Guardian Angels Schools

Homework page sign-up instructions

[image: image20]

Guardian Angels offers a homework email alert system via the Internet. This program provides daily email alerts covering homework due, test dates, project updates, and other information directly from your child’s teachers. All you have to do is sign up!

Important! To change your email alerts for the new school year, see page 3
What you need:

· Internet connection – Any type will work

· Internet Email account – This can be provided by your Internet provider such as AOL or Comcast or be a web based email account. YAHOO, MSN, HotMail, or even your work email address will work just fine.  

Here’s how to setup your alert: First, you need to create a GA user account!

This process requires that you actually be connected to the Internet and be on the school web page http://ga.myschoolsite.com/. 

1. On the left side of the screen is a menu with 10 oval buttons. The bottom button is labeled [image: image1.png]CJ Log NiouT



, click it once and your page will change. The new page will have the words 
“You are not logged in yet” with this button directly below. 
[image: image2.png]Create a New User Account



. 
2. Click it.
3. A new screen will appear where you will be asked for 4 pieces of information
· First name
· Last name
· Login name which will be created automatically using your first and last name
· Email address such as  JohnDoe@AOL.com 
· Password – select any password you wish.
· Confirm password – for typing accuracy
4. When finished click [image: image3.png]



5. The new screen will show [image: image4.png]Success!



. Click [image: image5.png]


 to finish.
You are now ready to define your alerts:
1. In the lower left corner of the GA Page is a link called “Define Email Alerts”.  Click that.

2. The screen will show [image: image6.png]There are currently NO Email Notifications defined.
You may ADD new entries now if you wist.



 

3. Select Homework from the “Table Name” dropdown box, the result should look like this:
[image: image7.png]



4. Leave the rest of the options as they are and click [image: image8.png]Add New Record



.

5. Your screen will change and you will see this (of course with your name):
[image: image9.png]Homework
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6. Notice that under the right hand column named Criteria there is nothing next to the = sign. 

7. To choose which teacher's homework you wish to be notified about, click [image: image10.bmp]
8. A new screen will appear. Select the name of your child’s teacher by clicking on their name. In the example below, Mrs. Coyne was selected. Then click [image: image11.png]Make Changes



 to finish.

9. Your screen should now look like this, but with your selected teacher:
[image: image12.png]eacher=Coyne, Mrs. Joyce
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10. A new screen will appear:

[image: image13.png]Your request has been processed. Thank you.

CONTINUE




      Click on Continue

11. Click [image: image14.bmp] and repeat steps “3” through “8” for each teacher your child receives homework from. 

Getting Out: Make sure to log out!

1. When your have finished creating all your email alerts you should log out by clicking on the button you used to log in.  [image: image15.png]CJ Log NiouT



.

2. The screen will change and give you the message “You are currently logged in as...” 
3. Click [image: image16.png]



4. You will now be back at the normal web home page for Guardian Angels and the two boxes on the left of the screen which were created when you logged in are now gone. You should start to receive your homework email alerts the next school day. 

5. The emails will be from an account named ApprovalSystem.GA@MySchoolSite.com and they will look like this in Microsoft Outlook.

[image: image17.png]&4  ApprovalSystem.GA@MySchoolSite.com MySchoolSite Alert - HOMEWORK Appr...  Tue 8/31/2004 3:41 PM




Of course your email may appear different in other email programs but will always be from the same sender “ApprovalSystem.GA@MySchoolSite.com”
Note: You can sign up with more than one email account (such as work and home) and the system will email you at both places when new homework is added.  Simply repeat these instructions to set up a 'New User Account' for each of your email accounts.  

REMEMBER- Each new school year you will have to modify your e-mail alerts to reflect your child’s new teachers!
Changing the settings to email alerts for the new school year: 
Naturally, every fall when starting back to school, a child will have new teachers and classes.  This means that the alerts that you were sent the previous spring are no longer the ones you want, and you will wish to change them to the new schedule.  Here’s how…
1) Log In as you always have (click on  [image: image18.png]CJ Log NiouT



  and enter your username & password, etc.).

2) Click on “Define Email Alerts” in the lower left corner of the page.

3) You’ll see a list of all the alerts you have setup.  Rather than Delete them and then Add new ones, it’s quicker to simply click the red [image: image19.bmp] button on an outdated homework record, and then select a new teacher and then click on the “Make Changes” button.
4) Once you’ve done this on all the records that are no longer valid, you can delete any extra ones, or add any new alerts you wish.

5) When you’re done, you can simply click on the Log In/Out button to log out, or just close your web browser if you wish.

Note:  Some entries will apply from year to year with no need for changes to your alerts.  Examples include the Cafeteria, Calendar, and Faculty.  The Sports table may change because last year could have been set for alerting you about Baseball changes, while this year you wish to know about changes to Football.

Thanks for using the system!
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