
❏ Use Google Chrome as your default browser. You will be given a 

gmail address to use to create a school Google account. 

❏ If you have a technology problem, report it using a tech work order. 

You find these by going to the home page (www.wfpsb.org) , 

choosing the “For Staff” tab, and clicking on “Tech Work Order”.  Fill 

in the form. It goes to the tech team, and it will be given to the 

proper person to get things fixed as quickly as possible. 

Emergency? Call my room or text me (721-0006). 

❏ Google has great support information. Go to 

https://support.google.com and choose the item.  

Oncourse 

Oncourse is listed under the “For Staff” tab on the home page 

(www.wfpsb.org).  

Choose “Login” in the top right corner. Your username is your school 

email adress. Your password is your school password. 

A window labeled My Programs opens in the middle. Choose My Planner 

under Lesson Plans. This takes you to a four-column page dated the 

current calendar week. 

To alter the size of the columns or eliminate columns, choose Settings 

and set up the page to your specifications. If you plan to use the same 

type page each week, create a template. In the column to the left, click 

the + by Templates, then choose Add New Template. Name your 

template, set columns, and check the box for Default Template. 

To share your lesson plans with another staff member, first click on the 

Sharing link under your name in the left column. You will have the 

option to Add Staff Members. Search for the staff member by name, 

https://support.google.com/
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check the box by the name, and now that member has access to your 

lesson plans. They cannot alter the plans in any way, but they can copy 

them. 

When your lesson plans are complete, remember to check the box by 

Post Plans. This allows administrators to view your plans. 

You also may want to print your plans. That option is available. Once you 

click Print, the print window appears. Before printing, click Show on the 

left of the window and check boxes by anything you want to be printed 

on your document. 

Need more help? Click OnCourse University to access lots of videos that 

help with each piece of lesson plan creation. 

Schoology 

To access Schoology, go to www.wfpsb.org, click the “For Students” tab, 

scroll to “Online Resources” and choose Schoology. 

Your username is your email address. Right now your password is the 

word “password”. You will change that to your school password. 

Your courses are set up through PowerSchool, so your classes and 

students will already be available. 

To add materials to a course, click on Courses and choose one of your 

classes. Click on Add Materials and choose the type of material you want 

to add to your class. You can choose assignment, quiz, discussion, file, link, 

or external tool. The default is to Ungraded, so if you plan to grade the 

material, make sure you choose a grading category. 

The only places items can be imported from are Blackboard, Edmastery, 

or ExamView, so most materials must be typed directly into Schoology. 

http://www.wfpsb.org/


There are lots of great videos you can access by clicking on Help Center 

and choosing Instructors. 

Remind 

To create an account in Remind, go to www.remind.com, and choose Sign 

up.  

Enter your school email, then your first and last name, and use your 

school password. 

Choose I’m a Teacher, set your signature, and create your class name.  

The class code that students and parents will use to sign up for your 

reminders is created by Remind, but you can alter it by clicking the gear 

that is in the top left corner by your name. Download the Remind app on 

your phone (and an alarm to “remind” you to send information). 

http://www.remind.com/

