Tutorial 4

How to start adding basic content to your school profile
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If you are a teacher. aparentora

governing body member at a school,

To register your school follow the simple steps below:

1. Search for your school on the search bar in the top right hand you are able to follow the school, and

comer. Ensure correct spelling. Once you have located the "y Am start collaborating with your community
school, follow the school and please send an email to us and beyond. To be included in a school's
Contact Us. In the details of the form, please include details of community, one has to be registered on
the school, including the name of the school and request we A Better Africa first. If you have. then
approve your status as ‘owner’ ensure you have signed in. If not, please

register here.
2. If you do not find your school, you may add your school, by completing the form here.
One of our team members will approve the listing after following a verification process

3. Once the process of approving a school is completed, you can sign in, upload S&“dr Lh SChOOlE’
content, invite others and start collaborating with all stakeholders, teachers and parents Q Ssearch

in the school community.

1. At this stage, we assume you have claimed or registered your school. If not, we
recommend you read the tutorial on ‘How to find your school on A Better Africa’

and “How to add your school if it’s not listed’.
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2. To get started, it's a good idea that you have some images ready for the school such
as the school’s emblem or badge and some photos. Once you're on the school profile,
add the logo of the school by selecting ‘set a profile image’ in the top left corner of the

screen.



Photo

Choose a file to attach

Choose File |No file chosen

Enter a caption to be displayed

500 characiers max

e

3. Select ‘choose file’: this will open files in your computer, select the folder with
the school picture, click on the logo and click ‘open’. You can include a caption if
you want too, under ‘enter a caption to be displayed’. Save the logo by selecting

submit.
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Now let’s get some important information on the school, captured into the
profile. On the navigation bar select ‘overview’ and select ‘add profile message
content’ to add public-facing information or the history of the school. When we
refer to public-facing, we're talking about information that you are happy to

share with a public audience.

When you're done, make sure that you save your information. Well done on

getting your school profile started.

I would like to recommend that you read the following tutorials:
e How to keep building your school’s profile.

e How to create an online document library



