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talk2learn is a secure online community learning environment developed by the
National College for School Leadership (NCSL) specifically for school leaders.

A component of the Learning Gateway, talk2learn offers school leaders access to a
confidential and extensive network of colleagues, experts and policymakers with
whom they can debate, discuss and share ideas.
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Accessing talk2learn

Logging on

Because talk2learn is a component of the Learning Gateway, you will use the same username and
password throughout NCSL. There is a login box on the front page of the NCSL website
(www.ncsl.org.uk) and on all the pages.
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Simply enter your existing talk2learn (or Learning Gateway) username and password here and click
the ‘go’ button.

Your username and password are not case-sensitive.

Then click the talk2learn or my communities tab on the navigation bar towards the top of the NCSL
web page.

You may sometimes see a login page that looks like this:

Login to the Learming Gateway

You need to log in to the Learning Gateway to access this
material,

The Learning Gateway contains material and resources for school
leaders in 2 secure, online environment,

Please enter your details below:

username;

password:

© Reguest 3 password reminder

< For username and any other login problems, please
telephone the MCSL help desk on 0845 601 3032

< Find out about joining the Learning Gateway




My info

My info

The starting point on first logging in is my info. From here you can access much of the content of
talk2learn, as well as receiving updates on community activity. It provides:

* access to your favourite items
« alerts to new notes and new messages in forums, and to community news posted by tutors

and facilitators

* access to your talk2learn preferences

my membership card:
view and set personal
information and personal icon

notes:
view your most
recent notes

my quick links:
add quick links
to favourite
communities,
forums or files

community news:
latest news from
your communities
will be listed here
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Tabs, drop-down list of communities and toolbar

Link to NCSL
website

Link to my
learning

Click to access
NCSL in Dialogue

Click arrow to
view your list of
communities

My settings
eg. change

up alias

password or set

)

forum contributions:
lists most recent
contributions to forums

Click for help and log out

Click to see list of

who’s online
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Click to view notes

Search for members
or content

Click to view Click

your files

to access

your homepage(s)
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My info

Left-hand frame

The left-hand frame provides different information according to whether you are in your personal
pages or in a community.

& NCSL frontpage
J number of hits : 41582

comrnunity pages (11 =

MNCEL frontpage
IManaging within the schoal
A

Developing lsaders for
tomaorrow

Children’s achievement
and well being

o Leading bevond wour
Erance & Bavaria.., A v sthool

Mews

Mational policy and
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Hi Everyons, Many thanks ‘ Lists most recent notes = gz:fﬂ’”’"

: 311-20 o Leadership research
K‘*/h o talkZlsam support
Well 1 thoought i had vigwell
rd, 20-0% S <&— Lists sub-communities
last updated ; 23-03-2006 if present
oreated by - Nanoy Weitz (10-11-

2005)
permissions : wite

my membership

‘ Lists published pages

=-ld
W page view
“ Jacqui Hall

/{ Lists published pages ‘
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Back and refresh buttons

Avoid using the back and refresh buttons on the browser as they will usually return you to the
my info page.

Adding a personal icon

talk2learn encourages all users to have details about themselves on their homepage and to have a
personal icon which displays alongside all their contributions. To add a personal icon:

Step 1: From the my info tab select my membership card ‘

=
LearningslfGateway NCSL suiora cutege e

" n L oaraTirs
my info E i my community member ships i1e e na s onine Admin | help | logout
memher‘ ipti ‘
- ¥ _user info
first name: L: "3 salutation: Miss
surname: [~ 5 initials: LB ¥
il: aurLrks I ): 7
email UL ks ne it} home page {www.) sdit imags

‘ Step 2: Click edit image

Edit image delete

Upload a personal icon. Image size (pixels) should be - (36x50):
Browse

/ save | back

/

Step 3: Browse to locate the

image file on your hard drive Step 4: Click save




My info

Adding an email alert

Daily or weekly email alerts giving updates to the my info page can be set up. Before doing so,
it is essential to enter a current email address in the Learning Gateway (click my settings and
contact details).

To set up an email alert in talk2learn:

Step 2: Click
subscriptions

Step 1: From the my info tab
select my membership card

member | su bscﬁptllﬁ'

Type: # member T organisations (]

Step 3: Tick subscribe Step 4: Select options
to my info by email as appropriate

\\ memherl subscriptions |

* subscribe to my info by i

send mail as: Notification interval:
@ HTML page & daily
C plain text ) weekly

send mail now | saye cancel |

Step 5: Click save



Working with different communities

All about communities

A vibrant community is reliant on its members making regular contributions to items within the
community. talk2learn has many communities in which members can contribute. A suggested starting
point is NCSL in Dialogue which will point users to many of the discussions which are taking place in
talk2learn. The majority of talk2learn users have access to NCSL in Dialogue. To see other communities
to which you have access click on the drop-down list of communities and select the one you wish to
work with.

Click to view your community list

If you cannot see all your communities in the drop-down list, you can add them from the
all my communities list.

