
Lower School Technology 
Quick Reference Guide 

How to load pictures 

to your website 

King’s Ridge Christian 

School 

 

Important Phone Numbers: 

Helpdesk — 

Robin Daugherty — 

How to log in to e-mail from home: 

Website:  

Username—Your user-

name at school 

Password—the same password you use at 

school 

How to submit a helpdesk ticket 
1. Click on arrow, next 

to the battery in the 
lower right corner of 
your screen. 

2. Double click the 
blue K. 

3. A website will open. 
4. Select ticketing from the menu on the 

left side. 
5. Fill in the blanks for “Summary” and 

“Enter New Note” 
6. Click “Submit” 
7. You should receive an email immedi-

ately with a summary of your ticket. 

We use the program JAlbum for pictures and it will be 

necessary for you to load your pictures through this appli-

cation to post pictures to your website.  Our goal this year 

Instructions: 

1. Load the pictures onto your computer. 

2. Open JAlbum 

3. Select “Add Photos” from the middle of the welcome 
screen. 

4. Browse to find where you loaded the pictures onto 
your computer.  (Usually “My documents”             “ 
Pictures”. 

5. Choose the pictures you would like to select and click 
“Open”. 

6. A new screen will pop up prompting you to give your 
album a name.  DO NOT use spaces or strange sym-
bols in the name (this will cause problems loading it 
to the website. 

7. Click “OK”. 

8. Change the skin and style to “Chameleon” and 
“Black”. 

9. Choose “Make Jalbum” and wait for album to be 
created. 

10. Close the “Making Album” box when album is 
“done”. 

11. The Album will be saved to “My Documents”             

“My Albums”. 

12. Copy the Album to the W:\ drive. 

13. Go to the internet and type the following: 

www.kingsridgecs.org/rdaugherty/fallparty/album/index.h

tml 

Your Name 
Album Name 

You MUST 

type this! 

KR Technologies you 

May use frequently 

1. FA Web (Gradebook—web based) 

2. BlackBaud (Website) 

3. All Microsoft 2010 Office Products—

Word, Excel, PowerPoint, Publisher, 

OneNote. 

4. Audacity—Used to remix, cut and edit 

sound/music files. 

5. Inspiration—for students to create mind-

maps and graphic organizers (3rd-5th). 

6. DyKnow—Interactive Lesson Software. 

7. Typing Master Intra—4th and 5th grade 

typing program. 

8. ActivInspire—Activboard Software 

9. JAlbum—picture album software 

10. Windows Movie Maker—makes movies 

from pictures and videos. 

11. ITunes—music and video. 

12. Activbook Reader—Has lesson ideas for 

using technology. 

13. Kaseya—Helpdesk ticketing 

14. CutePDF—Allows teachers to save files 

as PDF, making them more accessible 

to parents. 

15. Google Earth 

16. Picasa—Picture editor 

17. SketchPad—Geometry software 



ctrl+c—copy  
ctrl+v—paste 
ctrl+b—bold 
ctrl+u—underline 
ctrl+x—cut 

ctrl+z—undo 
F5—refresh 
alt+tab—browse 
open windows 

Useful computer 

shortcuts 

 

1. Log in to FA Web at  

2.  

 

Great websites for 

lesson planning 

  www.betterlesson.org—find complete lesson plans 

and units.  Load your own units and plans to share. 

 www.prometheanplanet.com—find flipcharts ready to 

use for lessons. 

 www.readinglady.com/mosaic/tools/tools.htm—

amazing website for reading.  Multiple tools and read-

ing checklists. 

 www.planbookedu.com—website that allows you to 

put your lesson plans online and attach files.  You can 

share your planbook with teammates. 

 www.daretodifferentiate.wikispaces.com—Website 

with multiple resources aimed at helping to differenti-

ate lesson plans. 

 www.discoveryeducation.com—paid subscription by 

the school for science interactives, lesson plans, unit-

edstreaming video’s, etc. 

 www.farr-

intergrat-

ingit.net/theory/criticalthinking/revisedcog-

creating.htm—website that helps develop critical 

thinking questions.  Gives practical ideas for lesson 

idea’s that incorporate all levels of Bloom’s Taxon-

omy. 

 www.voicethread.com—paid subscription by the 

school.  Allows students to record their voices and 

load pictures.  Great for summarizing books, learning 

vocabulary, and verbalizing what students have 

learned. 

 www.quia.com—website that allows the students to 

play games.  A lot of content is already made and all 

the teacher has to do is browse to find appropriate 

materials. 

How to create a calendar 

appointment 

How to setup a class in 

faweb 

How to copy a class in 

faweb 

1. In Outlook click on Calendar (located on the lower 
left side of the screen). 

2. On the Home tab click on “New Appointment” or 
press the keyboard shortcut to create an appoint-
ment, press Ctrl+Shift+A. 

2. In the Subject box, type a description. 

3. In the Location box, type the location. 

4. Enter the start and end times. 
 Tip   You can type specific words 
and phrases in the Start time and 
End time boxes instead of dates. 
For example you can type Today, 
Tomorrow, New Year’s Day, Two 
Weeks from Tomorrow, Week 
from Yesterday, Three days before 
New Year's Day, and most holiday names. 

5. Select any other options that you want. 

6. To make the appointment recur, on the Appoint-
ment tab, in the Options group, click Recurrence 

. 
7. Click the frequency 

(Daily, Weekly, 
Monthly, Yearly) with 
which the appointment 
recurs, and then select 
options for the fre-
quency.  Click “okay” 
when finished with recur-
rence. 

8. If you would like to invite anyone else to meeting 
select “Invite Attendees” on the Appointments 
tab. 

 On the TO line type in selected attendees 
to the meeting.  

 You may view attendees calendars by se-
lecting “Scheduling Assistant” on the 
Meeting tab. 

 Select “Send” to send appointment to at-
tendees, otherwise follow number 9. 

9.    On the Appointment tab, click Save & Close. 


