
WEB PAGE BUILDING HOW TO'S 

1. Online Curriculum Guide Components & the Excel Document 

2. Logging In  

3. Creating a Spreadsheet on a New Page  

4. Editing a Page 

5. Hyperlinking a Website 

6. Hyperlinking a Document 

7. Adding Gridlines   



COMPONENTS 

 
Create a pacing chart using this template on Microsoft Excel.  There is a template in the Team Folder if you would like to 

use it.  

 

Make one page for each unit.  Choose “Sheet 2, Sheet 3, or the Insert Worksheet icon” at the bottom of the document 

to add new pages.  Right click on “Sheet 1” and click “Rename” to add the unit title. 

Day Lesson Topic 
Key Vocabulary 
Terms Textbook Video Smartboard Worksheets Apps 

 1               

 2               

 3               

   

Day:  Label each lesson in a  unit with a number (1, 2, 3 etc.) instead of a date.  Include numbers for test days, but not 

days used for testing, ski trips etc. 

Topic:  Either write your lesson objective, or a short description about what the students will study that day. 

Key Vocabulary Terms:  List vocabulary terms included in the lesson.   

Textbook:  Write the textbook page numbers that correspond with the lesson topic. 

Video:  Copy and paste links to YouTube websites or other videos used to supplement the lesson content.  These links 

will automatically transfer to the school website when you transfer your Excel spreadsheet. 

Smartboard and Worksheets:  When you create the initial Excel spreadsheet, write the title of the Smartboard 

presentation and worksheets used in the lesson.  This will not create a link to the documents. You will do that later, after 

the Excel spreadsheet has been uploaded to the district website. 

Apps:  List apps used in the lesson. 

*Note:  If you do not have information to include in one of the spreadsheet cells, leave it blank. 

 

  



LOGGING IN 

1. Go to www.ehps.k12.mt.us 

2. In upper right hand corner, click on sign-in. 

3. Enter your user name and password  

4. If you do not remember your password, Select forgot my Password.  Type in your user name which should be 

first initial last name, no caps.  Ex:  amiller 

5. Log onto your email to reset your password.  If you not at your teacher computer, use the email link from the 

ehps website. 

6. Contact Jeanette if you do not remember your username – enrolling again will keep you from accessing your 

page.   

*Note:  If you are registered twice, you will be able to edit with the account that is the @ehps.k12.mt.us email address. 
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CREATING A SPREADSHEET ON DIGITAL WEBPAGE 

1. Go to www.ehps.k12.mt.us 

2. Login (if you are not logged in, you cannot make any edits or even see your Curriculum Guide)  

3. In upper middle, click on Site Manager 

4. On the left hand side, find your School Curriculum and click on it.   

5. Select your subject. 

6. Click on New Page (it is a green button) 

 
7. Scroll down and click on Flex Editor 

8. Name your page (I named mine the name of my unit) 

9. Click on Save 

10. Click on your page name from the list (this is what you just entered) to edit the page. 

11. Copy and Paste your spreadsheet into here 

12. Click on Save (be sure to do this, or it deletes it without asking if you are sure) 

13. To view the webpage, click on View Webpage at the top middle. 
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EDITING A WEBPAGE 

1. Go to www.ehps.k12.mt.us 

2. Login  

3. Click on Site Manager 

4. On left hand side (Under Sites and Channels), find your channel that you have your page under (this could be 

your name (if wanting to edit your personal page) or your subject area (if wanting to modify your curriculum 

guide) 

5. From the list of current pages, select the page you would like to edit. 

6. Make changes 

7. Click save (if you do not save, it deletes it without asking if you are sure)  

8. To view your website, click View Website at top middle of the page.  
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HYPERLINKING A WEBSITE WITHIN THE WEBPAGE 

1. Have the page open you are wanting to link in 

2. Click in the cell (or location in the document) where you are wanting to hyperlink 

3. Click on the chain link 

 
4. Click on Web Address 

 
5. Copy and paste the URL in the box from the website NOTICE THAT THE http:// is already there! (this can be from 

any website, including YouTube)  

6. Click on Insert Link at the bottom (green button)  

7. You should see webpage in Blue Underline which tells you it is hyperlinked 

8. Click on Save 
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HYPERLINKING A DOCUMENT WITHIN THE WEBPAGE 

1. Have the page open you are wanting to link in 

2. Click in the cell you are wanting to add the hyperlink (no text is necessary) 

3. The file could be a document, a video that is already downloaded to your computer (United Streaming), a 

powerpoint, etc.  

4. Click on the paperclip

 
5. Click on Upload File (should already be highlighted)

 
6. Click on Browse 

7. Find the file you are wanting to add from your documents (this could be T drive, S drive, desktop, etc.) 

8. Click on Continue 

9. Type a name for you file (something that explains what it is) 

 
10. Click on insert file 

11. You should see the name of your link in Blue Underline which tells you it is hyperlinked 

12. Click on save  
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ADDING VISIBLE GRIDLINES 

1. Have the page open you are wanting to show gridlines for 

2. Click in the upper left cell of the table

  

3. Click on <table> under where your table appears 

4. Click on properties 

1. 

2. 
3. 



5. Click on the Table Options Tab

 
6. Select border color (I chose black, but you can use whatever you would like) 

7. Under rules, select all 
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8. Click on Style Builder Tab 

 
9. Click on Box 

10. Next to style, click on All and click on solid 

11. Next to thinkness, select thin 

12. Next to border color select black (or whatever color you choose)  

13. Click on OK 

14. Click on Save 
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