‘ Step 1: Click all my communities in the drop-down

r 9F D5 in Dialogus Super Unes 2004-Dae-08
= Inmovation Lnis A0
CT 99 mngvation Ung Super Uses 2005 Mardl1
Step 2: TIFk / [ HCSL in Dialagus W
box alongside l!:evlm Biidges W
. r = Onlie cone (Wlie] Super User 2004 Dec8
communities you r 8 Collags Compity (1o Super Vst 2004-Dec08
; i r SMcsLin Do BN
wish to add to list e
- 9 The Banner Super Uses J004-DacB
[8] HCSL Open Space_PW
[ Effocsive use of data_PW
o F Efacive use of dats Super s A05-Jar19
[ Financial Managemani In Schoals FW
5] 8 Einancial Mansgsment in Schools Super Ve 2004-Duc05
[¥ Leaming Hetworks Exchange_PW
%1 i John Paddor2005-Jan 12
- S8MCEL Open Space Super ek 204-Dgc(8
add ta my community favourlies  delete fram me communiee favourites

\

Step 3: Click add to my
community favourites

Your list of communities will include both national communities (such as Innovation Unit,
Global community and NCSL in Dialogue) and private communities such as those associated with
your programme(s).



Working with different communities

What’s in a community

Communities are made up of a variety of different tools that allow members to contribute in
different ways. These tools are called forums and they encourage collaboration and discussion.
The forum tools include:

» Conversations:  unthreaded contributions

& Discussions: contributions are divided into topics and threads

iz Debate: contributions are colour coded according to the debating position taken
Brainstorms: ideas can be contributed anonymously

% Hotseats: contributors can ask questions of a hotseat guest

talk2learn also has a range of other tools including votes, surveys, chat, whiteboard and
instant messages.

Finding your way around

The front page of a community will give you access to a variety of the tools listed above.
The community might also have further pages with other items to contribute to or read.

Click heading to enter
conversation, debate etc,
read all contributions
and make your
own contribution

Click to access
other pages Wi t EE

within the Franipage-Giskal %
community \L{mw . Globad Community
[Erontpage-Ginbal

ard actvtien. A marebar st by (shest Inadve o 48
Cthe comarantits o
_~

./ Introductions & : International Placements for
Lot updatad - Th1n000 Headteachers
:.ﬂ:::. i Pleree infrodiace yoursall and say whara you | | 5
i lm framm andiee why yeu think an temabonal |

perspecie s impenant for your work
schools.

Intraducting
TR » Whal is IPH?
ey Bl Pl s = st oifer heads who've expenenced the IPH
. W pregeamm in the [EH gatial foeum.
S H tharggny namo is Mike Plammar. | am Head « Usaful links fiom our |PH (s
| Toachafof Bax Hightands Primary Schaol , Corshaen

Page displays most
recent contributions




Working with different communities

Making a contribution in a forum

This example is a conversation. You will probably have to scroll down past previous contributions.
To make a contribution:

Step 1: Select the
community you wish to
work with from the
drop-down list

of the item to which you
wish to contribute

Step 2: Click on the heading

Step 3: Read through
previous contributions

RIS T e ams
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o Gemng oufl of 1o SAT race [

im&m ol cud of the SAT rat rce?
[ L 00w a1 o

| understand yeur Sralings sxnclly. o5 thay ar.
g B T390 3 2415 o

Step 4: If contribution
text box is not visible,
click contribute
opinion to see it

Step 5: Enter your
contribution here

/ Step 6: Click contribute

All forums have a feature which allows for a collapsed view showing only the first few words of the
contribution, the name of the contributor and the date.

You can also filter the contributions to show only those with a specified date or dates, contributor, word

or phrase in the text.

Tick to choose the filter
you wish to apply

\

Remove tick to return to
detailed view of forum

/

hotaal

Th Marketing and Promating Your School i) oo 2ocas

" Markeiing snd Promating Your School

=&

I somatifiossd viam [ st cottapand visss 200 10 guick litis | undsts.

Marketing and Promoting Your School

Falling school rall can have a devastating efiect on a school causing problems with budgets,
clazs structures a3 well as stafing. Paul Matthews UK Marketin Mlnlgiru'!h Royal Liver
Assurance has bean working with Gargle Amold Headieazhar at n Primary Schoal in
Prezcatt in Merzeyside to lnok &t how the school maskets snd promotes itzelf a2 part of their
collabaration in Patmers in Loadirshp which knks education and bussess mar closely

« How can 8 school mamimese 13 chances Mgwﬂ wﬂxll’ and mimmise any neplms?
« What are the pitfalls 1o watch out for?

& question Widcame 1o fhe holseatl Pad and Camle an Divwert Grenies 03206 173
= & question:Hi, | am a deputy in a school in Surray, It\.. Gillian Garden 032006 153
« host response:Hi Gllly, Paul Matthews 21032005 143
& host respomsae:Hi Gilly Caroly Asrald 2VEAE 116
Wa are a mixed school - heavily ov... Andrea Gordon  21-03-2006 133
& host response:HI Andrea,] think its dificult when you... Carole Amald 21.03-2006 101
= & host mesponse:Hi Andira, Why nol ask the parents of the... Paul Malthews  FL03206 90
& responsa:0ne of the mast common stataments from... Andrea Gordon 22-03-2006 56

Steps may vary according to whether you are contributing to a conversation, discussion or debate.
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Working with different communities

Using the text editor

Almost everywhere you type text in talk2learn you can use the built-in text editor, sometimes referred
to as an HTML editor. Using the editor allows you to easily include paragraph and line breaks and
enhance your contributions with bold, italics, different fonts, coloured text and bullet points.

