, take a look at the i e e e s

documents, pictures, contacts, tasks, pictures
announcements for staff development, discussions, or
surveys.

;% Home Documents and Lists Create Site Settings

Documents
Shared Documents

Pictures
Staff Dev Pics

Help

Technology Staff Development
Home

Technology Staff Development SharePoint

.

7. Take a look at the discussion board. You may want to
begin a discussion thread or just read what others have —
already posted.

Technology Integration Links -
Technology Directory Page
Tech Integration Websites
The Gateway to Educational Materials
The Kathy Schrock Educational Page
Online softwa

6. These are open for all staff members to add their own
information.

re tutorials

General Discussion

Surveys
CR's ShareFoint
Site.

8. To the right you will see announcements and to the left you
will see a list of technology integration web sites. Have

e
Digital Biclegy

. . . R {More Links...)
fun perusing these sites. Add your favorite site too!
_@Done [ Mioromorcs
ti-stanl @ © & Microso ft Activesyne | [ 3 Microsoft outiook -| [ 3 Microso Ft word

9. Click on Shared Documents.

10. There are folders set up that cortain information about that particular topic, worksheets and tutorials.

)
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BigWeb Tickets

http://login.bigwebapps.com or www.crsd.org

1. Go to http://login.bigwebapps.com or www.crsd.org and then click on resources, online staff resources.

2. Type in your full email address and your password and
hit enter. If you forget your password, click Forgot
Password and your password will be emailed to you. It is prssuors: | s

. . Forgot password?
a different password than your network password. Login (MD5 secure) |

Emai Address: [sjackson@crsd.org

3. Once in the BigWeb Ticket System you will be able
to access all of your open and closed tickets. Click
on the number or View to view these tickets.

Council Rock Tech Support

| My Home Page | Create Hew Ticket | My Open Tickets | My Cl

Hello Shighla Jackson [Update Profile ]
“vou are logged in to Council Rock Tech Support

My Tickets

Create New Support Tickst |

4. To create a new ticket for a technical issue, click on_» -
Create New Support Ticket.

News Messageis)

a
Open Ticket(s} 5 View
3

5. To create the ticket, you first need to choose the Sremse e 2 s
Class. Drop down the arrow next to Class and
choose what type of problem you are having such as Email, printer, etc.

6. Type |n your I'OOIT] number. N}ew Ticket
If it is a problem with your computer and you can see css” | 5

the Serial number or the Computer Number, plug in that Room: [T et
information.
7. Type in atitle for the Issue.

Serial No.: |

Computer Number: |

lz=ue Summary/Subject:*

8. In the space below, provide a detailed description of the ~ |
problem that you are experiencing. Give as much info \ Zioeets sostveurssier
as possible so that the tech doesn’t have to contact you Ne
for additional information.

9. When finished, click Submit Ticket!

10.You will receive a notification email, showin
ticket that you submitted. When the ticket is addr
by the technician, you will also receive a notification
to the status of the ticket. You will either receive sumitTeket1 |
instructions back or a notification that the problem was
taken care of and the ticket is closed. When you receive this email, you can always reopen it by just

clicking on the ticket number.
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Blocking or Unblocking a Web Site

http://login.bigwebapps.com

1. Go to http://login.bigwebapps.com DXStng Heers
Email Address: |sjackson@crsd.org
2. Type in your email address and password and hit Passwiord: | Forgot pessword?
enter. If you forget your password, click Forgot Login (VD5 secure) |
Password and your password will be emailed to
you.
Council Rock Tech Support
3. Once in the BigWeb you will be able to access all of your T T ———r
open and closed tickets. Click on the number or View to P50 st es <o
view these tickets. My Tickets
Create New Support Ticket |
4. To create a new ticket for blocking or unblocking a web I,
site click on Create New Support Ticket. e oo . Ve
Clones Tokctia) 20 View

5. To create the ticket, you first need to choose the Class.
Drop down the arrow next to Class and choose

Block/Unblock a web site. Create New Ticket
Clazs:* I j
6. Type in atitle for the Issue. Room: [T dest
Serial Mo.: I
7. In the space below, give the exact web site address, St |

URL, and a reason for blocking or unblocking this site. e summarysusiect-
(Involve your curriculum coordinator in this decision) |

ive detailz about your issus®

8. When finished, click Submit Ticket! \

9. You will receive a notification email, sho
ticket that you submitted. When the ticket idaddressed,
you will also receive a notification as to the statys of
the ticket. You will either receive instructions bask or
a notification that the problem was taken care of an
the ticket is closed. You can always reopen a ticket b
just clicking on the ticket number.

