
 
 

 
 

Teacher Websites 
 
Dade County uses the Blackboard platform to host our web pages. 
 
Each teacher has a section that they can edit on their school website. 
 
The following is a set of email instructions that was sent out back when we first started using 
Blackboard as our host.  Although Blackboard has updated the interface… these items should 
still help you with your page(s).  Send a Technology Help Ticket if you need further assistance. 
 

 
 
Hello... 
 
We've moved our web page to Blackboard.  Here's a quick tutorial on how to get your pages 
going...(I am sure there may be many questions as we start this section of the web site.  If you 
have questions, simply email me and I'll respond as fast as I can). 
 
***If you cannot log in on the site, simply send in a work ticket and tell me where you should be 
listed and I'll get you added.  It's been a mad rush to get things going and I may have missed 
some... and some have changed school locations and may need to be moved.*** 
 
Signing in: 
1 - Go to the county or school web page. 
2 - Click Sign In button at top right 
3 - Login = your first and last name with no space (ie. billbankson) 
4 - Password = (this item has been removed since this is being published online - you can 
request your password by submitting a Technology Help Ticket) 
5 - After you sign in, the Sign In button changes to User Options 
6 - Click User Options button  
7 - In the drop down menu, click on Site Manager 
This will open the window where you can make changes.  
(NOTE:  the first time you visit the edit window you should see a quick video that you can watch 
that tells a little about the system.  On the people I tested some things with, you won't see the 
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video automatically but you can choose it at any time from the More... menu at the top right... 
the three dots in the top right of the edit window under What's New...). 
 
***Change your password*** - Here's how...  
1 - Once you are signed in the Sign In button changes to User Options 
2 - In the drop down menu of the User Options button there is an option to Edit Account Settings 
3 - The Change Password feature is found there 
 
There is a default set of pages for each user based on what level of school you are at.  These 
were predetermined by Blackboard when you were added as a user. 
 
You can change, edit, add, remove pages.  All up to you. 
 
Create a new page: 
1 - Above the list of pages, click the New Page button 
2 - Name the page and select the type of page you want it to be (or you can just select Blank 
Page and add apps to it later) 
NOTE:  Choosing Save and Continue puts you in the new page to edit it - Choosing Save and 
Exit puts you back at your page listing) 
 
Change the name of a page: 
1 - To the right of the page name click on the Actions button 
2 - In the menu that drops down click on Page Options 
3 - Change the Name of the page and click Save 
(NOTE:  There are more options listed that we can get into later if you want.) 
 
Delete a page: 
1 - To the right of the page name click on the Actions button 
2 - In the menu that drowns down click on Delete 
3 - After confirming the deletion, the page will be put in the Recycle Bin where you can retrieve it 
later if desired 
 
Permanently delete a page: 
1 - Above the list of pages, click the Recycle Bin button 
2 - Click the Delete button to the right of the page you want to permanently delete 
 
Reorder how your pages listed: 
1 - Above the list of pages, click the Organize Pages button 
2 - Drag pages into the order you want 
3 - When finished, click the Save button 
 
How to get something from the Recycle Bin: 
1 - Above the list of pages, click the Recycle Bin button 
2 - Click the Restore button to the right of the page you want to restore 



3 - Once you verify that you want to restore the page it will reappear 
(NOTE:  the page will be marked inactive - to change this click the inactive button and it will 
become active - when the page reappears it will be at the bottom of the list so you will need to 
Organize the Pages to get the page back where you want it) 
 
Editing a page: 
1 - Click on the name of the page 
2- In the window that opens you can change the layout (click Layout at top right and select one) 
or you can add apps to the page (many are available on the right side). 
NOTE:  Apps are preset designs that you can just fill out and they will add content to your 
pages. 
NOTE:  Below are steps to edit apps (the content for your pages) 
 
Renaming an app: 
1 - Click on the top left corner of the app (ie. About Teacher App) - (ie. I could change this to 
read About Mr. Bankson) 
2 - Once you have it changed just click outside the box 
 
Moving an app: 
1 - If you have more than one app on a page or if you have different sections in your layout you 
can grab the middle of the app's title bar (the 8 dots) and drag the app to a new location 
 
Deleting an app: 
1 - Click the trash can icon at the top right of the app and you will get an option to confirm the 
deletion 
 
Adding content to the app: 
1 - Move your mouse over the app's icon (in the middle of the app) 
2 - The icon will change to a pencil in a circle (sometimes green and sometimes gray) 
3 - Click the pencil and the edit window will open where you can add content 
 
NOTE:  If you want the name of the app to appear above your content, find the App Options 
button (sometimes it is at the top right of the app edit window and sometimes it will be a button 
simply labeled Options to the right of the Edit button - an example of this is the Files app) 
In the App Options section place a checkmark in the box labeled Show the app name on my 
page. 
 
Holler if you have any questions about anything on the Teacher areas. 
 

 
 
Please send any questions or comments about this installment of Tips & Tricks 2020 to 
technology@dadecs.org.  
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