[faur Message (please comphote your contribution within 20 minutes, or it may be lost)

. Tum tool bar off

[ Elooeca (3] LI e T |

S fort = 5w = | Fomat B UG EEAFEFEISIOMNY |
contribute |

The text editor enables you to format text with the standard formatting tools available in many familiar
software applications (font, size, style, table, etc). Hover your cursor over a button to get a description of
what it does.

EElsouce (& 4 BB BRI «IB @ 2 % 82Ex « Ty~ Oy
LE fort - | Sz | ~ | Farmat 'B I UmapisSEEEES S OMY

1



Working with different communities

Toolbars
& B2 @
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Cut, copy and paste: use as in other Windows programs
Undo/redo: use as in other Windows programs

Insert image: images must first be uploaded into the filing area of the community.
Click on the insert image icon to see a list of all images in the community filing
cabinet.

Click the image name to insert it into your contribution.

Insert hyperlink: allows you to insert a link to a website. Type in the text you wish to
become the hyperlink (usually the title of the website). Highlight this text, then click
the button with the globe and chain link symbol for inserting an external link. Type
in the URL (web address) or the page you want to link to. Ensure you provide the
whole web address including the http://

Insert internal link: allows you to link to another resource within talk2learn You can
make links to other documents and items in talk2learn and to other websites. Click
this button: then select a community, tool, or folder and then select the document
or forum you wish to link to. Please note that if documents and items are moved
afterwards, the link may be broken.

Note: if you use Internet Explorer as your browser, you may find that URLs typed
into a forum contribution box will automatically become live links. This does not
work in Firefox and other browsers.

Insert smiley: click to insert a range of smileys into your contribution

Text colour: select text and choose colour

Background colour: select text and apply a background colour

Format: provides a range of pre-set heading styles

Fonts: choose from a range of fonts

Font size: choose from a range of font sizes

Bold/italic/lunderline

Alignment: left, centre or right aligned

Indent/outdent: use as in other Windows programs

Bullets/numbering: select text and click icon to add bullet points or a numbered list

Insert Table; Search; and Replace

Copying from MSWord

Some people like to write in a Word document and then copy their text into talk2learn. The text editor
has a special tool for this that makes the text compatible and saves the styles. Just copy the text from
Word as usual. Then click the icon & . That will bring up a box, where you paste in the text by holding
down Ctrl and typing V, and save.

You can also use the clipboard text tool = , which will strip out more of the styles, leaving you free to
use the editor's formatting buttons.
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Working with different communities

Contributing to a debate
The debate tool requires contributors to take up a position in the debate.

 Appropriate design of the learning envirmment

contribute opinion |

— © Modelling online participation
Select the position that / © Ackvitiss 1o sncenrags panisipaten
. — © Principles far undine writisg ani conibutons
you wish to take I—
|.'ilm-=-lll CERE -~ EPRa YIS A |
™ o o Cln s e EEREEEEIONL |

DI

Y

Enter your contribution
here and click
contribute opinion

Contributing to a brainstorm

An important feature of the brainstorm tool is that all contributions are anonymous. Add your

contribution to the text box and click new idea.

T e et v g 0 g iy | ntatn.

W 1t bt your vary st Job..

1 3

|| s e e e st o
|| s s et

it | 18

ety |
[r=rpee)

e e s e | e
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To add a new idea, type

ﬁ_l

Contributing to a hotseat
A hotseat allows community members to ask questions either of a hotseat gu

‘Helen Whisshe ) 73052006 () D428 g
awmmn w5 e gut the educatons to angage and e Thesr imagesation 10 demind mofe of the bechaolegy?
100 ot por g =] Lo 1. 17 017
¥ous Message (please compl ur It mary b lns
Tum ipsl bae off
Tloaee [& L1 11| R R
= e = Fromat =iE s UG EEREEES S OM

your contribution here

and click new idea

est or of each other.

Either click respond
to answer an
existing question

|

Or type the text of a

ik queilien

new question here and
click ask question

e
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Working with different communities

Contributing to a threaded discussion
The discussion tool provides topic based discussions in which contributions on the same topic can be
linked together. These are known as threaded discussions. When contributing to a discussion you will
need to decide whether (1) you wish to start a completely new thread or (2) respond to an existing

topic. The following screenshot shows the discussion in expanded view.

‘ (1) Enter topic heading \

ﬁoﬁmu
Bl tisian Whilshead 73032006 @) 04 16 pm

Thera has baen much discuesion cancaming how focussed an sethety neads to ba rot just in time, bef in content. Oing

fogether it less apparen.

itk gt il |

= 1
uetain | 100 items par page j‘ sortrigtiong 1 - 74 of 74

rsue with contribulions s when they do nol thread, bul they ‘e’ a5 & sel of separale stabemulns - 30 ‘consinuhing’ leaming /

(2) Click respond to
respond to existing
topic

imassage
itle: [Optional
Tum tog) bar of
| Heoss ] L L BWME| - | EOR S S T
A Clx <! o AL R =l T
(1)(a) Enter your [
contribution here >

and click new topic

nire Eapic [

In collapsed view, the discussion displays the first few words (or title) of each contribution. Clicking on
any item will display the full contribution in situ.
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discussian T shom itarsd vivms ¥ shoms sallapind viom i bs 206k Vishy | adis
4/ designing Ihe leaming ex; ©2) i

Read the section of Learnig 10 Lesd Designing the Leamning Experience’ pp. 2.3 The document makes some suggestions
the model of leaming that is spolled out thore?

w00 (0 ]

et 4

fitie wition by date

= & designing the lsaming sxperiance discussion (OZ) Jacqui Hall 08012005
& designing the lening experiance drseussion (D) FinFong 30012006
%% dasigning 1ha lamming sxpanance Ratt o 000
=& designing {he leaming puperisnce CviWe- iy 0012006

Wew Cr it 31.01.2008
Halan \Whashasd (12005

& As a rebalive newcomar 1o elesning, v fol._

™ “sbeammg ran pravids the ullimsta panis.

