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Room Parent Instructions 

Instructions for Creating a Shutterfly Site for your Class  

 Go to Shutterfly - https://www.shutterfly.com 
o Sign in or Create a new account  

 Click on <Share Sites> on top of the page  
 Click on <Create a site> (orange button)  
 Click on <Make a free site> (red button)  
 Choose “Classroom” as the site category and fill in the remaining information 

o Note: URL cannot be changed once created so ensure it is correct before 
proceeding  

 You can then follow the help provided by Shutterfly or choose to do yourself  
 Suggestions for the tabs provided by Shutterfly:  

 

o HOME  
 Change picture layout and add picture  
 Change page layout and format  
 Update class news as appropriate  
 Update key class contacts (teacher, room parents)  
 Add a copy of the Teacher Favorites so all can access  
 Add key links:  

 West U Elementary Homepage  
 West U Elementary PTO  
 School Directory 

 Student Grades  
 School Cafe (Add lunch money)  
 VIPS  

 

o PICTURES AND VIDEOS  
 Add any pictures throughout the year  

 

o CALENDAR  
 Instead of using the Shutterfly calendar, encourage parents to view 

and download the WUES PTO calendar located at 
www.westupto.org/calendar.  The calendar will be updated 
regularly and if parents download it to their personal device, it will 
automatically update when changes are made. 
 

  

https://www.shutterfly.com/
https://www.wues.org/
http://www.westupto.org/
https://westuelem.membershiptoolkit.com/directory
https://hisdconnect.houstonisd.org/public/home.html
https://www.schoolcafe.com/HOUSTONISD
https://www.westupto.org/vips
http://www.westupto.org/calendar
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o VOLUNTEER  
 Collapse the Shutterfly sign up section that is provided at the top. 

There is a collapse option in the drop down  
 Add new section to the volunteer tab and choose <text>. This will 

allow you to cut and paste in all the links from Sign Up Genius  
 Suggested format below. You can paste in the links  

Volunteer Opportunities - Please sign up to help 

our teacher, school and classroom!  

Class Sign Ups will go LIVE on ADD DATE at 8 pm.*  

 Classroom Volunteer Activities  

 School Wide Volunteer Activities  

 Grade Level Volunteer Activities  

* More signups will be added as needed.  

o CLASS LIST AND CONTACTS  
 Enter names of the all the kids, parents and emails  
 Add pictures from the roster if you wish!  

 

o MESSAGE BOARD 
▪ Add any messages for the class  

*If you put the volunteer signup links on the website before the date 
they are supposed to go live, you will need to put a passcode on each 
signup genius link for that duration of time. Follow these instructions 
to do so:  

With the Basic version of Signup Genius, there’s not a way to close a sign up, but you 
could add an access code that would prevent anyone without the access code from 
viewing the signup. 
 
To do this, log into your account. From the Created tab, click the sign up you are 

working with today. When you view the sign up, locate the Administrator’s Toolbar at the 
top of the page. Select Edit Content, Settings, Preferences, Restrictions, Enhanced 
Security. From here, check the box to ‘Require my users to enter an access code to 
view my sign up’. Enter the access code you wish to use. Remember to select Save at 

the bottom of the page to save this change.  

When you want to remove the access code and allow users to access the sign up, you 
can do so by going back to through the above tabs to remove the code. 

Keep in mind that if you add the access code prior to sending invites to a group, the 
access code will be included in the invite sent from the site.  
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Duplicating / Transferring Sign Up Genius Sign Ups to Share  

 Go to Sign Up Genius - https://www.signupgenius.com  
 Go to “Signs Ups” and look for signs ups you created under “Created  
 If someone transferred sign ups to you, they will be green and not be published. 

 They say NOT PUBLISHED.  
 If the sign up is for your class, you can begin to edit it by clicking on the “pencil”. 

 Edit as needed, save it and copy the link for classroom site.  
 If you need to transfer sign ups to another person, follow the steps below.  
 First, create a group. i.e. 1st Grade by clicking Groups on the left-hand side of the 

page. Add New Group and follow the prompts.  
 Go back to Sign Ups and look for the sign up you created and want to transfer to 

another person  
 Before you actually transfer the sign up to another person, you will want to 

duplicate the sign up first so you retain a copy for yourself.  
 Click on the three dots next to the sign up you want to transfer and select 

<Duplicate>and then on the next screen, click <Create Copy> (this may take a 
few minutes)  

 Give it a New Title to reflect who you are transferring it to ultimately and assign it 
the New Group you made in the step earlier, Keep it “Unpublished”  

 Once you see the duplicate there, click on the three dots next to the duplicate 
you just made and select <Transfer>  

 On the following screen, add the email of the person you are transferring the sign 
up to and click <continue>. Note, that person must have a Sign-Up Genius 
account with that same email. (again, this may take a few minutes or a few hours 
to transfer)  

 Remember if you do not duplicate your sign up first you will lose it from 
your account after you transfer it to another e-mail address. So, make 
duplicates of every signup you want to share with another person!  

 

https://www.signupgenius.com/