Submit Ticket ! |

10. All requests for web site blocking and unblocking must be reviewed. Please allow three days for this
review process.

Back to Top
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OTS - Online Training System
http://ots.crsd.org

1. Open Internet Explorer

2. Type in http://ots.crsd.org

3. Type in your username (same as email username)
4. Type in your password, which is your network password.

5. If you do not have a password, please contact Marsha Pettinato. mpettinato@crsd.org

6. Click on My Training to see what you have already registered for on OTS.

7. Click on Course Catalogue to see what workshops are available.
a. Choose staff development workshops
b. Click on the workshop you are interested in attending
c. Click on the date

d. Click on enroll me.

8. Click on Documents for a listing of forms.

" o Council Rock School District
oT5 On-line Training System (OTS)
—
0TS Home
Welcome, Shighla Jackson
If you are not Shighla Jadson, clidk hers
é;;r @ - EXIT
Course Catalog [y Training Documents Logout
View and Enroll in+ View your upcoming  District approved forms Exit the system
Course Offerings and cumpletetl training  and reference materials

Back to Top Page 8
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Microsoft Office 2003 WebMail

https://webmail.crsd.org

|| Fle Edt Vew Favortes Toos telp

1. Opening WebMail ik Web cess s e -1 e o
a. Type in https://webmail.crsd.org in Internet Qs 0 afse AXRISE 50 aw
Explorer e R
b. Type in crsd\username and then password. o s e
c. You will see your inbox. 5, nnnnn ‘ TS
d. Need to click on inbox on the left to refresh ™
your inbox. T

3 e

2. Managing Mailbox size:
The mailbox will not hold unlimited amounts of email. You must clean out your mailbox every so
often or it will get full. When it is full you cannot receive email. To make space, do this:
a. Click on Sent items or Inbox
Clicking on the top email, hold Shift and then click on the last item.
c. To delete multiple emails that are not next to each other in a list, click on the first email to highlight it,
hold down the delete key, then click other emails that you want to

o

delete. x
d. Click Delete and then Open Deleted items and do the same. M"llﬁﬁh | =
3. Using the District Address List v e

a. Click on New to start a new email and ol o -

b. Clickon To... = e e e o

c. Type in the last name of the person you are looking for or at least e s
as much of the name as you can spell. /"

d. Hitenter and you will see a list of people that match that name.

e. Click on the appropriate name and click To, Cc or Bcc. ~_|

f. If you need to find a district distribution list, under display name, ~ . —
type + and then hit enter. Choose the list you want and click To.

g. If you have email addresses in your contacts, under Find Names e
In, choose Contacts and follow the steps above. M wy W e e o O

4. Adding Attachments
a. Click on New for a new email and click on Browse
b. Click on the file you want to attach and then click on Attach.
c. Click Close when finished adding attachments.
d. Continue your email and click send.

5. Making Folders
a. Right click on the word Inbox in your folder list on the left
side.

Shighla Jacksc

b. Type in the name of a folder and click OK. e
c. Do this as many times as you need to.
d. Click on any email and drag it into the appropriate folder.
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Accessing Citrix @ Home or School

1. Go to https://citrix.crsd.org
2. Plug in username and password. This is the same as your username and password that you use for
logging onto any CRSD computer.

