How to create a Pupil Pages Table of Contents
STEP ONE

1. Log on to your Pupil Pages account.

2. On your left hand tool bar click on HOME
3. Click [edit page]
4. In the space provided, below the tool bar, do the following:
a. In BOLD type  Table of Contents    

i. then press enter twice
b. In BOLD type L – 

i. then press enter
c.  Under the L type in the year of your first reflection (for example 2010) - this should not be in bold.
d. Then type the name of the teacher who the refection is for (for example Burnett)

e.  Then type a colon :
f. Then type the name of the reflection (ex.  in BOX()
i.  then press enter
g. Repeat steps C through F for each reflection under L
h. After your final L reflection press enter twice
i. In BOLD type E – 

i. then press enter
j. Repeat steps C-F for each reflection under E
k. After your final E reflection press enter twice
l. In BOLD type A – 

i. then press enter
m. Repeat steps C-F for each reflection under A
n. After your final A reflection press enter twice
o. In BOLD type R – 

i. then press enter
p. Repeat steps C-F for each reflection under R
q. After your final R reflection press enter twice
r. In BOLD type N – 

i. then press enter
s. Repeat steps C-F for each reflection under N
t. After your final N reflection press enter twice
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STEP TWO, cont’d

6. Highlight the words of your first L reflection (for example Scarlet Letter Essay) [See example below.]
7.    Click the  hyperlink button    [image: image3.png]BasePage - Mozilla Firefox
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STEP THREE













1. In the URL box that appears on the screen paste the URL from your first L reflection. 
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2. Press OK
3.  Click [image: image6.png]BasePage - Mozilla Firefox
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4. Then repeat Steps 2 & 3 for each reflection. 

Table of Contents





L - 


2010 Burnett : � HYPERLINK "http://pupilpages.com/Students/ViewStudentPage.aspx?categoryId=28797&studentId=12998&pageId=69855" �Scarlet� Letter Essay


2010 Mahoney : � HYPERLINK "http://pupilpages.com/Students/ViewStudentPage.aspx?categoryId=28797&studentId=12998&pageId=67742" �Roles of women in literature�





E - 


2010 Campbell : � HYPERLINK "http://pupilpages.com/Students/ViewStudentPage.aspx?categoryId=28802&studentId=12998&pageId=68125" �Math comic book�


2010 Mahoney : � HYPERLINK "http://pupilpages.com/Students/ViewStudentPage.aspx?categoryId=28802&studentId=12998&pageId=69864" �Pride and Prejudice essay�





A - 


2010 Burnett : � HYPERLINK "http://pupilpages.com/Students/ViewStudentPage.aspx?categoryId=28811&studentId=12998&pageId=69856" �Journal� Responses to Huck Finn





R - 


2010 Cochran : � HYPERLINK "http://pupilpages.com/Students/ViewStudentPage.aspx?categoryId=28815&studentId=12998&pageId=67769" �Physics Practicum�





N - 


2010 O'Reilly : � HYPERLINK "http://pupilpages.com/Students/ViewStudentPage.aspx?categoryId=28818&studentId=12998&pageId=68910" �Decision Making - Iran�











STEP TWO


On your left hand tool bar click Live as a Lifelong Learner


Click on your first reflection (ex. Scarlet Letter Essay)


When you see the reflection, highlight and copy the URL


After you have copied your URL (web address) for your first reflection, click on HOME (left hand tool bar


Click [edit page]








PASTE URL  LINK IN HERE








