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About SAS 
 
The Pennsylvania Standards Aligned Systems (SAS) is a 
collaborative product of research and good practice that 
identifies six distinct elements which if utilized together will 
provide schools and districts a common framework for 
continuous school and district enhancement and improvement. 
 
Much research has been conducted as to what makes a great 
school. There are many intangible components. However, 
research supports the notion that great schools and school 
systems tend to have six common elements: Clear Standards , 
Fair Assessments , Curriculum Framework , Instruction , 
Materials & Resources , and Interventions . 

 

Clear Standards 

Pennsylvania Standards describe what students should know and be able to do; they increase in 
complexity and sophistication as students progress through school.  The Assessment Anchors clarify 
the Standards assessed on the Pennsylvania System of School Assessment (PSSA) and can be used 
by educators to help prepare their students for the PSSA. The metaphor of an anchor signals that the 
Assessment Anchors clarify the relationship between state Standards and our assessment system. 
Assessment Anchors are further elaborated with Eligible Content. Eligible Content identifies how deeply 
an Anchor should be covered and specifies the range of the content to best prepare students for the 
PSSA. Not all of the Eligible Content is assessed on the PSSA, but it shows the range of knowledge 
from which we design the test. 

Fair Assessments 

Fair assessment is a process used by teachers and students before, during, and after instruction to 
provide feedback and adjust ongoing teaching and learning to improve student achievement. In 
Pennsylvania the four types of assessment are summative, formative, benchmark, and diagnostic. 
 
Curriculum Framework  
 
A curriculum framework specifies what is to be taught for each subject in the curriculum. In 
Pennsylvania, Curriculum Frameworks include Big Ideas, Concepts, Competencies, Essential 
Questions, Vocabulary, and Exemplars aligned to Standards and Assessment Anchors and, where 
appropriate, Eligible Content. 
 
Instruction 

Aligned Instruction comprises the following activities:  

·  Teaching topics that are aligned with the Standards.  
·  Ensuring the right level of challenge.  
·  Focusing teaching based on the learning needs of each student.  
·  Implementing instructional strategies to increase student achievement. 
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Materials & Resources 

Materials and Resources includes Voluntary Model Curriculum (VMC), incorporating learning 
progressions, units, lesson plans, and content resources aligned to the Pennsylvania Standards in 
curriculum frameworks for the four major content areas (mathematics, science, social studies, reading-
writing-speaking-listening). 
 
Learning progressions span grades K-12 and include what all students should know and be able to do 
as a result of successfully moving through grades K-8 and by taking specific courses in grades 9-12. 
 
The courses are Algebra I, Algebra II, Geometry, Biology, Chemistry, Physics, World History (1450 - 
Present), US History (1850 - Present), Civics and Government, English Composition and Literature.  

Interventions 

Interventions ensure students are provided with supports they need to meet/exceed grade level 
Standards. A comprehensive system of Interventions involves a graduated set of safety nets aligned to 
specific student needs and Standards.  

 
 

State-of-the-Art Tools for Teachers 
 
SAS is a collaborative product of research and good practice that utilizes six distinct elements to provide 
schools and districts a common framework for continuous school and district enhancement and improvement.  
The portal identifies, organizes, and delivers educational resources that are aligned to the Pennsylvania 
Academic Standards.    
 
A second major objective of SAS is to provide teachers with easy-to-use integrated classroom tools that 
enhance their teaching effectiveness: 

ePortfolio  - a tool to organize all digital resources for curriculum and instruction that provides 
anywhere/anytime access from home or school. 

Teacher Website Builder  – a “point and click” website builder that easily allows teachers to create 
their own web pages to enhance communication between school and home. 

Assessment Builder  - allows teachers to create standards-based assessments that align to the 
Curriculum Framework 
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Navigating SAS 
 
The Standards Aligned Systems (SAS) is the Pennsylvania Department of Education’s model for achieving 
consistent, standards-based, sustainable educational improvement across the Commonwealth’s public 
education system.  
 
Teachers can participate in a virtual community that allows them to access important information while 
encouraging the sharing of educational resources that are fully aligned to the Pennsylvania Academic 
Standards. 
 

 
Creating a SAS Account: 
 
 

1. Navigate to the web address: http://www.pdesas.org/  
 
 
 

2. Click the Join Now  link  
 
 
 
 
 
 
 
 
 
 
 
 
 

3. Enter your First Name , Last Name  and professional 
Email address.  

 
 

 

 

 

4. Enter a Password , and then Confirm the new  
       Password by typing it again.  

 
 

NOTE: Passwords must contain at least 6 characters 
                        (numbers or letters). 
 
 

5. Click the Submit button. 
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6. Once registered, your Name should appear in the upper-right hand corner of the page. 

 

 
 
 
Logging in to SAS  
 

1. First, click the Login  link. 
 

 
 
 
 
 
 
 
 
 
 
 

OR click the Sign in here  link  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. Type your Email Address  and Password  and click 
Submit. 

 
 

NOTE: You may check the box to the left of Remember Me?   
if you wish to have the computer remember  

your login information. 
 

 
 

   Please exercise caution on public/shared computers. 
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SAS Environments 

There are two environments in the Standards Aligned System , non-registered and registered:  

In the non-registered environment, available to the public, users can access resources that support six 
distinct elements; Clear Standards , Fair Assessment , Curriculum Framework , Instruction , 
Materials & Resources  and Interventions . 

  

 

Clear Standards  Pennsylvania Academic Standards describe what students should know and be able to do; 
they increase in complexity and sophistication as students progress through school. 
 

Fair Assessment s Fair assessment is a process used by teachers and students before, during, and after 
instruction to provide feedback and adjust ongoing teaching and learning to improve student 
achievement. In Pennsylvania the four types of assessment are summative, formative, 
benchmark, and diagnostic.  
  

Curriculum Framework  The curriculum framework specifies what is to be taught for each subject in the curriculum. 
Curriculum Frameworks include Big Ideas, Concepts, Competencies, and Essential Questions 
aligned to Standards and Assessment Anchors and, where appropriate, Eligible Content. 
 

Instruction  Aligned Instruction comprises the following activities:   

·  Teaching topics that are aligned with the Standards.  
·  Ensuring the right level of challenge.  
·  Focusing teaching based on the learning needs of each student. 
·  Implementing instructional strategies to increase student achievement. 

Materials & Resources  Materials and Resources includes Voluntary Model Curriculum (VMC), incorporating learning 
progressions, units, lesson plans, and content resources aligned to the Pennsylvania 
Standards in curriculum frameworks for the four major content areas (mathematics, science, 
social studies, reading-writing-speaking-listening). 
 

Interventions  Interventions ensure students are provided with supports they need to meet/exceed grade 
level Standards. A comprehensive system of Interventions involves a graduated set of safety 
nets aligned to specific student needs and Standards.  
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Registered users, who are issued a username and password, have access to a full range of Teacher 
Tools . These tools allow users to compile a personal portfolio of resources, to create standards-based 
assessments, and to share those resources with others through the development of a website. 

Teacher Tools  are accessible through the Teacher Tools  link in the upper-right corner of the site.  A 
username and password is required. 