2 MetaF rame Presentation Server - Micronolt Internet Explarer

Login ) Welcome

Please log in

3. Double click on the icon for your school level.
4. You will then be able to access the shared and H Drives.

) Motal rame Fresentation Server - Microsatt Internet Exparer

Applications E D Welcome
ﬁ ) m T MetaFrame Presentation Server Applications

Message Center

Log oFf

For help go to https://citrix.crsd.org

Accessing Directions Software

1. Follow the directions above for accessing Citrix. Steps 1 and 2.
2. Double click the Directions icon

3. Type in your username and password.

Back to Top Page 10
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Teacher Drives — H Drive

The H Drive is a designated area on a central computer that allows you to store files. The
information saved on you H Drive can be accessed from any computer at Council Rock. In
order to access the H Drive, you must log onto the computer using your CRSD username
and password.

savens 20|
. . Save in My Computer CRMN-357W-01-[ < | _=| + Tools ~
Savings to the H Drive 3 Tz
1) Log in to any district computer with | . o
H DEEUmETS S ysherpinsky on 'cra-sapfiz-swinsersg' (H: ety
your use(;name (ex.vsherpinsky) and O S -
paSSWOr . Lo -E (O.:) Disc
ags eskiop —r P Disc
2) You now have the capability to save 2 6) Disc
any file to your H Drive. This drive s
- - - - Iy Locuments
Is accessible from any district -
computer. oL /]
. - My Compfer
3) Create a document. Click on File and 2= | 51
then, Save As. 4 Ngjk Fle game:  [ooct.dor = T
4) Click on the down arrow in the Save Plces | Savoase? [word Docuent (o0 H [ ed

As window and highlight yourname.
Your username will probably be listed in the format: username on cca-san-02-sw\use...
5) Next to File name, type the name of your document. Then click save.

2|x

Look in: | J My Computer CRN-357W-01-D v| @ - (31| X [ - Tools~
LY 31 Floppy (A7)

Opening from the H Drive

1) When you,re in a program and you Iy Re;-cent E%E:Ei::p[:l;s::E:checiign-ﬂzsw'l,usersf (H:}
want to open a document on your H pocments s share (1)
Drive, click on File and then Open. 4 Ee

ERCD
2) To retrieve any file saved in your H
drive you can: ;

C2 (5
a. Go to My Documents and

Deskbop

y
My Documents

drop down the look in box and w8

choose your H drive, then e

select the document you want My:‘@k Flegame: | = P ¥
to open and click on Open. Plces | Flesoftypet Jalries (9 o [ o
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Microsoft Outlook 2003 Email

Double Cllck on the Outlook Icon on your deSktop [Finew - & W Goreply CFReply to Al & Forward | Send/Receive | 0 Find Type aconte 7| [2) 2

- . - . . File Edit View avorites  Tools  Acktions  Help Type a question For hel
2. Your screen will look similar to this. Double Click o " == == e = == 4

=

¢aBack o & Inbox .

on an email that you would like to read.
3. To Respond to an E-mail: e Lo 3073
a. Click Reply to respond to this email Dok Toder | 3 e Tt e
b. Click Reply to All if you would like to G21 || & miscadems ow much sbout scencedoyaureally k. The . 510
respond to everyone in the To: line. oI o e et o0 mients cott o e Tha 107 248
c. Click Forward if you want to send this to a o Ty Room 13 computer e T e 2
different person. B | B e PametSwtaiostony 425m i zve
d. Click Send. S ;f:;nﬁfﬁfimagi ?E;ziesk:dnilnlsl:rrailer 003 thin clie... mlnufx 2?&
4. Attaching Files to an E-mail: Mf:::fitf' S0 Jumwhite—Con, Tkt Cloved £10159: Thn Chek motwors Thad0r K8
a. Click on the paper clip. Oreshoras | D) Loy i b g e sornlHl
b. Click on the drop down arrow that says look st tistmes
in and find your file. When you find the A stan | [E] Microsot PowerPoint - Pr.. || Inbox - Microsoft Dutl... D

file, click on Insert.
c. Click Send.
New E-mail, just click on the New box in the upper left corner.
6. Reading Pane:
a. View, Click Reading Pane and then Right or
Bottom.
b. Click off to turn it off.
7. Making Folders:
a. Right Click on Inbox.
b. Click New Folder.
c. Type in Name and Click OK.
d. Click No when asked for shortcut.
8. Filing E-mails:

a. Click on an E-mail and Drag and Drop it onto =y
Folder. =1

o

=101 %] =l0ix]
.= -

b. Double Click on Folder to see E-mails. g
9. Mailbox Management A_lumes ' B

Engish U5

a. Double Click on Sent Items and select E-mails #s=/@ 5@ B @umtisn] somms | Samme st JRESIAORL von
to delete.
b. Click X or:
i. Click Edit, Select all or click E-mail and then use the Shift Key to select a 2" E-mail and
this will select all E-mails in between.
ii. Click E-mail and then use Ctrl Key to randomly select different E-mails to delete
c. Double Click on Deleted Items — follow directions above or right click and empty trash can.
10. Print a Message
a. Select Message
b. On the toolbar, click Print
11. To Sort Messages
a. Click the Heading of the column by which you’d like to sort messages.
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Outlook 2003 Calendar

Ele Edt Yew o Jook  Goons  Hep
Etew - b ¥ Ll g8 | roser | [0 5l work wook [Fitook Fltreeh | Zoerd | 10 -wf

1. In Outlook, click on calendar.

2 @ec @0 A M s S |
2. On the toolbar you can change your view to 27T I |
daily, weekly or monthly. You can use the arrows hanre |

to maneuver through the days.
3. Add Appointment

e Double click on a time and day.

e Type in the subject and the location. 9%
i Hall 10™

e Change the date and time if you need too. S il e
12D"|

e You can add a reminder. - Jame| e

e Click on Save and Close when you are
finished.

4. To edit an appointment, just double click on it.

5. Invite Attendees: If you want to schedule a meeting with other people.

|

e Open appointment and then click on Invite Attendees.

e Click on To: and choose the people to attend and then click on Send.

e This meeting will be put on their calendars and then they will be senf a notification E-mail and they will

@ Untitled - Appointment

respond Yes, Decline, or Tentative.

File  Edit Wiew Insert Format  Jools  Actions

Appoi ing

[Hsave andclose & ] | <3 Recurrence... | 63 Invite Attendess.. ! 4 | X 4 - w - .

=10l x|

Type aquestion for help |=

Subject: ||

6. Recurring Appointments: =

Location: |

j I This is an online mesting using: [Vicrosoft Wetkesting 'I

| [1zaoem  w| T allday event

e Ifyou have a meeting every Wednesday — z)ssstn: [ soioos - &
=| [voom -

End time: [vwed 430iz003

you only need to plug it in one time and

\g_‘;’ ¥ Reminder: [15mnutes | &I Shoy time as: [ usy =] vl [ Jore

then click on Recurrence.
e Choose the recurrence pattern and then
click on OK.

! Contacts.,. ||

L] L«

-]

owll=an I— T T T e
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10.

11.

12.

13.

14.
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To assign a category to an appointment
e At the bottom of the

appointment from, click the =lnix|
Categories button File Edit Wiew Insert Format Tools  Actions Help
. ' . Hgave and Close | = @ 4_¥Recurrence... jlnwte Attendees | 1 X - - | @ H
e In the Categories dialog box, PR R
SeleCt the Category’ and then | This appointment occurs in the past. |
click OK. swect: ||
Lacation: I j Lai;el:“:‘ MNone ﬂ
«<

To move an appointment

Start time; [ Thu 2/5/z008 j [7:00 am j I~ all day event
End time: [Thu 252009 M ETTA

e Inthe calendar, drag the

¥ Reminder: Ilday—j ﬂ Shoﬂtlmeas:m /
appointment to the new time or

date.

To copy an appointment

¢ Right-Click and drag the
appointment to the new time ot | |

Categfries. ..

[

Private r

and date.

To delete an appointment

e Click the appointment and click delete.

To view schedule for work week

e Make sure the Calendar is displayed.
e On the toolbar, click the Work Week button

To manually label an appointment

e Double click appointment
e In the Appointment form, click the d
e Click OK.

n arrow to the right of the Label box and select color.

To label appointments with color

e On the toolbar, click the Calendar Coloring button, and then click Edit Labels.

e Inthe Edit Calendar Labels dialog box, select the label you want to edit and rename it as you like.

To print your calendar

Make sure the Calendar is displayed, but no appointment is opended.
On the toolbar, click Print button.
In the ick the appointment and click delete.
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Microsoft Outlook 2003 Contacts

Contacts are used to keep your non-CRSD E-mail addresses or personal distribution lists.
Along with E-mails, you can store mailing address, phone numbers, etc...

