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New Website Implementation Timeline 
 
1.   A copy of your contract has been emailed to you.  Please sign page 3 and return it to us. You can email it to 

accounting@gabbart.com or fax it to (866) 870-7198. 
 

2.   Go to www.gabbart.com and click on “School Registration Form” which is at the bottom of the home page. Fill 
it out completely and submit the form. Please put NA if an item is Not Applicable for your school.   This will 
give us the information we need to complete the initial setup of your website.  
 

3.   A dedicated Account Manager will be assigned to you. This is almost always the person you have been working 
with from the beginning. They will work with your school district to insure your new website has the correct 
layout, great graphics, and everyone gets the training they need. 
  

4.   Many graphic design options are available to your district.  Please go to www.gabbart.com/designs to get 
started.  Please review options by clicking on them to see full websites and functionality.  At the bottom of the 
designs, you will see an orange button that says, “Click here to begin the design process.”  Please fill out that 
form.  Photos of your school buildings, mascot, and/or historical buildings or monuments that define your 
school district and town can be attached to the form or can be emailed to graphics@gabbart.com.  

5.   Our graphics department will begin working on your new website design. Within one week of receiving your 
pictures, we will have proofs for you to review. Our graphics department will contact your webmaster to get 
approval on the new graphics work. We will continually modify the graphics until it best represents the look and 
feel of your district.  Once approved by the webmaster, your design will be applied to the website. 

6.   Your Account Manager will begin building your website based upon the information they have gathered. He 
may call during this process with a few questions regarding your Extra-Curricular groups and organizations and 
to determine which campuses have certain sports. Once he has completed the site, you will be contacted to 
schedule a webmaster training class. This is typically done within two weeks of receiving your New School 
Website Form from Item 2 above.  Once the site is built, you can access your new website through 
schoolname.gabbarthost.com. 

7.   Website Administrator training will be provided via local training classes and webinars.  Once website 
administrator training is completed, the web administrators for each campus will need to add the teachers and 
administrators into the website using the Manage Teacher and Manage Administrator options.  They can be 
added though a CSV import or by manually adding them.  (Please set the username to first initial and last 
name, and the password to their last name. All in lower case.) You can also begin moving content from your old 
website to your new website.  
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8.   The website administrator needs to contact the Superintendent and/or Principals to coordinate teacher training 
for the teacher websites. We prefer one teacher per computer. This training must be mandatory for the teachers 
to attend. If the Principal doesn’t show interest, many teachers will skip the class and not know what they’ve 
missed. The class lasts 2 hours from start to finish. Our trainers will present an overview of the website with 
examples of how teachers are using the website to better communicate with parents and to impact learning.  
They will then cover the details of logging in, building profile, updating their Home Page, and building pages.  
This process takes approximately 75 minutes.  Teachers can then either use laptop computers there or be 
dismissed to computer labs to work on their pages.  We recommend 30 – 45 minutes of hands on time with their 
trainer or instructional technologist to assist as needed.  Teacher training can be done during a professional 
development day or after school.  

9.   We prefer to make the DNS change once your data has been moved and prior to teacher training.  However, you 
are in full control of when the new site is turned on.  We will be glad to discuss a timeline with you.  The 
directions to modify your DNS can be found at www.gabbart.com/dns.  Give us a call and we can help with this 
process, if needed.   
 

10.  Once your DNS has been changed and your website is live, please let us know.  (If we did not assist in the process.)  
We will then modify our system so that all references to schoolname.gabbarthost.com is replaced with your website 
address. 

	  

 


