
Myclasses Instructions - Version 4 Ð January 2006 
 

Myclasses is an online learning environment that is part of our Schoolzone package. It has proven to be very user-
friendly and will enhance how we use our student intranet. Student resources will be available in future through 
Myclasses instead of the Department Sites on our current intranet. 
 
How to gain access: 
You and your students may access Myclasses from any computer in the world. The only difference is that at users 
at school will be asked for their Schoolzone internet password first. Elsewhere users will be asked to provide their 
Schoolzone password when accessing the page below. 
 
Either type in the address: http://home.mags.school.nz/myclasses (and bookmark it!) to enter the Class Foyer  
or go to the school website (http://www.mags.school.nz) , click on Schoolzone (top right of screen) and follow the 
instructions on the website screen to go to Myclasses. 
 
Creating a Class Page (after  enter ing the Class Foyer ) 
 

 
 

 

 
Click on  

Create Class Page 
 to start 

This page will appear. I have filled it 
out for my Volcano page. 
 
The Title is important but do not worry 
too much about what you put in 
Descr iption. 
 
For Category, choose the closest to 
your subject 
 
For Audience Ð Secondary will do 
 
Subject is what you would expect as a 
subject heading in a catalogue, not a 
school subject. 
 
Keyword is optional 



 
 
 
 

 
 
 
 
Class Members 
 
Please note: 
 
There are three tabs 
 

¥ Students 
o Use this one for when you are going to select individuals as outlined on the next page 

¥ Groups 
o Use this one when you are going to assign whole year levels 

¥ Maintainers 
o Use this one to assign other teachers who can edit your page.  
 

Note also:  
 
Instructions on uploading a file directly will be coming very soon Ð after our expert from AustraliaÕs visit 31 Jan 

When finished, click on Next 

This is the set of Properties 
(items) offered when create a 
page. 
 
Type in some sort of welcome 
or introduction in the Class 
Message Banner. 
 
Choose the Properties to 
display 
 
Click on Members (&  
wait!!!!) 
------------------------------------ 
There are other Properties 
you can add (like Vote For, 
Forums, Discussions) Ð see 
next page 



 
 
 
 
 
 
 

 
 
 
 
 

This part sometimes takes a 
while to load, so please be 
patient.  
 
Click things once and wait 
 
Choose a year level 
 
Make sure you choose Sort 
Members by last name 
(makes your life easier) 
 
Click on Display 
 
Names appear in the left 
column. 
 
If you have students from 
different year levels, you go 
back and select a new year 
level and continue to add. 

Hold down the Apple Key (! ) and 
highlight the students to have access 
to this page, then click on Add 
 
They will appear in the right column.  
 
If you have students from three 
different year levels, you will have to 
do this three times. 
 
Scroll to the bottom of the page and 
clicked on Finish 
 
The Class Page will appear 



How to Create Another  Proper ty and Add it to Your  Page 
 

¥ Go back to the Class Foyer (http://home.mags.school.nz/myclasses) 
¥ Click on Tools in the left menu.  
¥ Choose Create Property. (It may take about 15 seconds to display) 
¥ The page below will appear 

 

 

Choose the type of 
Property you want to 
create. 
 
Click on Next 



 
 
 
 
 
 

 
 
 

If you had chosen Vote For this would 
appear 
 
Fill out the details  
 
Click on Share 

This box will appear. 
 
I suggest you leave it at 
these standard settings 
 

¥ My School 
¥ Everyone 
¥ Viewer 

 
Click on Apply, then  
 
Finish,  at the bottom of 
the page then 
 
Next  when the Create 
Property page reappears 



 
 
 
 
 
 
 

 
 
 
 
 

 
A page like this should appear. It will 
have the heading ÒCreateÉÓ 
 
Fill it out with your information 
 
Please make sure you choose the 
display options you want. They will be 
different for each property. 
 
Click on Save (or Next for some 
properties) 
 
Go back to your Class Page and click 
on Add Property 
 

If you get lost, return to 
the Class Foyer  by 
using your bookmark or 
the Home button. 
 
Click on Manage to edit 
your page 
 
Click on Add Property 

This page will appear. 
 
Put a tick in Created by me and  
click on Search 
 
Results appear like this 
 
Click on the Property you want 
 
Click on Add Property 
 
(More about sharing with other 
teachers and using one Property on 
several pages in the next set of 
instructions.) 



Your Class Page should now look like this 
 

 
 
 
 
Text and Image Properties: 
 
These are very useful as they allow you to insert an image and links.  
 

 
 



Text &  Image Areas 
 

 
I have been able to create this ÒPropertyÓ by using these 
components: 

¥ File (Display) to upload the picture 
¥ A Text Block 
¥ URL 

 
 

 
This property should already be on your page. You click on EDIT and this page will appear. 
 

 
You decide which 
components will be on the 
page. 
 
You will see I have four. 
 
 
I can move each component 
up or down with the arrows 
 
Experiment and see how to 
add each component  
 
 
 
 
 
 
 

 
 

¥ When you put in a URL, follow this example. 
 

¥ Note that the words Click here are coloured 
links on the website 

 
¥ DonÕt forget to click Save. 

 
 
 
If you want to change the title if it says Text and Image area, click on Details 
 



About the symbols 
 

Edit Configure   Move me around    Take me off  
    the page  the page 

 
 

 
 
 
 
To finish, please note: 
 

¥ You can open and close a class. If it is closed, you can work on it and open it for student access when it is 
done.  

 
¥ Sometimes a class is in class view, you have to click Manage to work on it 

 
¥ You have access to online tutorials if you click on Class Manager in the Class Foyer . 

 
¥ You can e-mail your class from your page and the e-mail will include a direct link to your page. 

 
 
Thank you for your good work. 


