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Logging In 
 
You can get to your School Town course by connecting through your school’s homepage, the 
CCSD21 webpage (under Staff), or by going to http://schooltown.net. Then, click Log In. 
  

 
 
 
 
 
Enter the temporary username and password that was emailed to you 
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Joining a group 
 
Once you have logged in, you will want to make sure you are in the right group. You were provided 
with a “token” to join your group. Simply click on Groups and then Join a Group. 
 

 
 
 
At this point, you will enter the token you were given to join the group. Then press continue 
 

 
 
Now, you will be brought back to the main page for your group. Now it’s time to change your 
password!
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Changing your password 
 
The next step you will want to do is change your password. To do this, click on settings and then 
My Profile 
 

.  
 
On your profile, there are a lot of ways to personalize your account, but the most important change 
to make is your password. On the bottom of the page you will see a button labeled change 
password  
 

 
 
Click on that button, and you will be prompted to enter your current password (the one that was 
emailed to you) and then your new password twice. Your password can be anything you’d like, 
keeping in mind ways to keep your information secure! 

  
 
Then, click on save changes. Your password is now saved!! When prompted, you can click “exit” 
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Features and Functions 
 
Once you are logged in, you will see your ‘Home’. The Home Section features you to-do’s, your 
events, calendars, bookmarks, and files to keep your work organized. There is also a 
Communication section on the left where you can send and receive messages, read course 
announcements, and chat. Furthermore, there is a Plan section should you like to do some goal 
setting.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
When you first log in to your Home, your to-do list will appear. Your to-do list will contain all of the 
lessons and lesson parts you have yet to complete.  
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Right now, there is only one course available in SchoolTown. So, you can choose the lessons in 
your to-do list or click the orange PD Tab (Professional Development). Once you hit the PD Tab, 
your courses will appear underneath the tab. As of now, there is only one choice available, which 
is Learning 2.0 and Beyond. Please choose that course and you will be ready to choose a lesson 
to begin. 
 

 
 
Now you will see two tabs: Current Assignments and Completed Assignments. Current 
Assignments are the lessons that are not yet complete. 
 

 
 
 
Completing Lessons 
 
First, click on the lesson title.  
 
You will see the lesson pop up. Please read the Introduction first so you are aware of the 
particulars of the course. As you read through the Introduction and Lessons, all links are provided 
for you in the text. Those links will show up in blue to signify a link to a new information window 
containing video clips, articles, graphs, podcasts, or any other additional information needed for 
the lesson.  
 
 
 
 



SchoolTown     

© 2010 – Community Consolidated School District 21 – Wheeling, Illinois, USA 
	
  

6 

 
 
In the example above, please notice the items highlighted in green. The blue link to Atomic 
Learning is circled as an example. Also, notice the green arrow highlighting the red ‘X’. Click the 
red ‘X’ when you have completed the lesson. Then, you will be brought back to the course menu of 
lessons. 
 
Discussion Boards 
 
Some of the lessons will require participation on discussion boards through SchoolTown. There 
are group tools on the right-hand side of the main screen in the PD section. In the Group Tools 
section is a ‘Discuss’ icon. To access the discussion boards, click on the ‘Discuss’ icon. 
 
 
 
 
 
 
 
 
A list of discussion topics/boards will appear in a list depending on the lesson you are working on. 
Click on the title (blue link) and you will enter the corresponding discussion.  
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Next, read the discussion post and formulate your response. You can type directly into the blank 
box on top and use the formatting buttons as needed. When you are finished, hit the ‘Post Reply’ 
button. To get back to the lesson menu, hit the red ‘X’ in the upper right-hand corner of the screen. 
Don’t forget to check back for responses from your colleagues! 
 

 
 
 
You can also create a new discussion question if you would like to propose a new topic ot discuss. 
Just click on the “add” button underneath the  
 

 
 
 
 
 
Submitting a Lesson 
 
After you have read and completed the activities in lesson part, remember to hit Submit. Once you 
hit Submit, you will receive credit for completing the requirements of the lesson.  
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Attaching a File 
 
After you click Submit, you can attach a file into the lesson.  To upload a file, click Attach More 
Files. 
 

 
 
 
 
Choose the On My Computer tab if the item you would like to attach is on your computer. Then, 
hit Choose to browse the files on your computer. When all files are uploaded, click Add 
 

 
 
It will take a minute to upload. The file name will appear by Upload Files. Then, click Save. 
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Providing Lesson Feedback 
 
After you have hit Submit in the lessons, you will have an opportunity to provide the moderators 
with feedback about the lesson. The more feedback we receive, the more we can improve the 
lessons, so your thoughts are appreciated. You can provide comments, questions, and actual time 
of completion. Then, click Save. 
 

 
 
Questions or Comments 
If you have questions or comments during this course, you may send them to the moderators 
(Jason, Jodi, or Tracy). In the PD section of the course, under Group Tools, there is an Ask a 
Question icon. To send questions or comments, first click on the icon. 
 
 
 
 
 
 
 
 
 
 
 
 
In the To field, you will see the moderators. You can the X next to the names of the people you are 
not contacting, if applicable. Then, enter your subject and question or comment in the information 
field. Then, hit Send. 
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Adding a File 
 
If you would like to add a file with your question or comment, first hit Add a File.  
 

 
 
 
 
 
 
 
Choose the On My Computer tab if the item you would like to attach is on your computer. Then, 
hit Choose to browse the files on your computer. When all files are uploaded, click Add 
 

 
 
On the next screen, hit Send. 
 
 