To create a new contact

1. Adding Contacts
a. Click on Contacts.

b. Click New to add a contact. — 2. .

c. Type in information and click
Save and Close.
2. Deleting Contacts
a. Click on contact and click
delete.
3. Distribution Lists
a. Click File, New Distribution
Lists.
b. Type in a Name for the List.
c. Click Select members and
choose people for the list.
d. Under select items from,

B Cont acts - Micrasaft Dutlock:

=lglx|

Be [ Yew G0 Jook Atos e .

- | Zpied | 1 -y
Ity Felomrigs Tlag

My Contacts [ 8| ¥ Folow L F...[Full Hame Company Fie Az

choose Contacts for personal E-mails.

e. Click OK.
f. Click Save and Close.
4. To send an E-mail to a Distribution
List

a. Click New E-mail

b. Click on the To box

c. Inthe box in the top right, click
Contacts.

To create a contact from an e-mail
message you receive

1. Open the e-mail message.

Ll Gantacs - ——
Currord Wiow:
3 Address Cards =
€3 Dstaded Ackinss Cord i il ol ol r
¥ i, Abw mmaon bromscn, Fick
) Adae Bl iy Ao
P Ay vhorea Adar
A bert ] alber
24 - Shertn =
4 sinx wrnsar T
L) s Trier s
tarn 24 warvser e Beander
Cuton T s (™ e
) Jen I e Amor o Amorcda, M b Hed
(Y Lrerew Baoyd Andrew
) - fuscirts -
ad i watz e
ad e Lncval )
14 ™ Worg =
& furshr Kakio0 Austan
a it iy fustn
""""" ) . Buxberntrn Ben
4 sl & Lack B Shuworn Band? Harclf, Jack i Shan
a Beth weed Beth
4 PA FELA- Brio E. Boral Boncal, P FELA-Brue E.
8] Contacts 14 e Mkl treate
i endan Lanbert-fyn | frendsn
] Tasks 24 n Rosdy Bron
b oo -
@ [A = :| LI_I
162 Itmess | crim
EE Amy Jones - Contact [_[O]

File Edit Wiew Insert Format Tools  Actions Help Type a queskion for help |+

[ save and Close [.':"j = ® —'é R

General l Details ] Activities I Certificates I All Fields I

» 2| System 9

g Full Mame... ||Amy Jones @ Business :I {000} 555-1212
Job title: Teacher Home ;I
Company: Business Fax :I
File as: Ay Jones VI Mobile :I
Address. .. | E-mail :I Iamz ones@st. com @l
Business :I Display as: IAmy Jones (amyjones@st.com)
VN ieh ddress:
& ‘Web page address:
™ This is the mailing address I
IM address: I
B
| |
Contacts. .. | I Categories... I Private r

2. In the From field, right-click the name you want to make into a contact, and then click
Add to Contacts on the shortcut menu.
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Using Wireless Laptop Carts

What should I know about the Laptop carts?

How do I get started?
1.
2.
3.

The laptops are wireless, which means they will connect to the network anywhere there is a wireless signal
in the school.

The batteries in the laptops will stay charged for about two hours. You must allow time for the laptops to
re-charge, by plugging them into the power cord on the cart, after use.

In order to print from the laptops, the two main power cords located in the rear of the cart, must be plugged
into an electrical outlet. The laptops must be completely powered off before they are put back on the
cart.

Decide when you would like to use the laptops.

Sign up for a day and time on the schedule sheet.

Find the laptop cart in your building and unplug the two power cords that
connect the cart to the wall. These cords give power to charge the laptops,
and they give power to the printer located on top of the cart.

Now that the cords are unplugged, wheel the laptop cart to where your
students will work. The laptops are wireless so they can be moved anywhere
in the building where there is a wireless signal, and still be connected to the
network. (The cart is heavy, but it does have wheels. Be careful!) Adults must move the cart, not
students.

When you arrive at your working area, plug the two cords back into an outlet.
This way the printer will have power to print and the laptops will charge if they
are still in the cart.