 
 
 
My Profile  The information provided in this section will be used to manage your SAS account.  Your profile will 

contain some information that was provided to us by your district. Registered users can manage 
their account information, identify their interests, and change their password. 
 

My ePortfolio  An ePortfolio is a web-based, portable filing cabinet. You can store virtually any file you want – word 
processing, presentations, spreadsheets, images – and retrieve it from any computer with Internet 
access. 
 

My Website  Educators can develop a classroom website to enhance communication between students, parents, 
and colleagues.  
 
Modify the site to reflect: 
 

·  the specific classes you teach 
·  the events relevant to your class or school 
·  the resources you want available for yourself, colleagues, students, and/or parents 

 
Admin  Tools  A collection of administrative tools for those users, selected by their district, which will have 

administrative access to the Standards Aligned System.   
  
Fair 
Assessments 

In addition to the Teacher Tools, there are two sections within Fair Assessments that are accessible 
to registered users only.  The Assessment Builder allows teachers to create standards-based 
assessments that align to the Curriculum Framework. The Diagnostic section will provide teachers 
with access to diagnostic testing for their students. 
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The Footer Menu 

 
The Footer Menu  rests at the bottom of every page in the site.  It provides quick access to a number of 
areas within the site.  The Footer Menu  also provides users with a way to contact us with your 
questions and concerns.  
 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Contact Us – a simple way to address questions/comments to the staff at SAS 
 

1. Click on Contact Us  in the footer menu. 
 

2. Read through the contact options, and select the one most appropriate to your question/concern. 
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3. A window will open.  The Your Name  and Email 

Address  fields will populate with information from 
your SAS Profile  (see p. 11). 
 

4. Select a Subject , and enter a 
Description/Comments .  Please include as many 
details as possible to allow us to address the 
issue. 
 

5.  Click Send. 
 

6. We will respond (via email) to your submission in a 
timely fashion.  For immediate concerns, please 
call the SAS HelpDesk  toll free at 1-877-
9PDESAS (1-877-973-3727) or via email at 
helpdesk@pdesas.org. 
 

7. Click the Back button  in your browser to return to 
SAS. 

 
 
 
 
 

 
 

FAQ – get answers to Frequently Asked Questions  
 
 

1. Click on FAQ in the footer menu. 
 
 

2. A window will open.  Select the 
area of the site that you need 
assistance with. If you are unsure, 
try General Questions  first. 
 

3. Select the question/concern that 
best describes your issue. 
 

4. For immediate concerns, please 
call the SAS HelpDesk  toll free at 
1-877-9PDESAS (1-877-973-
3727) or via email at 
helpdesk@pdesas.org. 
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My Profile 
 
Once you are registered with SAS, you can update your profile at any time. Your profile will contain some 
information that was provided to us by your district.  Please double-check the spelling of your name, and make 
sure that your email address was entered correctly. 
 
To access your Profile : 
 
 

·  Click Teacher Tools  in the upper-right hand corner of any page in SAS. 
 
 
 
 
 
 
 
 

·  Choose My Profile from the Teacher Tools  menu  
 

  
 

 
 
Personal Information 

 
 
 

1. Check to ensure your personal information is correct, 
especially the spelling of your First  and Last Name  and 
your Email Address .   

 
  
 

2. Enter a Salutation  and Middle Name  if desired.   
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3. Select a Grade Level , Subject Area and/or Course 
that best represent your current position.  

 
 
 
 

NOTE: To select multiple items in a list – 
 

PC users hold down the Control (Ctrl)  key 
Mac users hold down the Apple (Command)  key 

 
 
 
 
 

4. Choose from a selection of Professional Interests .  
 
 
 
 

5. Upload a Profile Picture.  
 

·  Click the Change Picture icon. 
 

·  Click Browse to locate your file. 
 

·   Locate the item, select it, and click Open (or 
double click the file name).  
 

·  Click the Upload button. The window will close, 
and your picture will appear within your profile. 

 
 

6. Click Save (in the lower left-hand corner) to update your information.  
 
 
Personal Information - Change Password  
 
 
1. Click the Change Password icon. 

 
2. Enter your Current Password. 

 
3. Type a New Password. 

 
4. Confirm the new Password by typing it again. 

 
5. Click the Save button.  

 
6. The window will close automatically.  The next 

time you login to SAS, use your New Password .  
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Clear Standards  
 
In Clear  Standards  users will find the Pennsylvania Academic Standards for all standard areas across all 
grade levels K – 12. 

 
 
View Standards 

 
Using this tool, you can locate specific standards, anchors, and eligible content based on subject area 
and grade level or course.   
 
Currently, these search tools allow users to view the standards by: 

  
o Subject Area  - All thirteen Subject Areas 

 
o Level  - Kindergarten to 12th grade, plus grade level Bands for K-2, 3-5, 6-8 and 9-12. 

 
o Course  – Academic courses offered at the secondary level.  

 

1. To begin, choose Clear Standards  from the Navigation Bar . 
 
  

  
  

 

2. The View Standards  tab will open. 

 
 

3. Select a Subject Area  and Grade Level (or Band ). 
 
 
 

OR 
 

 
 

 
 

For secondary level classes, select a Course  
 
 
 

4. Click Search . 
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5. Search results will display, including Subject Area , Standard Area , Grade Level  and Standards . 

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
NOTE:  Assessment Anchors , 
Anchor Descriptors , and 
Eligible Content  will display for 
the following subject areas: 
 

·  Reading  
·  Math 
·  Science  

 
 

 
 

 
Standards-Aligned Content 
 
On any page listing Standards, the SAS icon  will appear to the left of the lowest level of alignment 
Click on a Standard /Eligible Content  to view Materials & Resources  related to that particular 
statement. 

 

  
 

For example, for Third Grade Mathematics Standard M3.A.1.1.2: 
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Saving SAS Resources 
 
Users can elect to save a SAS resource in My ePortfolio . 

 
1. Find an activity, resource, lesson, etc. within SAS.  

 

 
 
 

2. Click Add to My ePortfolio  in 
the upper-right hand corner of 
the screen. 

 
3.  In the pop-up window: 

 
 

·  The item will be added by default 
to the My Portfolio folder. 
Choose a different Folder  
(optional). 
 

·  Notice the Name of the content 
has been preloaded.  You may 
change it if you desire. 
 

·  Add an optional Description  of 
the content. 
 

·  Notice the Location (URL)  of the 
page you are on has been 
preloaded.  
 

·  Click Save. 
 

·  The window will close, and the 
content will be added to your 
ePortfolio . 

 
 

NOTE: Detailed instructions for My ePortfolio  are available on p. 43 
 



 

 

�" �

������	��
������
������
�������������

������������������
	�
��������	��������
	�
��������	��������
	�
��������	��������
	�
��������	������ ��������� ���     �������
�	�	���
	�
� ��
�

 
Sharing SAS Resources 
 
Users can elect to Send the resource to a Friend via email. 

 
1. Find an activity, resource, lesson, etc. within SAS.  

 

 
 
 
 

2. Click Send to a Friend  in the 
upper-right hand corner of the 
screen. 

 
 
 
3. A window will open.  The Your 

Name and Your Email fields will 
populate with information from 
your SAS Profile  (see p. 11). 
 

