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In10sity:  How to Create Web Pages 

Access your “landing page” 
1. Click the In10sity Teacher Login icon on your desktop. 

(http://www.mtnbrook.in10sity.net/Teachers/Login.asp) 
2. Login/Password? = same as network login & password. 
3. Popup block message? Click tan bar at top.  Choose Always allowé. 

If your password is anything other than your network password follow the steps below to 
change your password to your network password. 
Á Choose Edit My Info 
Á Enter your correct password = 3 initials, last 4 ss digits. 
Á Click the NEW Preview button 
Á Choose Save if you donôt need to make more changes. 
Á Back to Admin 
Á (Notice the Active check box to the right. When 

clicked to mark with a green check your page is live.) 
 

Edit Your Landing Page 
1. Click the EDIT link to open the page. 
2. Check the Page Title box.  Change as needed.  This information in the title bar and as a link on the left 

navigation bar of your grade level page.  (Miss Smith, or Alice Smith) 
Á The recommended teacher template is the 5th template. (text / teacher picture on right) 
Á Click the appropriate circle to select the 

page layout of your choice. 
3. Click Create Page 

Á Across the top you should see…….. 
Á Image > see image only 
Á Text > see text only and image 
Á None > see nothing (hides that frame) 
Á Below Image in the left corner there is 

an “expansion” arrow which when 
clicked reveals text editing features and 
other options.  

 
Adding/Editing Text 
1. Click the expansion arrow to open the editing features.   
2. Enter text using editing features to format text. 
3. Click the NEW Preview button 
4. Choose Save if you donôt need to make more changes. 
5. Back to Admin 
(To close the preview, click the close window X in the upper 
right corner of page.) 
 

NOTE: To change font Style the current Style must be deselected before changing to a new one.  Text 
can be copied and pasted from Word, however editing of that text must be done in Word, not In10sity.  

How to Find and Save a Graphic from the Web 

1. Google a key word. (school, book, science, or pencil) 
2. Click the Images link. (Located at the top left of the Google page.) 
3. Right-click the image 
4. Choose Save Picture As 
5. Browse to your home directory (G:/drive).   
6. Be aware of copyright infringement. 
7. Change the default name of the graphic to a friendly/recognizable name. 
8. Choose Save. 
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Adding a Graphic 

Do not copy and paste images. 
 

1. Choose EDIT to open your page. 
2. Click Text (image / text / none) 
3. Make sure tools are expanded. (drop-down menu)  
4. Click the Image icon on the expanded toolbar. 
5. Click the Browse Server button. If you donôt have your image on the in10sity server yet, you 

will click Browse at the bottom of the window that appears. 
6. Change to the directory where picture was saved. 
7. Double-click to Open picture. 
8. Click Upload button.  (bottom of page) 
9. Note:  For animated pictures the resize option 

drop-down menu (located to the left of the Upload 
Button) must be changed from ñresize images to 
medium (200x200)ò to ñdo not resize imagesò in order 
for animation to be visible. 

10. Locate your picture in the alphabetized list and click it 
(or click Assign) to upload it. 

11. Type a title in Alternative text box. (for the visually 
impaired using screen readers) 

12. Click OK. (Picture appears in Preview Box.) 
13. Experiment with Widthé..not height (100-200) 
14. Add a Border if you wish (for no border enter a zero) 
15. Select Alignment 
16. Click OK 
17. Click the NEW Preview button 
18. Choose Save if you donôt need to make more changes. 
19. Back to Admin 

 

Editing a Graphic 
1. Right click graphic 
2. Select Image Properties 
3. Change Border, etc. 
 

 

Adding a Hyperlink 

 

 Add E-Mail Link  
1. Type your name, email address, or text that you want 

viewers to click to email you. 
2. Select the text. 
3. Click the Hyperlink chain tool.  
4. Choose E-Mail from the Type box and then enter your email 

address below. 
5. Click the NEW Preview button 
6. Choose Save if you donôt need to make more changes. 
7. Back to Admin 
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 Link to a Document 
1. In the bottom window of your page type a title for the file you want to link to. 
2. Highlight the text you just typed and click the ñchainò to add hyperlink 
3. Click Browse to server. Then click the Browse button to browse your server to find your 

file you want to link to. Click once on the file. Click Open. Click Upload. 
4. Click once on the newly uploaded file in the top of the window. Click OK. 
5. Previewðchecking links just created. Save your changes.  Back to Admin. 

