


FOLLOW THIS LINK

• 4 SCHOOLS



ENTER USERNAME AND PASSWORD

pass1234

First Initial Last Name



SINGLE CLICK CMS4SCHOOLS ICON



Click My Navigation Builder Home Click Main Body



Click Add Enter Profile Information Here

See next slide for profile guidelines.



PROFILE GUIDELINES

• NAME

• BACKGROUND INFORMATION

• WHAT YOU TEACH

• WHERE YOU WENT TO SCHOOL

• WHEN YOU STARTED TO TEACH IN NEILLSVILLE

• PERSONAL INFORMATION

• TRY TO AVOID USING INFORMATION THAT NEEDS 

TO BE UPDATED EACH YEAR, I.E. BEEN AT 

NEILLSVILLE SINCE 1965 VERSUS BEEN AT 

NEILLSVILLE FOR 49 YEARS

• KEEP THE DEFAULT TEXT FORMATTING

• SEE NEXT SLIDE FOR EXAMPLE PROFILE



Click Add When Done



Click Navigation Builder Click Preview

See Next Slide for Finished Profile



FINISHED 
PROFILE
Congratulations!



HAPPY?
Click Detail Items Tab

NOT HAPPY?

Log Out

Click Detail Items Tab

Click Update Text/Graphic Editor



EDITING PROFILE

1. Make corrections here.

2. Click Update

3.  Click Preview

4.  Log Out in Editing Items Tab