4. Complete the Friend’s Name  
and Friend’s Email fields. 
 

5.  Click Send Email .  
 

6. An email will be sent to your 
friend, highlighting a piece of 
SAS content.   

 
 

 
 
 
 

NOTE: Your friend does not need to  
have a SAS Username  and Password   

in order to view the content. 
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Vertical Viewer 

Use the Vertical Viewer to take a closer look at the Pennsylvania Academic Standards as the 
complexity and sophistication of the statements increase throughout the grades. 

1. To begin, choose Clear Standards  from the Navigation Bar . 
 
  
 

  
  

2. Click the Vertical Viewer tab. 
 

 
 
3. Select a Subject Area . 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

4. Select a Standard Area . 
 
 

NOTE: In the Subject Area  of Science , it is  
             necessary to select an Organizing Category . 
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5. A matrix spanning Grades 3-8  will appear, allowing users to view the progression of Standards  

across Grade Levels . 
 

 
 

6. Click See Grades 8-12 to view the Standards across Grades 8-12 and all appropriate Courses at 
the secondary level. 
 
 

 
 
 

7. Click on Reset Vertical Viewer  to clear your selections. You may also 
elect to Print the matrix or Save it as a PDF file. 

 
8. Click on a specific Standard  to view its relationship to additional levels of alignment, such as 

Assessment Anchors  and Eligible Content . 
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Keyword Search 
 
Use a keyword to restrict a search to specific content areas, grade levels, courses, and levels of 
alignment. 

1. To begin, choose Clear Standards  from the Navigation Bar . 
 
  
 

  
  

2. Click the Keyword Search tab. 
 

 
 

·  Type in the 
Keyword you want 
to find.  
 

·  Choose a Grade 
Level/Subject 
Area. 
 

·  OR choose a 
Course . 
 

·  Click Search . 
 
NOTE:  Users may limit the search by placing a checkmark  next to specific level(s) of alignment. 

 
 

3. A list is generated showing where that word or 
phrase appears in the Pennsylvania Academic 
Standards. 
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Browse Standards  

In Browse Standards , statements are arranged within standard areas from the standard statements to 
the anchors down to the eligible content.  

 

1. To begin, choose Clear Standards  from the Navigation Bar . 
 
  

  
  
 

2. Select the Browse Standards  tab. 

 
 

 
3. Select a Subject Area . 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
4. Select a Standard Area . 
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5. Select a Grade Level/Course . 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

6. Appearance of the SAS icon  indicates that this is the lowest level of alignment. You may select a 
Standard to view Materials & Resources  related to that particular statement.   

 

 
 
 
 
 
 

 
5. Click on Reset Browse Standards to clear your selections. 

NOTE:  Assessment Anchors , Anchor Descript ors , and Eligible Content  
will display for the following subject areas: 
 

·  Reading  
·  Math 
·  Science 

 
        The SAS icon will appear at the Eligible Content level of alignment for 
         these subjects. 
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Printing the Standards 
 
At each level of alignment, it is possible to Print  a copy of the Standards  or to Save them as a PDF 
file. 

 
 
 
 

·  To Print , click the Printer icon  to the right of the level you wish to print. The printer-friendly 
version of the Standards  will open in a new window. To print, go to the File menu  and 
select Print . 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

·  To Save as PDF, click the PDF icon  to the 
right of the level you wish to print. You will be 
prompted to either Open the file, or Save the 
file to a location on your hard drive, file server, 
or other storage device.  

 
 
 

NOTE:  To view a file in PDF format requires Adobe 
Reader, a free application distributed by Adobe 
Systems. 

         http://www.adobe.com/products/reader/  
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Downloads 
 
Access the PDF versions of all Pennsylvania Academic Standard documents. These standards are 
offered as a voluntary resource for Pennsylvania’s schools and await action by the State Board of 
Education. 

1. To begin, choose Clear Standards  from the Navigation Bar . 
 
  
 

  
  

2. Click the Downloads tab. 

 

3. Locate the appropriate Standard Area , and click the title. 

 
 
     NOTE:  To view a file in PDF format     
     requires Adobe Reader, a free      
    application distributed by Adobe  
    Systems. 
 
            http://www.adobe.com/products/reader/  

 

 

4. You will be prompted to either Open the file, or Save the file to a location on your hard drive, file 
server, or other storage device.  
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Fair Assessments  
 
Fair assessment is a process used by teachers and students before, during, and after instruction to provide 
feedback and adjust ongoing teaching and learning to improve student achievement. In Pennsylvania the four 
types of assessment are summative, formative, benchmark, and diagnostic. 
 

 
About Assessments 
 
For more information on the four different types of assessment, visit the About Assessments tab.   
 

1. Click the Fair Assessments  tab on the Navigation Bar . 
 

 
 
 

2. The About Assessments tab will open. 
 

 
 
 

3. Click on Read More  to read the full definition. 
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Assessment Builder 
 
The Assessment Builder  allows educators to create standards-based student assessments.  Using the 
builder, users can search for and select a specific type of assessment question for a particular grade or 
course. Educators have the ability to print the student assessment along with the corresponding answer 
and scoring guide, as well as to save the assessment as a PDF or Microsoft Word document. 
 
 

To Access the Assessment Builder: 
 

1. Click Fair Assessments  on the Navigation Bar . 
 

 
 
 

2. Click the Assessment Builder tab. 
 

 
 

 
Building an Assessment: 

 
1. Enter a Keyword.  

 
 
 
 
 
2. Select a Subject Area from the drop-down 

list.  
 
 

 
 
3. Select a Question Type  – Multiple Choice , 

Constructed Response , Short Response 
or Extended Response  items.  Choose All  
to search for every type of question. 
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4. Select a Grade Level or Band from the drop-down list.    

For the purpose of this example, we will design an 
assessment for Grade 4 Mathematics.  

 
 
 
 
 
 
 
 

 
5. Click the Search  button.  A list of test items that match your 

search criteria will be returned.  
 
 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

 
 

Selecting Test Items  
 
 

1. To include an item on your assessment, place a checkmark in the square to the left of the item. 
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             As you do so, the item will be added to your Cart , and the item’s text will disappear: 
 
 
 
 
 

NOTE: To view your Saved Items  list, click View Cart . 
 
 
 
 

2. Place a checkmark next to Select All to add of 
the items on the current page to your Cart .  

 
 
 

3. When you have selected all of the items you feel are 
necessary, click View Cart.   

 
 
 
Advanced Search 
 
 
Sometimes a search for test items will produce an overwhelming amount of search results.  
To narrow your results, you can perform an Advanced Search , which will allow you to filter your search 
results by Standard(s) . 
 
 
1. Scroll to the bottom of the page beneath your search 

results, and click on the Advanced Search button. 
 
 
 
 

2. A list of all Standards that were assessed will appear. You can select Standard(s) by placing a 
checkmark in the square to the left of them, allowing you to assess specific skills. 
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3. Click Search to filter your search results. You can then select questions to add to your Cart . 

 

 
 

 
4. When you have selected all of the items you feel are 

necessary, click Build Assessment.  
 