' "e-leaming can provide the ultimate perso...
gl Heter Wihilshered 01-02-2006 £ 04:28 pem
“e-leaming can pronde e ulmale personabived lesming”
That's certasinly the aim at NCSL

Is i also imgoriant that the lsaming of school leaders is claady stusted in their snvimnment and experisnce? I think
80,) Hor o w schiava that?

tomdIne 11 sumimstien (luita pdil_osapsed
& personalkied kearning Froaf:m 08002008 10
& Dauigning tha Leaming Expenance Womey Sty N0-A0E 16

About th rofe a-bedening can play. Can you think of other wars in which -leaming can support the d¥erent characteristics of |

Click new topic to
start a new topic

Contribution
highlighted in list

|—— is shown in full.

/ Click respond to
post a reply




Setting up forums and other items

As we have already seen, talk2learn provides a variety of different tools that can be used to encourage
sharing and collaboration amongst community members and encourage users to contribute to various

types of discussion. The tools available include conversations, discussions, debates, brainstorms and

hotseats. In many communities, and on your own pages in your my info area, you can set up and

publish forums and other items such as articles and images.

Setting up a forum

Step 1: Select the community in which the item is to be placed or, if it is
to be placed on your personal page, ensure your starting point is my info

Learning:ffGateway 5

i i i Learnings/f Gateway = .

Pl

¥ paga view

Getting started in talk2learn b
4

D my files

personal pages (2 -

« Home page for Helen main
= Helen's Blo *

created by : Helen Whitehe ad @12-05-
2005)
permissions : shange

¥ page view

u Getting Started 5

OO 1§ 7 pC) 00 L

w
~

CRE]

1

Step 2: In my info
select my files or, in
a community, select

shared files or file store

/
/
,Gctting 5t

with new talk2

ﬁ 12| upgrade - questions and

We delighted to say that we have released &

‘Step 3: Select new forum

my info

Gefting started in talkzlearn. ¥ oo Lok
)

search |y files | my page

‘fihere am |7 > personal community > Home page for Helen

LearningsHGateway

click to see who's online

—
Nl College |
Schon Ledershiy

admin | hel| | logowt

W page view my files I™ details newtolder | newfile upload | news object | new link | new survey | naw forum

my files I title

® | Frontpage-Helen \Whitehead files tidden

a 1
personal pages (2
I [ Images
o Home page for Helen main
s Helen's Blo 3 I ® [ practice
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Setting up forums and other items

Step 4: Add a title

Step 5: Select type
of forum

" howsaat

duscaiptian:

i B B
i e S -
IEsaemE oA

Step 6: Enter the

detailed description
/ of the forum

¥ _cusiemise spening howrs
 tarum s shuays o e cantsbatism
1 farum in tgpen far cantsbutisns in the parisd

P g o o
[mEfmEnnE =

Step 7: Set start
and end date

o

¥
T Diaplay rating box
- Mty iing ey

cantribution prompt: [Voor Message isleats compie pour contriba

I eptn o1 o s
* Cpmenen

# mutadata

Step 8: Click Save

o |

|t s penod on whas the tonam i open far ererhueons

-
Fforum iz ahwas poen dor oontriubons
% forum i open far mrknubons n He penod

upue frem: 18w [2on4-11-0a B
i 6 o117 W

™ coen in new wndow
costelbitlin gramt (R

[ ek marm dsscnohse metsd sty shout ths donim chdc an e ink bsics

J bz et e erzanlz

carewl | wava |

You may be prompted to complete other options according to the type of forum selected.

Depending on where you created the item, it will be stored either in shared files or the file store of
the community or in my files in the my info area. It will remain there until you decide to publish it

on a page.

Editing a forum
To make amendments to the text of a forum.

‘Step 1: Open the forum ‘

conversation

[ showfiltered wiew [ shom collapsed view add to quidlinks | update

\) Top Tips

make the most of the facilities?

Wwhat is your Top Tip for using talk2learn for someone who has got past the basics and wants to

B3| Alvays
e

contribute go to bottom of page:
edit|

16

[EL5¥ set up a conversation that reflects one of...

goto top of page|

Step 2: Click edit



Setting up forums and other items

Setting up an article

Step 1: Select the community in
which the item is to be placed or, if
it is to be placed on your homepage
or other personal page, ensure your

starting point is my info

Step 2: In my info

select my files or,

in a community,

select shared files
or file store

‘ Step 3: Select new object

;

Whes o 7 > pasieal cumBanle > Hematds tae Hales

Sl o s S SV,

 page view

D my files.

