EDLINE Features - Cheat Sheet
TO ATTACH A DOCUMENT OR POWER POINT

1. Log on to Edline

2. open class

3. under the right column, where it says Contents, click EDIT

4. to the top right of the screen, click ADD

5. type in the title you want students to see

6. under ADD CONTENT, click IMPORT EXISTING FILE

7. Click BROWSE

8. Find the document or Power Point you want to attach; double click it (SEE ***)

9. click SAVE AND RETURN

***To add it to more than one class

10. scroll down to MULTIPLE POSTINGS

11. double click on each group you want to be able to see the posting

12. THEN click SAVE AND RETURN

TO PUT A PICTURE ON YOUR CLASS PAGE:

BEFORE YOU GET ON EDLINE:

1. open the picture file

2. click IMAGE

3. click RESIZE

4. make width 314 pixels

5. click FILE and SAVE AS

6. name the picture where it says FILE NAME

7. where it says SAVE AS TYPE, click on the arrow and select jpg

8. click okay

***Make a mental note of WHERE you save the file (at the top where it says SAVE IN)

NOW GET ON EDLINE:

1. Log on to Edline

2. under COMMAND CENTER on the left, click MANAGE CLASS

3. under IMAGE click BROWSE

4. find picture file you want on the page

5. double click it

6. click SAVE AND RETURN