 
 

Reordering or Removing Items in an Assessment Docum ent 
 
 
Clicking on View Cart or Build 
Assessment will generate a list 
of the test items that are in your 
Cart . The test items will appear 
in whatever order they were 
selected in the steps above. 
 
 
 
 
 
 
 
 
 
 
 
 
At times the order of the test items may be inconvenient: 

 
·  Longer, more involved Constructed Response items may appear at the beginning of the 

test, while Multiple Choice items may appear at the end 
 

·  An educator may wish to create several versions of the same assessment, reordering the 
questions on each to prevent plagiarism in the classroom 
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Users may wish to change the order of the items to better suit their needs: 

 
·  To manually re-order the items on the assessment, 

click on the Move Up/Move Down  icons next to the 
test items you wish to move. The items will move up 
or down the list one space with each click. 

 
 
·  To delete a test item from your assessment, 

and also from the Cart , click the Delete icon 
next to the item. To clear them all, click 
Empty Cart  on the Assessment Builder  tab. 
 

·  To locate additional assessment items, click Find More 
Items .  Place a checkmark next to any additional items to 
include them in your Cart .  

 
 
Saving an Assessment Document 

 
In addition to the Student Version  of the assessment document, users can also preview the Teacher 
version  and the Answer Key . 

 
·  The Student Version  contains test items only 

 
·  The Teacher version  contains the test items, along with the answer key and scoring rubrics 

 
·  The Answer Key  does not contain test items, only the answer key and scoring rubrics 

 
 

1. Select the appropriate Version  of the Assessment . 
 

 
 
 
 

2. Use the Move Up/ Move Down  icons to order the 
test items.  

 
3. Delete any questions you no longer wish to include. 

 
 

4. Select an option for how you wish to save the Assessment :  
  

 
·  Print  – print the assessment without saving it. 
·  Word – save the assessment as a Microsoft Word document. 
·  PDF – save the assessment as a PDF file. 
·  ePortfolio – save the assessment to My ePortfolio as a Microsoft Word document 
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Reference Materials 
 
The Reference Materials tab provides access to resources related to assessment.  These resources 
include links to online resources, PDF files and Microsoft PowerPoint presentations. 
 
 

1. Click Fair Assessments  on the Navigation Bar . 
 

 
 
 
2. Click the Reference Materials tab. 

 

 
 
3. Select a resource from the list: 

 

  
 

NOTE:  To view a file in PDF format, you need Adobe Reader, a free application 
 distributed by Adobe Systems. http://www.adobe.com/products/reader/  
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Diagnostic 
 
The Pennsylvania Department of Education is in the process of developing on-line classroom diagnostic 
assessments for reading, mathematics, science, and social studies. The diagnostic assessments will be 
available for students in grade 6 through high school.  
 
The math assessments will be field tested in May 2010 and will be available for use in the fall of 2010. The 
other content areas will be phased in between December 2010 and September 2011. 
 
 

1. Click Fair Assessment  on the Navigation Bar . 
 

 
 
 
2. Click the Diagnostic tab. 

 
 

3. This area is currently under construction: 
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Curriculum Framework 

 
A curriculum framework specifies what topics are to be taught at which grade levels for each subject in the 
curriculum.  At any given grade level, topics that are taught are those-and-only-those that are needed to 
provide the foundation for what comes next. 
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Declarative statements that describe 
concepts that transcend grade levels.  

Big Ideas are essential to provide focus 
on specific content for all students. 

Questions connected to the SAS 
framework and are specifically linked to 

the Big Ideas. They should frame student 
inquiry, promote critical thinking, and 

assist in learning transfer. 

Describe what students should know  
(key knowledge) as a result of this 
instruction, specific to grade level. 

 

Describe what students should be able 
to do, key skills , as a result of this 
instruction, specific to grade level. 

Describe what students should know  
and be able to do at the end of a grade 

level. 

Helps educators identify how deeply 
they need to cover an Anchor and/or 

the range of content they should 
teach to best prepare their students 

for the PSSA. 
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Performance tasks that can be used 
for assessment and instruction as 
well as professional development.  

An Exemplar is an example of 
student work that meets the 
identified criteria for the task.  

 
Exemplars provide educators with a 

concrete example of assessing 
students’ understanding of the Big 

Ideas, Concepts and Competencies. 

������
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Key terminology  linked to the 
Standards, Big Ideas, Concepts 
and Competencies in a specific 
content area and grade level. 
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Describe what students should know  
and be able to do at the end of a specific 

grade. Ties the Standards to 
assessment reporting. 

More specific descriptors that can be 
used for instructional purposes.   
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1. To begin, choose Curriculum Framework  from the Navigation Bar . 
 
  

  
  

 

2. Select a Subject Area  and Grade Level/Band  
 
 
 

OR 
 

 
 

 
 

For secondary level classes, select a Course  
 
 
Currently, these search tools allow searching by: 

  
·  Subject Area  - All Subject Areas, plus more specific areas such as Listening, Dance, or 

Entrepreneurship. 
 

·  Grade Level  - Kindergarten to 12th grade, plus grade level Bands for K-2, 3-5, 6-8 and 9-12. 
 

·  Course  – Academic courses offered at the secondary level. 
 

 
 

3. Click Search . 
  
 
 
 
 
 
 
 
 
 

 
4. The Big Idea(s)  for the 

selected Subject Area  
and Grade Level  OR 
Course  will appear.  
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5. Select a Big Idea  – the related Essential Questions , Concepts , Competencies , and 

Standards/Eligible Content  will populate. 
 

 
 
 

6. You may use the Hide Essential Question  or Hide Concepts  
buttons to hide/show those columns within the chart. Click once to 
Hide Essential Questions/Concepts  and once again to Show  
them. 

 

 
 
 
7. Hover your mouse over the Standards/Eligible Content  code to view the standard statement. 

 

 
 

 
8. Click on the Standards/Eligible Content  code to view its relationship to additional levels of 

alignment. 
 
 
 
 
 
 
 
 
 

 
 

 
9. On any page listing Standards, the SAS icon  will appear to the left of the lowest level of 

alignment, indicating that the statement has Materials & Resources  aligned to it. Click on a 
Standard /Eligible Content  to view content related to that particular statement. 
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ELL Overlay 
 
You may view an ELL Overlay  to see related standards for English Language Learners. 
 

1. To begin, choose Curriculum Framework  from the Navigation Bar . 
 
 

  
  

 
 
 

2. Click the ELL Overlay tab. 
 

 
 
 
 
 
 
 

3. Click on the Title of the ELL 
Overlay you wish to view. 

 
 
 
 
 
 
 

 
 
 

4. The ELL Overlay will open in a 
new window.   

 
 
 
 
 

NOTE:  To view a file in PDF format,  
      you need Adobe Reader, a free application 

 distributed by Adobe Systems.    
           http://www.adobe.com/products/reader/  
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Instruction 
 
This section houses a collection of video vignettes and resources tied to effective instructional strategies. 
 

·  Click Instruction  on the Navigation Bar . 
 

 
 

 
 

·  Select a video from the list on the right, and use controls to play, pause and stop the video, as well 
as to adjust the volume.  
  

 
 

 
·  To download a document, click on its Title.  

