Deal HXGNY Teachers:

Please refer to the instruction for general members regarding how to loing/navigate/post on 

www.hxgny.org
.    

In addition, as a teacher, you have right to manage your own class group, here are some basic guides:

1. Login with your username and password.  Click the group name in the “My Classes” section of the right side bar, it will bring you to the class home page as shown bellow.

You should be the Admin of your group.

Some of you haven’t accepted the group invitations from Admin yet,  please do so.  Otherwise you will not see anything under “My Classes”.   If you didn’t get the invitation email, please send email to webmaster@hxgny.org to ask for that again.

2. Check your group members.  

You need verify the members are really the parents of the students enrolled in your class.  If a student has transferred out or not in your class, you should delete the user from the list.  If a new student enroll in later, you should add the parent’s username in.

Usually, the user name of the members in the system is the first part (before the @ sign) of his/her email in our registration system.

Of course you can add other persons into your class group, as long as he/she is a member of HXGNY.
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A. Delete an existing member:

Click “Admin” tab, and then “Members” sub-tab as shown bellow, click “Remove from Group”.

[image: image2.png]J = Dowrioad Clean Charts, | ' 1 Saving Morefunc Excel 1 ' £32 Downloading Dropbox -0 * | [1 MP3-1 | Admin» 4687

€ > C | O wwnwhxgy.orgiwp2/aroups/mip3-1/edmin/manage-mermbers/

Edit Group

Hilden Group _active 18 minutes ago
Private

our emall stetus fs No Email (Get el
upttes)

ome | Forum | Mombers 2 | sendinutes | emat optons | [Z5Y
Members

Administrators

.admm Demote to Memb

Members

Promo Sromote to A Remove from group

Emil et e Bl Changto: No Emil | Weekly | Dily | New Topios | Al Emil

Ste Adin Only: updste email subscrigtion seftings for ALL members tathe defaut. No Email Warring; i it reversble sa use
wih cautian. ik i <0l

i hxany. oraf ozl roupsi -1 acninjmanage-members|

Events Calendar

September 2012
woT

1415 18

225

% 2 1
octs

Recent Posts
® HXGNY First Day of School Seft. 3,
308M—12:30PH
Chinese Film Discussion Chappacta
FE AT AT R
2%
0T 50pen House NS
Open House(0310172012)
e
Newsietter(0812912012-Acdess
Change-Open House...)

Reca of Pcnic Last Sunday August
2

Post Categories.

Select Categary





B. Add new member into group.

This is a two steps operation.

First you need send invitation to ask the member’s confirmation to join your class group.

Click “Send Invite”,  you can click check box from the all member name list box.  Or 

You can type in any fragment of letters in the username, the search box will automatically search out the usernames has that fragment in either username or email, and show them in a expanded dropdown list, you can make the selection.  The selected usernames will be listed at the bottom of the page, right above the “Send Invites” button.  

Once you are done with adding usernames,  click “Send Invites” button at the very bottom of the page, a email invitation will be sent out to each listed members.

Secondly, once the member receives invitation in the email, he/she can login and accept your invitation and become a member of your group.
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3. Create new topic (Homework, study material….)

Goto group home page,  click “Forum” button, it will list all topics in your group.  Click “New Topic” button in the group home description section to create new post.

Click “Post Topic” when you are done with editing.
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