Step 4: Give the

article a title

Step 5: Select articles }—»

my ffles ™ wwtam o Twi0ar | moww mbe UpR | nw SN | R fink | e survay | ma rarum |
e
pr
eersonal pages () - L
; T B mases
= Home page for Helen main
o Halans Biog B r B0 el
rrwdta R Wl AR b T, . = BN i
e shect
> [ =% an o
desctption T Sarrtan can tan e et o,
]
7 S pages
# I wivis
¥ shacsd conunert
 ona aimce

Step 7: Choose a

it easy to arrange
text and images

# nugie authors (shared conament
s HTML st
L T

2 el it

# i worosor omen woed saoumane:
0l wermctt oftics Zsemt vk bk

template to make|__—>

Step 6: Click save

carce | s

% Step 8: Click next

vart | _careel
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Setting up forums and other items

Step 9: Click Text container _ = Step 11: If you need to change a
. =3 = S R .
and select edit contents to e - text area to display an image or
start the html editor. Enter B - o vice versa, click the down arrow
your text and click save > | and select delete content. You
] e . ; i
v N R will then be given the option to
Step 10: Click to insert a . 4 I i & Insert text or image
picture — images can be / &
sy

uploaded directly onto L o
the page \
Step 13: Click close to
view your article

Step 12: If you wish to add more
text or another image, click on

the plus sign at the point where
the new item is to be positioned

Depending on where you created the item, it will be stored either in shared files or the file store of the
community or in my files in the my info area. It will remain there until you decide to publish it on a page.

Editing an article
If you need to make changes to the article:

Step 1: Open the article from
my files, shared files or the

file store as appropriate Step 2: Click edit

Experiment Ly

Eummary
lust 3 bt of Expermentng

rticle:
uits @ lot of enperimanting whist drafting training docs

N

/ .

Step 3: Click arrow or link
words and select edit content
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Setting up forums and other items

Uploading a file

The file upload feature can be used for uploading files such as Word, Excel and PowerPoint as well as
image files in .jpeg or .gif format. Multiple files can also be uploaded rather than having to upload

each file individually.

Step 1: Select the community in which
the item is to be placed or, if it is to be
placed on your personal page, ensure
your starting point is my info

Step 2: In my info
select my files or, in
a community, select
shared files or file store

my files ™ details  newtalder | newtile upload | new object | nem link | new suney | new farum
[ title
I~ E [ Frontpage-Helen Whitehead files thidden)
I E[7 Images
I~ [E [ practice
r EE sl
r = D Home page for Helen (published
T [ ‘¢ Advice toan E-L Facilitator? ¢ 0 unread)
] = %% Help me create a poeml (13 colAutions 1 unread)
L — B | EP R

‘ Step 3: Select new file upload

Step 4: Browse to locate the
file on your computer

my files - upload file

file name: |

Browse. . | upload multiple files |

title: I p

description:

#»_common

Step 5: Give the file a title
(or leave the file name as
default) - description is
optional

Uploading multiple files

-
[

e | cancel
Step 6: Click save

my files - upload file

file name: |

Browse. .. | upload multiple files J.

title: I

description:

¥ _commaon

*_metadata

I¥ open in new window

j‘ Step 1: Follow steps

1 and 2 above and

then click upload
multiple files

save | cancel
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Setting up forums and other items

[TrTEE—— 5

T T D A b

Diedsvthe Giag b

Fubiihed mitwsbolp sadad by Thisds Dade 5 igreg CL
Eroup, nc. screds thal iz

conbrt 1 ke Vo Nk ooy et v B e £
L4 oarepes |
you bt oy oot

Step 2: Click Yes to install applet ‘;

upload multiple files

&MLE

I open in new window
I™ kaap diractory structurs when aioading

cancel | save

Step 3: Click Add...

] =lol x|
[EDocuments and Seting=" | =] [i2 j .S_!i
Mame ) =
=) Grad Cart Bulletin Sept - Oct 04 doc
=] Grad cert presantaton 051104 pot
121 arad cert tak2leamn data.ds
=] help files dlocabon 151004 ki
=] help files allocabon v2 171004 xls
=] Imagel.pep

Step 4: Locate and select

the files to upload. Hold

down the CTRL to select
more than one file

(=] jecaui help liles dllocation v2 161004 xls

Fienamefs]  [iacqual_T jpg jscquinall_80 jpglavendeihill | of Ol |.

Files eftype: |4 Files [ | xw|

Step 5: Click OK

upload multiple files

Fboanes a0 il |
EAbon
CADocurieris 2nd Sengihiscousine haf Desiophieen Remove: <

Step 6: Check the list.

I~ apen in new wirdaw
I™ keep dractry structura when uplsadng

AN

cancel | save

/

Any unwanted files can
be selected and removed
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Step 7: Select appropriate options and click save -
files should now be visible in the file store




All about pages

All users of talk2learn have individual pages that can be used to publish information about themselves
or their interests. All communities also have pages on which information is published to their
members. As a starting point, all communities have a front page and all users have a homepage
allocated to them. More pages can easily be added as required.

A variety of different items can be placed on pages.
Some items can be placed immediately on the page by clicking on that option on the page template
and following the instructions. These items include:

* text
* images
e spaces
 lines, or
 votes

Forums and articles need to be created first in the my files area or in the file
store/shared files area of a community.