 
 

·  You will be prompted to either Open the file, or Save the file to a location on your hard drive, file 
server, or other storage device.  
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Materials & Resources 

 

Materials & Resources  provides users with a way to locate standards-aligned content through a targeted 
search. 
 
The icons next to each piece of content identify its type: 

 

·   Instructional Content  - Lesson Plans, Unit Plans, and Activities for classrooms 

·   Educational Resources  - Literature Connections, Tutorials, Teacher Resources, Homework  
       Help, etc. 

·   Web-based Content  - Digital Profiles, Web-based Resources, WebQuests, Documents and  
      Manuscripts, Audio/Podcasts, E-books, etc. 

·   General Classroom Assessment  - Document Based Questions, Constructed Response  
      Questions, Rubrics, etc. 

 
 
 
 
Basic Search 
 

 

1. Choose Materials & Resources  from the Navigation Bar . 
 

 
 

 
 

2. On the Search  tab, type in a Keyword ; use general terms, e.g., literature, Thanksgiving, fractions. 
It is better to start broad. Then, based on the results, refine your search by selecting a Grade 
Level . 

 
 

  
 
 

3. Click the Search  button. 
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4. Click a Title  to view the content. 

 
 

 
 

 
5. Preview the content titled Star Search by Kinetic City . 

 

 
 
 
 
 
 

 
6. Click Back  (at the bottom of the page) to return to your search results. 

 
 
 
 

Note: The Caution icon indicates 
content that contains hyperlinks that 
will take you outside of the Standards 
Aligned System to the Internet.  This 
content has been peer reviewed, but 
may contain content or advertising that 
is not under our control.  
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Advanced Search  
 
Using the Advanced Search  tab, you can refine your search to look for content: 
 

·  Using exact word matches or any part of a Keyword  or Phrase   
·  By Subject  Area and Grade Level (or Band ) 
·  By a Course 
·  By one or more specific Content  Types  

 
 

1. Choose Materials & Resources  from the Navigation Bar . 
 

 
 

 
 

2. Click the Advanced Search  tab. 
 

 
 
 
 

3. Enter a Keyword , and then select a Grade Level/Subject Area  OR Course . 
 

 
 

 
 

4. You may narrow your search results to include specific types of Materials & Resources  by placing 
a checkmark next to your desired content types.  Then click Search . 
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QuickSearch 
 
There is a QuickSearch  tool built into the navigation bar at the top of every page in SAS.  Users 
can search the database of Materials & Resources  with one click! 

 
 

1. Type a Keyword  or Phrase  into the QuickSearch  tool. 
 

2. Click Search .  
  
 
 
 
 
 
 
 
 

3. A list of search results will be returned.  Click on the Title (s) to preview the content. 
 

 
 

 
 

4. Then, based on the results, refine the search by selecting a Grade Level . 
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Voluntary Model Curriculum 
 
Materials & Resources include Voluntary Model Curriculum (VMC), incorporating learning progressions, 
units, lesson plans, and content resources aligned to the Pennsylvania standards in curriculum frameworks 
for the four major content areas (mathematics, science, social studies, reading-writing-speaking-listening).  
 
 
1. Choose Materials & Resources  from the Navigation Bar . 

 

 
 

 
 

2. Click the Voluntary Model Curriculum (VMC)  tab. 
 

 
 
 
 

3. Locate a Subject  and Grade Level . Click the Plus sign  (+) to view Lessons  available within a 
Unit . 

 
   
 
 
 
 
 
 
 
 

4.  Click on a Title to view the Unit or Lesson. 
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Interventions 
 
The purpose of interventions is to ensure students are provided with the standards based supports they 
need to meet/exceed grade level standards. This area houses resources to access information and 
materials to support successful interventions. These resources include links to online resources, PDF files 
and video vignettes. 
 
 
1. Click Interventions  on the Navigation Bar . 

 

 
 
 
 

2. Select a resource from the list: 
 

 
 

For PDF documents you will be prompted to either Open the file, or Save the file to a location on your 
hard drive, file server, or other storage device.  

 
 
 
 

NOTE:  To view a file in PDF format, you need Adobe 
Reader, a free application distributed by Adobe 
Systems. http://www.adobe.com/products/reader/  
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My ePortfolio 
 
My ePortfolio  is an electronic (web-based), portable filing cabinet. You can store virtually any file you want 
– word processing, presentations, spreadsheets, images – as long as it is already saved to your computer 
or another storage device. You can also organize your ePortfolio by creating specific folders. 
 

·  Click Teacher Tools  in the upper-right hand corner of any page in SAS. 
 
 
 
 

 
 
 

·  Choose My ePortfolio from the Teacher Tools  menu:  
  

  
 
 

The first time you enter your ePortfolio , you will see one main folder, My Portfolio, as well as three 
subfolders; My Bookmarks , My Files  and My Classes . The subfolders are empty, and can be 
renamed if desired. 
 
You may also see items that you have saved throughout this training session listed on the right side 
of the screen – as of now, all of these items are stored within the My Portfolio  folder. 
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Add Folder 
 
You can create as many folders as you like to get yourself organized. You also have the ability to 
create subfolders within a folder. 

 
1. Click Add 

Folder.  
 
 
 
 
 

2.  Click OK. 
  
  

 
 
 
  

3. A New Folder will be added under the My Portfolio 
folder.   
  
 

 
 

4. Repeat Steps 1-3 to add as many folders as necessary. 
 

 
 
Create Subfolders 
 

1. Right-click your mouse on the folder you wish to 
add a subfolder to. Select New Folder . 

  
NOTE: Macintosh users, click the Folder  you wish to 
add a Subfolder  to, and then click your mouse on 
the Add  Folder  icon above the folder list. 

 
 
 
 
 
 
 
 
 
 
 
 

2. Type a name for the New Folder , and 
click OK. 
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3. A Subfolder  will be added to the folder.   

 
Drag and Drop: 
Users may also elect to use the Drag and Drop  feature.   
Click on a Folder , and while holding your mouse button  
down, drag the Folder  on top of the folder you want it to  
become a Subfolder  of. 
 

 
 

 
 

 
Delete Folders 
 

1. Right-click your mouse on the folder you wish to delete 
and select Delete OR click the Delete Folder  icon 
above the folder list. 

 
  
 
 

2. Click OK.  The folder will be deleted. 
 

 
 
 
 
 
 

 
WARNING:  
Be aware that if you delete a folder, you also delete all of its contents. If there are any subfolders  
attached to that folder, you will also delete them and all of their contents.  
 

 
 

Upload Files  
 
As long as a file is saved somewhere first, you can upload it to your ePortfolio.  
 
1. Click Upload 

File. 
 

 
 
 

2. Select a Folder  to save the file to. By 
default, the folder that is currently open 
will be selected. 
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3. Click Browse  to find the file on your computer.  
 
 
 
 
 

 
 

4. Once you locate the file, highlight it and click Open (or double-click the file).  
 
 

NOTE: 
To ensure success when moving 
files between platforms (Mac to PC), 
include the proper file extension* 
when you first save the file. 