The doors of the cart should be locked, so you need a key to open them. Open
the doors so you have access to the laptops. Count the number of laptops in the
cart.

Remove the laptops one at a time. In order to remove them correctly, you must unplug the cord attached to
the back of each laptop. (See figure to the right)

When the laptops are off the cart, open them and push the power button. When a laptop is opened and
turned on, you will see green lights on the right, just above the keyboard.

Use the laptops! (As long as the printer on top of the cart is plugged into an outlet, you can print from any

laptop.)

What do | do when my class is finished with the laptops?

1.

2.

ISR AR

When you are finished using the wireless laptops with your students, make sure each laptop is completely
shut down and turned off. It cannot be placed in the cart until it is off!

Place each laptop, one at a time, back into its designated slot on the cart. Re-plug each power cord into the
back of each laptop. This will ensure that the laptops are charging while they are in the cart.(See figure
above.)

Count the number of laptops. Make sure that you have the same number W you started with.

Use the key to lock the doors of the laptop cart.

Unplug the two cords attached to the wall, and wheel the cart back to its designated area.

When the cart is back where it belongs, plug the two power cords back into the wall. This will allow the
laptops to charge for the next class to use.
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Discovery Educators Network/United Streaming

WWW.unitedstreaming.com

3 Welcome to unitedstream ing® - Micresolt Intermet Explorer provided by C... |- (&5

United Streaming has available:
e 4000 full videos, 40,000 video clips
e Thousands of still images

Login Instructions:

e Your Login Username is the 7 digit teacher number issued to you
by the IU. See librarian if you can’t remember your number or call
the IU. Example: 057.0000 Pass word = enterprise

Searching:

Use various search strategies to find a streamed video

New videos are being added daily. “Katrina Video”

Suggested Age Level

Movie Playing Time (You do not have to show the whole video)
Videos can be played in a window or Full Screen

Videos can be Downloaded — Huge hard drive space Required- Not

suggested
e Streamed — Our suqggested option

G

Video Ratings are available
Citations can be copied and pasted™

000 . P
Learning Tools allow the teacher to:
o0 Find events and a movie by date
Search the Image Library
Search the Quiz Center or Create a Quiz
Create an Assignment
Search the Clip Art Library
View Lesson Plans
o View Writing Prompts I
Teacher Center: sl ‘
Training  » ;
Tutorials 5 ﬂ
Webinars
FAQ
And more 7
Request Traditional videos Online at WebMax www2.bucksiu.org
= Requires your teacher ID number and the Password is enterprise
= Search for all videos available through the 1U and Request a video to be delivered
Search for a PBS Video http://pbsvideodb.pbs.org/main/
o0 Username — your name all lower case and the password is a4163c371p
0 Register in the Upper right Hand Corner of the page and PBS will send you a new password
0 To order a PBS video you must use the WebMax - www2.bucksiu.org

O O0OO0OO0Oo
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Classroom Performance System

Procedures:

Log on to the computer

Double click “cps.exe” on the desk top.

Click on “Yes” at the next dialogue box.

Select “File” and then “New Database”.

Click on “Yes” at the next dialogue box.

Save the File.

Select “Tools”, then “New, then “Lessons”.

Go back to “Tools”, then “New”, then “Question”.

Choose your question template.

10. Type in your question in the large, horizontal rectangle at the top of this box.

11. Type in you answers in the smaller rectangles below.

12. You must click on the small box to the left of the correct answer

13. You have choices for a correct answer. For example: “None of the above,” “All of the above,” any
combination of two/three answers (i.e. “Both A and B”), or simply one answer.

14. When your question is finished, click on the floppy disk icon at the top with the arrow pointing right. This
takes you to the next blank question box.

15. Follow steps 12 — 15 for your next questions.

16. After your last question go to “Question,” then “Save and Close”.

17. When you finish, go to “File” and then “Exit”.

©CoNoA~wWNE

To Run Lesson:

1. Choose lesson.

2. Click engage lesson.
3. Choose class.

4. Click start.

5. Choose Question 1.
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1. Logging into the site
e Go to http://econtent.bucksiu.org
e School is Bucks IU
e Username is teacherl, teacher2, etc.
e Password is teacher
e Click login
2. Searching
e Click on the Search Tab
e Type in keyword and the type of media and click Search.
e You can sort results on the right side by choosing the relevance drop down arrow. Choose Titles,
Grades or Publisher.
e If collapse chapter results on top right side, you will be able to see more and searches will be quicker.
e If click on video, you will see the chapters.
3. Playing Video
e Click on video and then click on play to the right of the video or chapter.
e Use the controls under video to fast forward or rewind.
e Click View Full Screen for the video to fill screen.
4. Additional Information
Each video has a teacher’s Guide.
Videos tied to standards.
Most videos also have a datasheet. Click on Datasheet to open.
All full length videos have at least a five question quiz.
Video is not streamed it is file shared which means that everyone in the class can have this open at the
same time and it will be quicker than if it was streamed.
e Closed Captioning — when in full view, you need to get the captioning up by changing Windows Media
Player.
a. Right Click up at top bar, click play, captions and subtitles and choose On if Available.
5. Searching by Subject
e Click Subject tab on top of screen.
Choose a link to the left. Anything with a Green arrow has additional information.
Can also search by plugging in preferences to the right and clicking Filter Results.
Choose from results on bottom of screen.
Bottom right is an arrow to show more results.
e Click Subjects A to Z to search alphabetically by subject. Click on the letter to search.
6. Standards Search
e Click Standards tab on top of screen.

SAFARI

MONTAGE |

e Choose state.
e Choose Document Type, Standards Set and Grade Range.
e Click Search.
e Click on the appropriate result.
7. Images

e After completing a search, click the image tab.
e Click on image and right click to save or copy.
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SchoolWires:

Guidelines for Teacher’s School Web Pages

Please follow the guidelines below when designing your websites. These guidelines have been
set up for the safety and professionalism of our district and students. Thank you.

Websites are considered a district publication. Your principal has final say concerning what
can and cannot be posted to the school’s site and teacher’s sites. If you have questions
consult with your principal.

1. Check with your principal to see if there are students in your classes, or in a picture that you
are posting, whose parents have asked that their child’s picture not be used in any district
publication.

2. You can post a student picture, but not with their name. Or you can post a student’s name,
but not with their picture.

3. Websites need to be educational and cannot be used for advertisements or the sale of
products.

4. Please proofread all information that is given to you for the website before posting.

5. If individuals or organizations provide information to you for your website, accept the
information ONLY on disk. Any mistakes that are made in dates, times, etc. will be theirs.
PROOF READ their information before posting.

6. Please link to sites that are connected to educational companies, universities, schools,
governments, etc. Please do not link to private sites, such as PTO, sports booster clubs, etc.
Private links change too quickly. . Many of these sites are also doing fund raising or have
activities that would not be appropriate for students. We wish to keep our sites strictly
educational.

7. If you are really not sure if something should be posted or linked, it probably shouldn’t be.
Consult with your principal.

8. If you have any questions, please contact Jennifer Stretch @jstretch@crsd.org
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SchoolWires: Blogging Guidelines
Guidelines for Teacher to Student Blogs

The following guidelines are designed to provide teachers with a basic understanding of
what is considered to be acceptable for posting on your teacher to student blog site. These
guidelines apply to the student blogs that you build and are hosted by the Council Rock
School District. The tool for creating Council Rock blogs is called School Wires, and is the
framework that is used for the District and all School District web sites.

1. Websites, including blog pages, are considered a district publication. As such, your principal
has final say concerning what can and cannot be posted. Please check with your building
principal, if you are thinking of posting something that might be of a questionable nature.

2. The building principal must be invited to be a member of all blogs whether public or private.

3. Council Rock blogs must meet the guidelines of the Council Rock School District Acceptable
Use Policy.

4. All Council Rock student blogs will be teacher “Moderated.” This means that the teacher must
read the student comment(s) and approve the comment, before the comment is posted.

5. Student comments are not to be “Personal in Nature.” Student’s comments should contribute
to the educational topic being discussed.

