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Welcome to Edline

Initializing your account 
A Quick CAveat - Netscape will not work 
when editting edline - please Use FireFox or 
Internet Explorer

In order to activate your account, you 
need an access code – it will be a 12 digit alpha-numeric. The box on 
the right shows an example…

When you go to www.edline.net, it will ask you for either your access 
code or your account name and password. For the first time only, put 

your 
access 
code into 
the box

When you enter this code, the screen will change and ask if you have any 

other codes (if you have a child at the school, for instance, you will 
receive one code as a teacher and one as a parent).

Once you have activated all your codes (if you have more than one), click 
in the “Activate This Code” button.
A Privacy Policy and terms of use agreement comes up. Once you have 
read it, click on “I Agree”.

You will be asked if you have an account – if you do, it is 
recommended you “Combine Accounts” – this means one 
login for your different roles – otherwise you will need to 
create and remember different account names and passwords 
for your different accounts. For most teachers, you will only 

http://www.edline.net
http://www.edline.net
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have one4 account, so just click on the “New Account” button.

You will now be asked to create a screen name and edit your personal 

information. 
** Very Important** keep your screen name to something easy – like 
your firstname_lastname – there are 10s of thousands of people using 
edline – most simple screen names will be in use – it may take a few tries 

to get one that is not taken. Please keep your personal information correct 
– first and last name.

On the next page, make sure to put in your email address – if you forget 
your password, this is the only way it can be sent to you. A question and 
answer will be assigned for you – if you answer this question (like 
grandfather’s first name), then your account information will be sent to 
you via email.
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What are you looking at in the main login view?
If you have set up your account correctly, the following page will be 
displayed:

How to get help for EdlineÉ
There are 5 ways to get help when you are not sure what to do 
in edline: 1) this quick guidesheet, 2)the online, contextual help 
(there is always a help button at the top of every page), 3) your 
department mentor, 4) Technology Staff members 5) Edline’s 
support page

Your own calendar – not for 
your students – you can put 
things here, or people who have 
you in their group (like your 
department chair)can put things 
here. If you have things on your 
calendar for today they will 
show here.

Your classes – both 
semesters, homeroom, 
chapel, etc…ok, it’s a lot 
– we’re working on it!

Here you can change 
all those settings you 
made when you 
created your account
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How to add homework 
assignments in the Calendar
To add homework assignments, first go to the 
class you want to post them in. You do this by 
clicking on the course title.
 The main page area of your course will look 
like the picture on the right. To add an item into 
your calendar, select the edit button on 
“Calendar”

A calendar will pop-up.To add a new item, click 
on the add button

Each calendar item has a Title – This will be the underlined 
part you see, and this is also what will be listed in the 
calendar. A good/recommended strategy is to put your course 
name in this title: “Astro: Read this article”

Once you have entered the title, you can add a summary (a 
short description that will show on the course page), you have 
4 options for getting text into the body of the event:

1. you can type in the information, 
2. you can cut and paste, 
3. you can import a Text file (not a MS Word file), 
4. you can import an html file

It is important to remember that the text imported is txt or html 
only – edline does not display any other kinds of formatting 
correctly!! Marcia Kemble has create a sheet that explains how to 
put MS Word Documents into edline, as well.
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How to add documents (your course 
syllabus)
When you at the course main page, select the  edits 
button  next to the tab “Contents” 
In this area you can choose to add documents, folders or 
groups to the “Contents” area of your course. To just add 
a document, choose document, and  Click on the “Add” 
button

This page is the same page you saw n the 
add event section;

Each document item has a Title – 
This will be the underlined part you 
see

Once you have entered the title, you 
can add a summary (a short 
description that will show on the 
course page), you have 4 options for 
getting text into the body of the 
event:

1. you can type in the information, 
2. you can cut and paste, 
3. you can import a Text file (not a MS 

Word file), 
4. you can import an html file

Once you accept this, a new link should appear on your course homepage 
with the text you have pasted.