 
 

Word – .doc. .docx  
PowerPoint – .ppt, .pptx 
Excel – .xls, .xlsx 
Access - .mdb, .accdb 
Inspiration - .isf, .ins, .ist  
Sound files - .wav, .mp3, .wma 
Videos - .mov, .wmv, .mp4 
Images - .jpeg, .gif, .tif 

 
Also, avoid special characters 
such as /, \, #,?, -. 

 

 
 

 
 
 
 
 
 
 

5. To save time, users can elect to upload 
multiple files to a folder at one time.  
Click the Add button (optional). 

  
To delete a file prior to upload, place a 
checkmark to the left of the file and 
click Remove . 

 
 

6. Repeat steps 3-5 to add additional files 
to the ePortfolio  if necessary. 

 

WARNING: 
 

SAS may automatically resize your picture files during upload.  To ensure that the picture is not 
distorted in any manner, it is best to adjust the image size prior to upload.   The suggested width 
for picture files is 528 pixels . 
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7. Click the Upload  button. The window will close, and the file(s) will be added to the appropriate 
folder within the ePortfolio . 

 
 

NOTE: The ePortfolio  is an electronic, portable filing cabinet. It is a holding area, not a workspace.  
You MUST download (save to your computer) documents/files in order to open/modify/print them. 

 
 
 

 
 
Add Bookmark 

 
You can bookmark your favorite Internet websites. 
 
1. Click Add 

Bookmark. 
 
 
 
  

2. Select a Folder  to save the file to. 
By default, the folder that is currently 
open will be selected. 

  
 
 
 
 
 
 

3. Provide a Name for the file. 
  
 

4. Type a Description  for the file.  
 
The Description  is wording describing a file 
that appears when the mouse is rolled over the 
item in the ePortfolio.  
 

5. Type the URL (web address). 
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6. Click the Save button. The window will close, and the bookmark will be added to the 

appropriate folder within the ePortfolio . 
 
To Copy and Paste a URL: 
 

·  Open two windows/tabs with your web browser. 
·  In one window/tab, login to SAS. 
·  In the other window/tab, find the desired web site. 
·  Highlight the URL in the address/location bar, and copy it. 
·  Return to SAS and paste the URL into the correct field. Be sure the pasted URL 

completely replaces any other text. 
 
 

 
Organizing the ePortfolio 
 
Once an item is uploaded to your ePortfolio , you can move it to another folder, rename it, edit the 
description, or delete it. In the case of an Uploaded File, you will also be able to browse for a different 
file. 
 
Click the Pencil icon  to the right of the item you wish to make changes to: 
 

 
 

 
 

·  To move an item into another folder, 
select it from the Folder drop-down list. 
 
 

·  To rename an item, edit the Name. 
 
 

·  To select a different file, click Browse 
and navigate to the location where the 
new file is saved.  Highlight the new 
file, and click Open. 

 
 

·  To add a description, enter the text in 
the Description field. 
 
 

 
 
To save your changes, click Save. 

 
 

To cancel any changes, click Cancel . 
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If you moved the item to a new folder, click the folder icon to open the folder and see the item: 
 
 
 
 
 

 
 
 
 
 
 
My Website 
 
 

All registered users of SAS can create a Website  to use as a communication tool. The Pages are 
formatted; you just need to supply the content.  
 
 
You can modify your Website  to 
reflect: 
 

�  the specific classes you 
teach 

�  the events relevant to 
your class or school 

�  the resources you want 
available for yourself, 
colleagues, students, 
and/or parents 

 
 

 
Tell everyone to access your Website  at 
websites.pdesas.org/your SAS username. 

 
 
 
To open the Website Builder : 
 
 

·  Click Teacher Tools  in the upper-right hand corner of any page in SAS. 
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·  Choose My Website from the Teacher Tools  menu:  

  

  
 

 
Enabling Your Website 

 
When you begin creating your 
Website , it is visible only to you, 
when you log in to the SAS site.  
Visitors to your Website will see 
the following message: 
 
“This webpage has been taken 
offline and is not viewable by 
visitors” 
 
To share your Website with 
colleagues, parents, and 
students, you will need to enable 
your site. 

 
 

1. Place a checkmark next to the Terms of Use statement for the SAS website.  For further 
information on policy, please refer to the Terms of Use link, as well as any documentation set 
forth by your district.  

 
 

 
 
 

 
2. Place a checkmark next to Enable My Website.  

 
 

3. Click the Custom Page Header button.   
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4. Type a Name for your site to the left of the Custom Page Header button.   

 
The SAS rich-text editor will open.  You can use the editor, which functions very similar to a 
word processor, to type the name again.  The Name will appear in the heading on your site, as 
well as in the title bar of your browser. 
 
 

 
 
 
 
 
 
 
 
 
 

NOTE: See page 59 for more information on using the rich-text editor. 
 
 

 
5. Determine whether or not to include a way for visitors to contact you.  This option will include a 

Contact Me page on your Website that will allow visitors to fill out a contact form directed to 
your email address.  

 
·  Click Edit Page  to the right of Contact Me .  
·  Place a checkmark next to “Make this webpage available online?”  
·  Click Save. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. Include a Copyright Statement  that will appear at the 
bottom of each page in your website, appended with 
the current year. 
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7. Click Save at the bottom of the Website Builder tab. 

 
 

8. Click on View My Website  to preview the changes. 
 

 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Editing a Webpage 
 
 

1. Click on Home Page , and then click Edit Page . 
 

 
 
 
 
 

2. The SAS rich-text editor will open. You can use the editor, which functions very similar to a word 
processor, to enter text, hyperlinks, and graphics that will appear on a Page. Advanced users 
who know HTML code can also enter and edit code using the rich-text editor. 
 
 

 
NOTE: The acronym HTML stands for Hypertext Markup Language , the computer code that is 
used to create web pages. You can use simple HTML code to enhance your SAS Webpage . 
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The Home Page is the main page of the Website , which initially contains a default welcome 
message for parents and students. 
 

 
 
 

3. Once you have edited the message and/or added additional content to the Home Page , Spell 
Check your work.  
 

 
 
 
 

4. Be sure that Show this page on your website menu? 
Is checked so that this course will display on your site’s 
menu on the Website Builder  tab. 
 
 
 
 

5. Check Make this page available online?  to 
have this webpage visible to people who visit 
your Website .  
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6. Click Save. You will receive a confirmation 
message. Click Ok. 

 
 

 
Creating a New Webpage 
 

 
 

1. Under My Website Pages , click Add Webpage.  
 
 
 
 
 
 
 
 

2. Type a name for the New Webpage , and 
click OK. 

  
  
 

 
 
 
  

3. The New Webpage will be added under My Website 
Pages.   The icon appears grayed out because the page is 
not currently visible to visitors to your website.  
 
 
 
 

4. Repeat Steps 1-3 to add as many additional Webpages  as necessary. 
 

 
 

5. To begin adding content to your page(s), click on the page name (e.g., History) and then click 
Edit Page . 
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6. The SAS rich-text editor will open.  You can use the editor, which functions very similar to a 

word processor, to enter text, hyperlinks, and graphics that will appear on the New Webpage . 
 
Advanced users who know HTML code can also enter and edit code using the rich-text editor. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

7. Be sure that Show this page on your website menu? 
is checked so that this course will display on your site’s 
menu on the Website Builder  tab. 
 