The steps described below apply to both community pages and individual users’ pages.

Adding a forum or article to a page

I I edic ¥ puslished

|
Step 1: Go to the page you wish /

to edit and place a tick in the
edit box at the top right of the
page

g0 putsened]

- g

Step 2: To insert a forum
or an article that you have
already set up in the files,
click Insert forum or Insert

article as appropriate K e
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All about pages

Step 3: Choose the

appropriate file \
store

choose file store:
[ shared files
r:t file store

choose folder:

[P file store

E] articles
[ documents
[ forums

[ images
P pages

" recycle bin

=

A\

Step 4: Choose correct
folder or click on file
store folder to display
items. Then select the
correct item from the
list that displays

cancel

Step 5: Your item will now appear on the page. Click close to view it ‘

Adding other items to a page

e ¥ m.hlishaq

/

Step 1: Go to the page you wish to edit and place
a tick in the edit box at the top right of the page

Step 2: Click on
appropriate item to
add text, image, empty
space, line or vote

22

Step 3: If you wish to add more items, click
on the plus sign at the point at which the
new item is to be positioned




All about pages

To add the following items:

Text: the html editor will display and you can type text directly into it (see page 11)
Image: you can either select the image from the file store or upload an image directly
Empty space: you will be prompted to set thickness and alignment

Line: you will be prompted to set thickness, alignment and colour

Vote: you will need to complete the title of the vote, the question and alternative

responses. Further response boxes can be added by clicking add alternative.
Moving an item on a page

Items can be easily moved around on pages.

Step 1: Go to the page you wish to edit and place a tick in the edit box (top right) \

\ Step 2: Use the arrows to move items up, down, left and right

Frontpage-AST sub-group \ ¥ edit ¥ putlichad
H A\ SSEG
ER
&
@ Y
] it st 8 souce conpaiver € o v |
Ak to 2dd
% tnsert fanum

Step 3: Click close



All about pages

Deleting an item from a page

Step 1: Go to the page you wish to edit and place a tick in the edit box (top right) \

Step 2: Click down
arrow and select delete
content — this will leave
the container in place.

Delete container will
remove content and
container

lick to add

 Incert forum

Step 3: Click close

Adding more pages

Each community will automatically have a page (front page) available for publishing items which is
viewable by all community members. Every user also automatically has his/her own homepage and this
is viewable by all talk2learn users. However, if one page is not enough, more pages can easily be added.

Step 1: Select the community in which the
new page is to be added or, if you wish
to add a new page in your own personal

area, ensure your starting point is my info

Step 2: In my info select
my files or, in a
community, select shared
files or file store

Step 3: Select new object |

my files

[ details  newfolder | newfile upload | new o | rews link | new survey | new forum

O title

[~ [ 7 Frontpage-Helen YWhitehead_files thidden)

| | D Images

24




All about pages

new abject
[

r T ;J Acd a descriotian of the oby

Step 4: Click pages and enter a title oo e
—al| . =
Kol
Fm;mue.s s .
Step 5: Click save
—E =
Step 6.~ Choose a template bﬂ% Il I:‘ % ﬁ
(this can always bhe ~ —— |

changed later)

Publishing a page

New pages added following the above instructions will not automatically be published but they will be

Step 7: Click next and
your page will display

«f— | ready to receive new
ot | _caree |

saved in the file store. To publish a page:

Step 1: Select the community
in which the new page is to
be published or, if you wish

to publish a new page in your
own personal area, ensure

your starting point is my info

Step 2: In
my info select
my files or, in
a community,
select shared

files or file store

1naa8q
B

HE @
=r=1=l"

Jacgui Hall files
Erance & Bavaria 2004

Jacgui‘Hall/
usa

items

Step 3: Click to open
the page that you
wish to publish.
NB you may need to
open a folder to see
the page

25



All about pages

I wit P publishes

Wit s your Swenurts oniour?

Step 5: Place a tick in the
T d

il published box at the top right of
* bus .
r the page to publish the page

Hiding a page

If you no longer want the page to be viewable you can ‘un-publish’ the page by removing the tick from
the box. The page will remain in the file store in case you wish to publish it again at a later date.

Re-ordering pages
Pages are displayed in the order indicated in the left-hand frame but this order can be changed at any

time. The main front page is the one that is viewable on first entering a community or visiting a user’s
personal pages.

7 ~&—__| Step 1: Make

sure the left-
hand frame is
displayed by

clicking

Step 2: Use arrows to
move pages up and
down. Current front

page is listed as main

26



My files, file store and folders
Within my files or the community file store (or shared files) it is possible to:

* drag and drop files into folders;

* drag and drop folders into other folders;

« delete, copy or move individual files and folders;
* mass delete, copy or move files and folders;

« copy files and folders into different communities.

The filing areas also provide the facility to set up new items, including new pages, articles and forums.

Moving files into folders

Step 1: Select the community in which Step 2: In my info select my
you wish to work or go to my info if you files or, in a community, select
want to work with your personal files shared files or file store

To drag and drop a file
into a folder, click its
M A Lk icon and drag to the

& :P%/ appropriate folder

Alternatively, tick the box alongside
the file(s) you wish to move and select
move either from the drop-down list
or from the bottom of the file store

@ W webis
I ®  ancthacoaoe

edi properties delets capy mave downlozd
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My files, file store and folders

Copying files

As above, but select copy (either from the drop-down list or from the bottom of the file store).

For multiple files tick the boxes alongside the files and select copy from the bottom of the file store.

Then select the target folder for the copies.

To copy files to another community, select as above but then select a community from the
drop-down list:

0Py
copy: My files B

copy cantent to ghCSL Crgonisation the orlginal afte
copylng It.: Communiy of Taking Heads_PW

Carnmunity of Talking Heads
77 m files Faith _PW
Faith
Lioesl Working Groups_EW
LARCH (Leeds RC Heads)_PW
L ) LARCH, (Leeds A Heads]
[ me fies Meniormg for Change - Plat_Fa
[ Links. Menfoting for Change - Filal =
7 articlas
P documaents

select fulder far

When you copy a forum you will have the option to tick a box to retain the original contributors’ names
on moving. If you leave the box unchecked contributions will appear in the copied forum anonymously.

Deleting files and folders

As above, but select delete (either from the drop-down list or from the bottom of the file store).
For multiple delete tick the boxes alongside the files and select delete from the bottom of the file store.

Setting up folders and sub-folders

/ Step 1: Click new folder‘

s faldar | uplasd file | naw akiect | res link | res survep | nas fanm

ot ™ dutsls

r 8 [ Lus
r B nams
r BB e es
T F BN v files
Step 2: Give th o e
ep 2: Give the | sy et 2 Step 3:
N | Tirvaritien | .
folder a title i y / Click save
Tl s
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Notes

Sending a note

Notes provide a quick means of communicating directly with other talk2learn users. There are a
number of ways to send notes:

Method 1

Step 1: Go to the home page of the user to whom
the note is to be sent — either click on the user’s
name in a forum or use search on the my info page

) ) ...Welcome to my home pag|
Step 2: Click new note {
\ Tobisey

Hallo there! I am an e-larning facilitator
School in West Yorkshire. I live between B
sub-climate! The communities and programn|

Hew Heodteachers
1

last wpdated : 09-01-2003
eraanad by« @inny Darringuan (27-

* Sehool Improvement Partners
07-2001) « Maw Visions 2004 and the headteach
.

parmissions | read

Leadership Collaboration Onling which|

=
‘ ) : 1e to my h|

& Ganrry Dormington...

S| number of hitr : TI0H

rersonal gages (4) .
Qinny DOMAAEONL.
Tne Beal Mgl
' Halle there! I o
USA - pest hol . Raaet n, S

sub-climatel Th

Step 5: Click save

Step 3: Enter text here \ 2

= -
s + Bahaviour: -
Step 4:.If apprpprlate addﬁ*:m / Step 6: Click OK to
add links to items / aml cancel — | If you are inted confirm that you want
within taIkZIearr? or Loy fbon e | to send the note
to external websites




Notes

Method 2

c
N National Colle

I "o veste | mvieamng  [RREERY my stings
0 Imy' community memberships LI SI?CI:::\:;?::::S i | help Step 2: Select
new note
Step 1: From the inbox | search | e note
my info tab select [T subject first name sumame date & type
my n?.tes C test note for reply Aidan  Melling 15-03-2006  private
e OE Dear Helen Michael Fossey 02-032006  private
r = Hello Helen, Yould welcorne advice on... Michael Fossey (01-03-2006 private
r = Hi Helen. | was a bit late filling ... Matt  Parrott 14-02-20068 private
r = Thanks Helen. | have to say that whe...  Michasl Fossey 06-02-2006 private
r = Dear Helen Michael Fossey 05022006 private
r = Hi there Helen - went pretty well th.. Tam Mason 29-01-2006 private
™ ® [E0 Hi Helen - thanks sver an rnch for s Tam  Masnn 27-m1-2n0R nrivate
new note
Waximum of 1500 characters in a nate.
To send a note to one or mare talkZleam members, select the Add recipient button.
to " Add recipient
E
Step 3: Click add
recipient to search
for user name H
add link: irternal  esdernal
send note | cancel
Step 4: Enter name
of person to whom
note is to be sent
and click search
new note /
Search to add recei\fM V
| x| search
Mo result fram search, search again
Add recipient | cancel
new note
Search to add receiver for the note
|Gi|\ian McCalden All j search
r usernarne location

¥ Mcealden, Gillian
4

MCCALDEN XIS3HI

Mccalden, Gillian

[

Add recipient cancel

g

|

Step 5: Place tick
next to name and
click add recipient
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Notes

new note

Maxirnum of 1500 characters in a note
To send a note to one or more talk2learn members, select the Add recipient button

to Gillian Mcealden

Add recipient

Step 6: Enter text
for your note and
click send note

Hello Gillian, -

add link: internal  external

send note | cancell

Step 7: Confirmation that note has been sent will appear — click OK

Method 3
Sending notes to multiple users

| Follow steps 1-5 above |

add link: internal  extern=l

new note
Maximurm of 1500 characters in a note
Step 6: Click add To send a note to ane or more talkZlearn members, select the Add recipient button
recipient again and to Gillian Mcealden
search for another T— addrecivient
: Hello Gilli -
name. Repeat this =iio Liilian, =
until all names
are added
E

send note | cance\l
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Notes

Reading notes

_

Laura Binks
my community memberships ¥ . |
o click to see who's anline

my guick links / dit notes forum contributions I~ my contribution responses fanum st
files: Hi Laura, its cmokee ou online. , Hi Helen enjoyed reading your first contributio
* NCSL in DiflogueChildren’s achievement and well Aidan Mallin pemm.zwa " Simon Patton NCSL in Dialogue, 23:03-2008
heing Thanks Joy and Alyson for your comments and
- ide
news \ lain Gilmour NCEL in Dialogue, 23-03-2006