6. Council Rock blogs are considered an “Educational Activity.” As such, teachers and students
are to:
e Use correct English grammar and spelling
e Avoid the use of slang
e Avoid the use of symbols

7. Students are to use FIRST NAMES ONLY or in the case of students having the same first
name, a first name and a number. Example: Larry2. Students should NOT use first and last
names. This would allow them to be identified

Caution:

Teachers should understand that if they choose to establish a blogging website for Council Rock
students other than SchoolWires, they do so at their own risk. They are no longer covered by the
Council Rock Acceptable Use Policy, but they may also no longer be covered by the Council Rock
liability insurance policies.
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SchoolWires: Creating a Blog

1. Schoolwires Sign-In

a5p =l *4| % | [so0ge

o)l

| | @vaéﬂvQPagev@Tnn\sv

SIGN N | KEGISTER

seling E-Friday Folder Faculty Information Library Parents Staff Resources Student Resources

2. Choose Blog Page Type
m ——— ]

Manage Pages | Secionfdars  Teok
Horme: = Mew Page

Available Page Types
To select the type of page you would lke to add to your section, chck on the titke of the page type.

x  Adticle Library
This page type & usefil for wparts highlghts, nawnle tiers, snd mesting mnutes.
Elog
Thic page fype b usedul (e usch things a5 dacltating cosperative lesrring sxperiences
nd promating ¢ ation with parents.
File Library
This page type b usetul for pebicien. feems, sefbmare usdates and art projects.
Flex Page

This page type b usebud for o bypes of eontent.
@ Link Library
Ths page type b usebul for brelphul Baks, fors Bk and hosmorh Brida.

@ Mags it Directions.
This page type b usebul lor albetic events, Beld trigs and other cccasions when you
wanh b ghve detalled driieg drec Sons.

o Podeast
This page type s usefel for usch Bings at thaweating school concerts and tharing
Forsign languags suigramants.

3.Title Blog Page

Al

A R e e e |

Add Blog P

age
Lot tha e o vt Bl P b

Page Mase:

4.Click on your Blog Page from your Section Workspace to Add New Postings
MNew Posting

Postings

Existing postings are listed below:,

Active Date Title Approved Comments Unapproved Comments

The window consists of four tabs to which you must add information. The tabs are:

e General tab—enter the posting title, date, time and date/time format. You can make the posting Active or
Inactive. The New Posting window will open to this tab. All fields are required.

* Posting tab—enter the posting content into the Schoolwires Editor.

e Comments tab—determine whether to allow visitors to post comments to the posting. If comments are
allowed, select who can add comments by choosing the appropriate roles.
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* Author tab—enter the name and email address for the posting author. Both fields are required.

New Posting
Enter the posting below and dick the Save button,

General Posting Comments Author

Al fiskds markad with an ssterisk [+] ara required.

Title:#

Post Date:

Dates [10/23/2006 i

Format:+ | mm/ddisney lg

- fddfyyyyhh AWM
Ao mimy [0
active: L1 | 0 ciny: Month o, vy hhimm AM/EM

TIP: If you do not see a posting or Blog Page on the end user website when you expect to see it, check to be certain it is active.

5 Editing Postings through the Section Workspace/Choose Blog Page to Edit/Delete Postings

wmatinn Site Manager - Micrsalt Inteenet Esploeer provided by Councll Rack Schanl District

Home Pages Users Tooks Help

7' section Workspace {Information)

Heme > Reading Ghympics Blog (Blog)
New Posting
Postings
Exstng postings are ksted below.
Active  Dale Tith: A el
o 8/14/2007  Basc Blogong Etquette ] ] Edit Moderate  Delete
F = B[14[2007  What RO tiies did you read thes summes? 1 0 tdt  Moderste  Delete
5 10/23/2007 Dark & Risng ] ] Edit  Moderats  Dwlete
= 10/23/2007  Tweikght 1 0 Edit Muodurate  Dulste

6. Check Email for Comments
Choose Moderate to Approve/Unapprove Comments

Site Manager | (&) Community & Support | 7.¢ Read Success Matters

e Pages Users Tools Help

- Section Workspace (Information)

Home > Reading Olympics Blog (Blog) > Moderate Comments

Unapproved Comments
Unapproved comments are listed below.

Display:
" Approved Comments (% Unapproved Comments

Approved Date/Time Author ‘Comment

There are na comments.
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