 

8. Check Make this page available online?  if you 
are ready to have this webpage visible to people 
who visit your Website .  

 
 
 

9. Click Save. You will receive a confirmation message. 
Click Ok. 
 
 

10. You will be returned to the main Website Builder  tab. 
 
 
 
 
 
 
 
 
 

Creating a New Sub-Page 
 

1. Right-click your mouse on the Webpage  you wish to 
add a Sub-Page  to. Select Add Webpage . 

 
NOTE: Macintosh users, click the Webpage  you wish to add a 
Sub-Page  to, and then click your mouse on the Add 
Webpage  icon in the My Website Pages toolbar. 
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2. Type a name for the New Sub-Page , and 
click OK.  
 

 
 
 
 
 
 
 

3. The New Sub-Page will be added under My 
Website Pages .   The icon appears grayed out 
because the page is not currently visible to visitors to 
your website. 

 
 

Drag and Drop:  Users may also elect to use the Drag and Drop  feature.  Click on a Webpage , 
and while holding your mouse button down, drag the Webpage  on top of the Webpage  you want 
it to become a Sub-Page  of. 

 
 

 
4. Repeat Steps 1-3 to add as many additional Sub-Pages  as necessary. 

 
5. To begin adding content to your sub-page(s), click on the page name (e.g., Japan) and then 

click Edit Page . 
 
 
 
 
 
 
 
 
 

6. The SAS rich-text editor will open.  You can use the editor, which functions very similar to a 
word processor, to enter text, hyperlinks, and graphics that will appear on the New Sub-Page . 
 
Advanced users who know HTML code can also enter and edit code using the rich-text editor. 
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7. Be sure that Show this page on your website menu? 

is checked so that this course will display on your site’s 
menu on the Website Builder  tab. 
 
 

8. Check Make this page available online? if you 
are ready to have this webpage visible to people 
who visit your Website .  

 
 
 

9. Click Save. You will receive a confirmation 
message.  Click Ok. 
 
 

10. You will be returned to the main Website Builder  tab. 
 
 
 
 
 
 
 

 
Deleting a Webpage 
 
 

1. Right-click on the Webpage  you wish to delete. 
 
 
2. Select Delete. 
 

NOTE: Macintosh users, click the Webpage  you wish to 
Delete, and then click your mouse on the Delete icon in 
the My Website Pages toolbar. 

 
 
 
 
 
 
 

3. Click OK. 
 
 
 
 
 
4. The Webpage  will be removed from the list 

underneath My Website Pages . 
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Viewing the Website 
 
To see what appears to visitors to your Website , click View My Website . 
 

 
 

 
 
 
Any Webpage(s)  that appear in full color will be visible in the navigation 
menu to the left of your screen: 
 
 
 
 
 
 
 

 
 
Any Webpage(s)  that are grayed out will not be visible on your website:  
 
 

 
 
 
Sub-Page(s)  will only appear when visitors hover their mouse over the Webpage  the Sub-Page  is 
connected to. 
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Formatting Text with the SAS Rich-Text Editor 

1. First, enter text you wish to appear on your webpage.  
 

2. Highlight the text you wish to format. 
 
To highlight text on a PC:  

o Mouse: - Move the mouse pointer before the text you wish to select. Holding down the 
left mouse button, drag the mouse until all text is selected. Release left mouse button.  

o Keyboard: - Move the cursor with your arrow keys before the text you wish to select. 
While holding down the shift key, use the right arrow key to move the cursor over your 
text. When done selecting the word or phrase, release the shift key.  

To highlight text on a Mac: 

o Mouse: - Move the mouse pointer before the text you wish to select. Holding down the 
mouse button, drag the mouse until all text is selected. Release the mouse button.  

o Keyboard: - Move the cursor with your arrow keys before the text you wish to select 
holding down the shift key, use the right arrow key to move the cursor over your text. 
When done selecting the word or phrase, release the shift key.  
 

3. Click an icon on the toolbar to apply the formatting. Using the toolbar, you have many of the same 
formatting options as a word processor, including: 
 

·  Bold, italics, and underline 

·  Bullets and numbers 

·  Text alignment 

·  Undo and redo 

·  Spell check 
 
 

 
 

 

NOTE:  For bulleting and 
numbering, if you want 
multiple list items, put a 
hard return after each item, 
so they each appear on 
their own line. 
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Formatting HTML Code with the SAS Rich-Text Editor 
 
Users who wish to enter and edit HTML code will need to click 
on the HTML icon in the bottom toolbar of the rich-text editor.   
 
That will reveal all HTML coding: 

 
 

  
 
 
 
 
 
 
 
 

 
To return to the screen with the rich-text toolbar: 

 
·  Click the Update  button to save any changes made to HTML coding 
·  Click the Cancel  button to return without saving changes 

 
 
 
 
 
About HTML 
 
HTML is short for Hypertext Markup Language, the authoring language used to create documents on the 
World Wide Web. HTML defines the structure and layout of a webpage by using a variety of tags – 
commands that specify how an area of a webpage is formatted. 
 
All tag formats are the same. They begin with a less-than sign: < and end with a greater-than sign: >. What 
goes inside the < and > is the tag. 

Example:   
 
The tag for bold lettering is "b".   Here's what the tags look like to turn the word "Joe" bold:   <b>Joe</b>   

·  <b> is the beginning bold tag. 
·  "Joe" is the word being affected by the <b> tag. 
·  </b> is the end bold tag. Notice it is exactly the same as the beginning tag except there is a 

slash in front of the tag command. 
·  This is what the bold tags above produced: Joe  

 
NOTE: HTML is not case-sensitive.  

It can be written using either upper- or lower-case letters. 
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To Insert a Line Break: 
 

·  Add the tag <br> wherever you would normally hit the Enter/Return key. 
·  <p> does the exact same thing as the <br> above except this tag skips a line.  
·  Remember: <br> just jumps to the next line, <p>skips a line before starting the text 

again. 
 

Example: 
 
123 Main Street, <br> Hershey, PA 17033    will appear as    123 Main Street 

                             Hershey, PA 17033 
 

123 Main Street, <p> Hershey, PA 17033    will appear as    123 Main Street 
 

                            Hershey, PA 17033 
 
 
 
To Color Text: 
 

·  Place this tag before the words you want to color: <font color="name of color">   
·  Most of the basic colors you can think of work here: red, black, violet, blue, green ... 
·  Place this tag after the words you want to color: </font>   

 
Example: 
 

<font color=”red”>Lesson Plans</font>    will appear as     Lesson Plans 
 
 
 

To Enlarge or Reduce Text: 
 

·  Place this tag before the words you want to enlarge a bit: <font size="+1">   
·  Use +2 or +3 for larger and larger text; -1 or -2 for small text. 
·  Place this tag after the words you want to enlarge: </font>   

 
Example: 
 

<font size=”+1”>Lesson Plans</font>   will appear as    Lesson Plans 
 
 

 
 

NOTE: There are only seven text sizes available on the Internet. 
By default, our editor adds text at size 2, which is equivalent to the size of 10 point font. 

