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An Engaged Cit izenry :  Using Primary Sources  in 
Civi cs  and Government  

Online Class Help Guide 
 
Welcome to the class! This help document will explain how to use the online classroom. If 
you ever have any questions about using the online classroom, please contact me, Anne 
Schlitt, at annes@mainehumanities.org.  
 
Logging in 
 
The address for the online classroom is http://engagedcitizenry.weebly.com/. The first time 
you visit the site, this is what you will see: 
 

 
The online classroom is password protected, so everything we do on the site will remain 
private.  
 
Site password: TPS  
 
The password is case-sensitive; be sure to use all caps for the letters “TPS.” 
 
The Online Classroom  
 
The Online Classroom has four pages: the Home Page, Assignments, Message Boards, and 
Resources. The links for these pages are across the top of every page on the site. When you 
are on a page, the name of that page will be highlighted at the top of the page. 
 
Home Page 
 
Each month, the content on the home page will change; it will be used as a place to update 
you on what to expect in the current month. 
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Assignments 
 
Each month, the Library of Congress self-paced modules and the webinar links will be 
posted here. On the right side of the page is a column with one heading: Archives. If you 
want to see all the postings in a given month, click on the month under Archives.  
 
Message Boards 
 
The Message Boards are where online class discussion will take place. This is where you’ll get 
to know each other, talk about your lesson plans and the webinars/self-paced modules, and 
ask the professors (and each other!) questions.  
 
You must log in to the Message Boards before you can post anything. Here’s how: 
 

1. Click on Message Boards at the top of the page. This is what you’ll see: 
 

 

 
 

2. Click on either place indicated with an arrow. 
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3. If you have an existing social media account, such as Facebook, Twitter, Google, 
Yahoo, PayPal, and many others, please click on that account and use it to access the 
Message Boards. This is the easiest and most seamless way to access the Boards. 

 

 
 

4. If you do not have an existing account at any of the listed options, you’ll need to 
create a Google account. Here’s how: 

 
a. Go to http://www.google.com 

 
b. Click on “sign in” 
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c. Click on “create an account for free” or “create an account now.”  
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d. Fill in the fields (email address, password, location, birthday, and word 
verification), then click “I accept. Create my account.” 
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e. Once you’ve created your account, you should see this page, asking you to 
verify the creation of your account. You should now be able to sign in to the 
Message Boards. 
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Using the Message Boards 
 
When you sign into the Message Board, this is what you’ll see: 
 

 
 
The first forum is called “Introductions.” This is where everyone will introduce his or 
herself. Feel free to chat casually on this board at any time during the class. 
 
The next forum is called General Questions. If you have questions or thoughts about the 
course in general, or about the Online Classroom, or anything that isn’t related specifically to 
lesson content, please post it here.  
 
The rest of the forums are themed around the content of the course.  
 
Communicating on the Message Board 
 
Writing a message on the Message Board is called “posting.” You can do two things on a 
Message Board: Reply to an existing post, or Start a Topic.  
 
Replying to a Post: 
 
When someone posts a question, you will be replying to his or her post. Here’s how: 
 

1. Click on the topic. 
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2. Read the message. Below the message, you’ll see a box titled “Reply.” 
 

 
 
 

3. Type your reply in the box, then click “Reply” at the bottom. You’ll also see a box 
with a checkmark that says “Subscribe.” If you leave this checked, you’ll get an email 
anytime someone else replies to this message. We recommend that you check this 
box so that you keep up with the discussion more easily, but it’s up to you! 
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Starting a Topic: 
 
To start a new topic on a Board: 
 

1. To start a new topic, click on “Start a topic.”  

 
 

2. Give your post a title. 
3. Write your message in the Post box.  
4. Where it says “Category,” under the Post box, choose from the drop-down list the 

specific Message Board where you want your post to go.  
5. If you want to be notified by email anytime there’s a new post, keep the “subscribe” 

box checked; if you don’t, uncheck it.  
6. Click Post Topic. 
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Keys to successful posting 
 

• Don’t just say, “I agree with what she said.” Think instead about how you can add 
something new to the conversation, or ask a question that will deepen it. 

• If you disagree with someone, do so constructively, by focusing on the topic and not 
on the person.  

• No profanity, personal attacks, insults, etc. 
 
Resources  
 
The last page in the Online Classroom is the Resources page, where all of the readings, links, 
videos, and anything else used in class will be listed. This will be a useful list of everything 
you’ve read in the course. We will try to make all readings available electronically if we can! 
 
Good luck, and I hope this guide has been helpful! Again, if you have any questions or 
issues, you can either post a question on the Message Board, or email me at 
annes@mainehumanities.org. 
 