 

 Link to a Web Page 
1. Open Internet Explorer and go to the web page you want to link to. 
2. Select and Copy the URL of the page you wish to link. 
3. Close or minimize Internet Explorer. 
4. Switch to your In10isity editing page on the task bar if In10sity is already open or Open 

In10sity.  Type the link text/title for the webpage you are linking to and then select the text. 
5. Click the Hyperlink icon. (chain link) 
6. Right-click the URL text box and choose Paste. 
7. Click OK. 
8. Click the NEW Preview button 
9. Choose Save if you donôt need to make more changes. 
10. Back to Admin 

 
Adding a New Page 

1. From your editing page, next to your landing page, select ADD below the ADD Sub-Page 
column. 

2. Enter a page name in the Page Title box.  This title will appear in the left navigation 
bar as your link heading.   

3. Select a template.  The recommended teacher template is the 5th template. (text / teacher picture 

on right) 

4. Click the CREATE button.  (bottom of screen) 
5. Type text and add images to your new page. 
6. Save Changes. 
7. Important: Click the + beside your main page to 

show all new sub pages you added. Click once on the 
box to the right to make it Active. The added page 
will appear as a link on the left navigation bar.  

8. Click the NEW Preview button 
9. Choose Save if you donôt need to make more changes. 
10. Back to Admin 
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Create a Calendar Page 
1. Add a subpage, Page Title = Calendar 
2. A title, your name or school name can be added in 

the graphics bar. 
3. Select Calendar template and click Create. 
4. Select Date you wish to add an event. 
5. Enter Event Title and any notes of interest. 
6. Click Save Changes. 
7. Click Back to Admin. 
8. Click to mark the landing page Active. 
9. Click Preview. 

 

Link to an Existing Document with Link Appearing on 
the Left Navigation Bar 

1. Click Add and type the page a title name (which will 
be the link name on your left nav. bar.) 

2. Under Templates, click Single File Download and Create. 
3. Browse to the file you want to link. 
4. Click the NEW Preview button 
5. Choose Save if you donôt need to make more changes. 
6. Back to Admin 

7. Click to check the Active box. 
 

Create a Photo Album 
1. To the right of your main page choose Add sub-page. 
2. Choose the photo album layout. (last choice on the first row) 
3. Enter a name for the new page in the blank at the top (This will be the link name on your 

left navigation bar on your teacher page.) 
4. Click Create Page. ( bottom of the page) 
5. Click the Browse button (located at the bottom of the page). 
6. Browse to the location of the saved pictures.  Double-click to open a picture.  (Picture file 

name appears in the box beside Browse. 
7. Press Enter on your keyboard. Your picture uploads and appears on the page. 
8. Click the Browse button to add another picture. Do not add more than 12 pictures. 
9. Upon completion of adding pictures Click the NEW Preview button 
10. Choose Save if you donôt need to make more changes. 
11. Back to Admin 

12. Click to check the Active box. 
 
Hints: The default is set to automatically resize pictures as they are added to the Photo Album. 
Pictures appear in the preset size on your photo album page. 
 
If pictures don’t upload correctly, you should. . . 
 
A. Check the Internet Explorer toolbar for the “Popups OK” icon.  If the “# Blocked” icon is 
visible click it to change to the “Popups OK” icon.  
 
B. Still unable to load pictures? Delete original uploaded image then Browse and Upload it 
again, making sure the ñresize images to medium (200x200)ò option is selected to the left of the 
Upload button before you choose Upload.  Large photos taken with a digital camera often need 
to be resized.  Microsoft Office Picture Manager and Fireworks are two programs used to 
batch resize. (resize several photos at one time). 
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Working with Tables and Links  
Tables 

1. Click the Menu Drop Down arrow  
located in the upper, left corner of the blank page/section. 

 
 
 

2. Click the ñTableò icon (Insert/Edit Table) 
3. Determine how many Rows and Columns are needed.  

a. If using pictures or icons include this in the cell count.   
b. Do you want 3 columns/5 rows or 6 columns/5 rows?  

4. Click OK 
5. By selecting the Table it can be sized with the sizing handles. 
6. To change the number of columns and/or rows: 

a. Right-click a cell in the row or column to change.  
b. Choose Row, Insert or Delete Row or 

Column, Insert or Delete Column. 
 