Increasing the size by “+1” will increase the text size to approximately 12 point font. 
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To Change Font Style: 
 

·  Place this tag before the words you want to change the font of <font face=”font 
name”>  

·  Most of the fonts you can think of work here: Times New Roman, ������	�
���
� , 
��������	
��� … 

·  Place this tag after the words you want to change: </font>   
 
Example: 
 

<font face=”Forte”>Lesson Plans</font>   will appear as    ���������	��  
 

To Create an Indented Block of Text: 

·  Place the <blockquote>  tag before the words you want to set in an indented 
blockquote.  

·  Place the </blockquote> tag after the word(s) you want set within the blockquote.  
 
Example: 
 

Aaron Burr Jr.  (1756-1836), was thought to be one of the most brilliant students graduated 
from Princeton in the eighteenth century. Woodrow Wilson said he had <blockquote>`genius 
enough to have made him immortal, and unschooled passion enough to have made him 
infamous.''</blockquote> 
 

will appear as 
 
Aaron Burr Jr.  (1756-1836), was thought to be one of the most brilliant students graduated 
from Princeton in the eighteenth century. Woodrow Wilson said he had 
 

`genius enough to have made him immortal, and unschooled passion enough to 
have made him infamous.'' 

 
 
To Create a Hyperlink to a Website: 
 

·  Place this tag before the name/URL of the webpage:  
<a href=”http://www.webpageaddress.com”> 

·  Add this closing tag after the text you want to link to the URL: </a>  

Example: 
 

<a href=”http://www.google.com”>Google</a>   will appear as    Google 

 

 
 



 

 

"� �

������	��
������
������
�������������

������������������
	�
��������	��������
	�
��������	��������
	�
��������	��������
	�
��������	������ ��������� ���     �������
�	�	���
	�
� ��
�

 

To Create a Hyperlink to an Email Account: 

·  Place this tag before the name/address of the email account:  
<a href=”mailto:person@email.com”> 

·  Add this closing tag after the text you want to link to the email account: </a>  

Example: 
 

<a href=”mailto:jdoe@erieschools.org”>Dr. John Doe</a>   will appear as    Dr. John Doe 
 
 

 
Inserting ePortfolio Items on a Page 

 
Users have the ability to take items saved in their ePortfolio  and add them to any Page on their 
Website . 

 
1. Click the Portfolio Manager  icon on the toolbar in the rich-text editor. 

 
 
 
 
 
 
 
 
 
  

2. Click on the folder where the item is stored.  The item within the folder will display on the right side 
of the tool. 
 

3. Check the item you wish to insert, and click Submit . 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

NOTE: Users can also Upload File(s) directly to the ePortfolio within the Portfolio Manager .   
Click on the Upload File(s) button to add files to the ePortfolio. 
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4. The item you selected will be inserted on the Page. 
 

In this case, the image can be resized by clicking on it, and dragging the handles.   
 
If the rich-text editor window is too small to view the entire image, click the Toggle Fullscreen  icon 
to have the rich-text editor cover the full screen.  Click the icon again to return the rich-text editor to 
its normal size. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Inserted files, bookmarks to web sites, or bookmarks to items within SAS will appear as hyperlinks.   
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Website Settings 

 
 

By default, this is how your Website  will appear: 
 

 
 
A Website  can be customized to suit your personal taste.  You can choose from a collection of themes, 
layouts, and patterns and color schemes to enhance the look of your page.   

  
 

1. Click on Website Settings . 
 

 
 

2. Select the Font  grouping for your Website.  
 

 
 

 
 

3. Select a Layout .  The navigation menu for your site can appear 
on the left or right side of the page.  

 
 
 
 
 
 

 
 

4. Select a Background 
Color .  

 
 

 
5. Select a Background Pattern . 
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6. Select a Theme. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

7. Save your changes, and then click Ok.  
 
 
 
 
 
 
 

8. Click on View My Website  to preview the changes. 
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Viewing Reports 
 
See how many people have visited each page in your Website . 
 
 
1. Click on View Reports . 

 
 
 
 
 
 

2. View a chart that shows the Page Title , Number of Page Views , and the date and time Last Visited 
On. 
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News & Announcements 
 
You can post important Announcements  for visitors to your Website . 
 

1. Click Edit Page  on the My Announcements  toolbar. 

 
2. The SAS rich-text editor will open.  You can use the editor, which functions very similar to a word 

processor, to enter text, hyperlinks, and graphics that will appear on the News & Announcements 
Page.  
 
The News & Announcements page is the page of the Website  where all Announcements  will be 
posted. It initially contains a default message for parents and students. 
 
Advanced users who know HTML code can also enter and edit code using the rich-text editor. 
 

 
 
 

3. Once you have edited the message and/or added additional content to the News & 
Announcements page, Spell Check your work.  

 

 
 

 
4. Be sure that Show this page on your website menu? Is 

checked so that this course will display on your site’s menu 
on the Website Builder  tab. 
 

5. Check Make this page available online?  to have 
this webpage visible to people who visit your 
Website .  
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6. Click Save. You will receive a confirmation 
message.  Click Ok. 

 
 

7. You will be returned to the main Website Builder  tab. 
 
 
 
 
 
 
 

Adding an Announcement 
 

1. Select Add Announcement  from the My Announcements  toolbar.  

 
2.  The SAS rich-text editor will open.  You can use the editor, which functions very similar to a word 

processor, to enter the text that will appear on the News & Announcements Page .  
 
The News & Announcements page is the page of the Website  where all Announcements  will be 
posted. It initially contains a default message for parents and students. 
 
Advanced users who know HTML code can also enter and edit code using the rich-text editor. 

 
 
NOTE: Announcements  are text only, and cannot include images 

 
 

3. Enter a Title for the 
Announcement .  
 

4. Once you have entered the 
message text, Spell Check 
your work.  
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5. Select a Post Date  and Expiration Date  for the Announcement . Click on the Calendar  icon to 

select dates. 
 

·  The Post Date  is the date the 
message will appear on your 
Website . 
 

·  The Expiration Date  is the date the message will be removed from your Website .   
 
 

6. Select an option from the Save As  drop-down menu.  
 

·  Published  – will publish the Announcement  to your Website  on 
the selected Post Date . 
 

·  Draft  – will save the Announcement  as a Draft  so that you can 
continue making changes to it.   

 
The Announcement  will not be posted on the Website  until you select the Published  option. 
 
 

7. Click Save.  

 
 
8. The Announcement  will be added to the My 

Announcements  list.   
 
 

9. Click View My Website , and navigate to the News & Announcements  page to view the 
Announcement .  The Announcement will appear live beginning on the Post Date. 
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10. If the Announcement  is longer than 
two lines, click on Read more  to view 
the full text. 

 
 

 
 
 

Editing an Announcement: 
 
1. Click Edit  to the right side of the Announcement  name. 

 
 
 
 
 
 

2. Make the necessary changes within the rich-text editor 
and select Save As:  Published . 

 
 

3. Save your changes.  
 
 
 
 

 
 
Deleting an Announcement: 
 
1.  Click Delete to the right side of the Announcement  name. 

 
 
 
 
 
 

 
 

2. Click OK.  
 
 
 

 
3. The Announcement  will be removed from the My 

Announcements  list.  
 

�


