Tip Sheet for Thinkport Web Builder Tool

· Plan out your web site and do your writing in a Word document first. You can copy and paste this into the web site later. 
· You may want to use your username from CCPS as the username for registering in Thinkport.
· When you register for Thinkport you put in your first name and then last name in the profile. That means that your web site will have your first and last name there for all to see. If you’d like to change that go back to your profile and remove your first name and add your title of respect. (Mr. Mrs. Ms. Etc.) and that is what the students will see when they enter your page.
· Your website address will be http://members.thinkport.org/username.  My example is http://members.thinkport.org/tjholec. 

· In order for others to see your web site in the membership directory you need to go to your My Profile, select the Member Directory tab and check the box to Include Web Page URL in Member Directory.
· Use the How to Guide to help you with this web site creation. It can be found in the How-Tos in the Think Technology section of Thinkport.
· If you are going to have attachments as part of your site make sure that you load them into your My Idea Box before starting. This is 10 MB of free storage space that will hold any attachment you have on your site. Look at the bottom of Thinkport’s main page to see yours and how to upload files.
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Welcome to the web site of Mr. Holechek
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Select the items from your Idea Box that you'd like to add to this page. You can also add items to your Ides
Box now.

Keep in mind that you can only attach items to your web site that come from your Idea Box.
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· When you add attachments from you’re my Idea Box they tell you to click on the Add Item button which is almost off the window. See the screen shot to help you locate that button.


· If you want to add pictures to your web page in the editor there is one sentence that states you can only add pictures already posted on the web. If you have pictures that you have taken or have copyright too I have found that placing it on a wiki first and then copying and pasting it to the Thinkport site will work. Also we have taken pictures from the school’s web site. Please be advised that adding pictures can be problematic at times and as I write this tip sheet my pictures are no longer working and I need to trouble shoot this problem. Do you really need the pictures?
· Keep in mind that you should not include copyrighted materials, student information and if you use student work that first names only appear. If you use photos of students make sure that you have parent permission to do so. Remember you are responsible for the content of your web site.
*** If you have questions or need support feel free to contact me at tjholec@carrollk12.org. (Terry Holechek, Staff Development)
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