 

Adding Bullets  

Instead of icons or images try the Bullets option. 
1. Change text size using the choices in the drop down menu of Styles.  Remember you 

must deselect the current style choice (by clicking on it) before choosing another choice.  
2. A proficient way to add images is: 

c. ñGoogleò search a picture (example: animated school) 
d. Right click the picture and choose Save As To save the image to your G:\ drive. 
e. Return to the In10sity editing page. 
f. Click the Image icon. 
g. Browse Server 
h. Browse 
i. Locate and select image 
j. Upload 
k. Assign            

            
            
            
            
            
            
            
            
            
          

Tip:   Clicking ñNoneò in the heading of a Page Layout View will make the box 

invisible.  You can see the effect in Preview. 
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Links 
Links are easy to manage and look neater when placed in a table. 
 
Creating Links in a Table  
1. Type the name of the Link. 
2. Open an existing web page you wish to 

use for your link. 
3. Select and Copy the web Address. 

(URL) 
4. Return to your In10sity editing page.   
5. Highlight the newly- created link title. 
6. Click the Link icon. (Insert/Edit Link) 
7. Paste the copied web Address into the 

URL box.  (Notice http:// is already 
entered in the Protocol box so it does not 
need to be in the URL box too.) 

8. Click OK 
9. Click the NEW Preview button 
10. Choose Save if you donôt need to make more 

changes. 
11. Back to Admin 

 

 
      
      
      
      
      
     
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

Right-click table and choose Table 

Properties. 

Enter a zero for Border size.  

Notice you can align the table from 

this screen too. 

 

 

 

 

 

 

Note:  I found it easier to create all 

of the link titles first and then add 

tne links. 

. 

To make the border/lines of the table 

invisible click to select the table.    This is 

a little tricky.  Point to the edge of the table 

slightly moving the mouse until the mouse 

cursor appears as 4 directional arrows and 

then click to select.  Sizing handles will be 

visible.   
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Creating a PDF 

Definition: PDF (Portable Document Format) is a file format that has captured all the elements of 
a printed document as an electronic image that you can view, navigate, print, or forward to 
someone else. (It keeps the formatting of the original document and is a neater way to post to the 
web.) These files end with an extension of .pdf.    

Converting files to a .pdf format is as easy as 1-2-3 with Microsoft Office 2007 

1. Click the Windows button. 
2. Choose: Save As 
3. Choose: PDF or XPS. 

Check your file name and location for saving and thatôs it!  

 

 
 
 
 
 
 
 
 
 
 
 
Inserting a PDF as a Link

1. 

2. 

3. 
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Open your page in In10sity.   
1. Enter a title for the link. (Design 

Qualities used for this example.) 
2. Highlight the text that will be 

linked.  
3. Click the link icon.   
4. Click Browse Server and locate 

the file you converted and saved 
as the pdf. 

 
 
 
 
 
 
 
5. Click Open.  
 
 
 
 
 
 
 
 
 
 
 

 
6. Choose do not resize 
images from the Upload 
dropdown menu. 
7. Click UPLOAD.   
8. Click Assign.   
 
 
 

 

 
 
 

 

Do not resize images 
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Internet Explorer Tips 
 
Question:  
Do you find when searching the web 
the first few sites that appear seem 
to always be blocked?   
 
  

 

Answer: Notice in the example to the 
right the first two links are shaded.  
Sponsored Links are also indicated. 
These are blocked due to Banners and 
Ads.  By skipping down past the 
Sponsored Ads you can access links for 
your search. 

Question:  

What is ActiveX and why do I have to 
allow it when prompted upon 
opening some web pages?  (In10sity 
and EasyTech) 

 

Answer: Active content is interactive or 
animated content used on websites. It 
includes ActiveX controls and web 
browser add-ons, which are small 
programs that are used extensively on 
the Internet.  

 
Question:  

Why does Internet Explorer restrict 
active content? 

 

Answer: Internet Explorer: 

1. restricts this content because 
occasionally these programs can 
malfunction or give you content 
you don't want 

2. In some cases, these programs 
can be used to collect 
information about you, damage 
information on your computer, 
install software without your 
consent, or allow someone else 
to control your computer 
remotely 

Given these risks, you should only allow 
active content if you completely trust 
the publisher or the website it's coming 
from. 

 

 