. Hi Katie thanks for starting this joumal look
" Simon Patton HCSL in Dislogue, 23-03-2006

, HiJo good ta see your journal up enjoy filling...
\ *" gimon Pattan NOSL in Dialogue, 23-03-2006

hristopher Griffiths says
HCSL in Dialogus, 23-03-2008

Haney wieitr NCSL in Dialogue, 21-
2008

Notes can also be
viewed from my notes

Benchrarking website
enhancements with Kent Hadley
DES

David Wityte Financial Management in
Schools, 16-03-2006

Most recent
notes can be

ot bility and System Change accessed from
‘;:: ;gggelerd Learning Metuatks Exchange, 01-03- the my info page

Deleting notes

zoma Hall 2004-05-16 private

2004-08-15 public %

Alohs Jacqui - look gt the bb Dawed Whvtn 2004-88-13 private %

5] Thanks Jacous for the [abruptly term. Kathy Seddon  2004-08-11 private

B Py gatting i multl faith But vith 0., 2004-08-10 private §,
public private delete]

Step 1: In my notes
select message(s) Step 2: Select delete

Making notes public

By default notes are private and only you can see them. To make a note public, so that all members of
a community or all visitors to your page can read it, follow the steps for deleting notes but choose the
public option.
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Who's online and instant messaging

Who’s online

Click to see
who’s online

_
: NC:
- S

Laura Binks

my info
i click ta see wha's oning

Learning:HGateway s B
talk2learn NCSL website my leamning
i I | my community memberships >
4 Pl

It may take some time for all the pictures to load.

The total number of users currently online is given at the top ‘

talk2lear

4

my leaming
~ Dnline.comm -
4

= s

talk2leamn

NEED

Click on any name
or picture to visit

Admin

Who's online 58 (Approximate)

that user’s

oo nn‘ga oo
Jacqueline  Adrian Bagnall  Agnes Ball
Arnold
- [ fA
i H
¢
Laura Brown  Lisa Colling kel\ei

f
Caroling Effie Hunt  Carol .Jackson
Wynne
Howard =3
noflige
|
Sharan Miller Aidan
Iolone:
ﬂ n
nooe
Emma Louise  Linda Sams Colin Short

Salishury

no\iige

John Francis
Barnes

0 N

Sue Conway

04

Susan Jones

Nicola Jane
Qakes

no\ios

David Paul

(£}
o
o
e

no\ioe
Howard
Bousfield
Dehi Cossins
I W
Lesley Linda Lewis  Richard John
Keyworth Linnett
LR
Siman Oldfield  Denis Oliver Janet
Renshaw
Dawn Spence Simon Simon Taylor

Stonehouse

Open the Instant Messenger to see who is available for Chat (reguires Java Plug-in)

Community members who have been active on talk2learn in the last ten minutes. Includes users without access to Instant Messenger,

Anthony Bayle Elaine

Anita Cram

Clive Reynolds John MNicholas

Brannigan,

lan Crawford

Tim Mcshane Gaynor hellor

Raollings

Opgn Instant Messenger

homepage

Christine
Brown

8

Lynn Daveney
Liuuysun

P
A

Anthany
Russell

<l

Sending an instant message

To send an instant
message, at the bottom of
the page click on Open
Instant Messenger

Instant messaging is a one-to-one synchronous communication that allows you to send and receive
messages to another person who is currently online.

Yellow envelope indicates
message sent/received

\E@un = —

mystaus
o3 Jagui Hall

olhersonline

g mienan Crusstang

s

List shows
who’s online

Step 1: Click name
to chat synchronously
with that person

N

|_-cimanrccaiden = k|
far this anemaan. |
|Gillian Mecaiden = ¥Wnho is il e
pracaui Hall » K
|Gillkan Mcoaden * Winat shallwe call the
[0 st ik st
pAaou Hall * Hawe you 9o anmy eas?
|Gilban Meozidan = How about Online Leaming J
Step 2: Type your [Communiy 3
message here — o messae
ress Enter on | o—— |
press Enter (o 1N
keyboard) to send
g o W
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Chat and whiteboard

talk2learn now provides two synchronous communication tools: chat and whiteboard. Chat provides a
facility for a group of users to meet online at a specified time for real time discussion. The whiteboard
again enables synchronous online communication in a graphical interface allowing discussion to take
place around diagrams, flow charts, pictures and other images.

Using chat
The chat tool will not necessarily be available in all communities. It is for the community manager to
decide whether to add the tool.

There are technical requirements to use chat. Contact the helpdesk for further information.

Step 1: Click
to access chat

Step 2: View list
of those using
the chat tool in
this community

Talk privately

Using the whiteboard

- by clicking an

yf)tS? r?{ez:gee individual’s
and press Enter U — name in the
(on keyboard) list followed
by the talk

privately button

The whiteboard tool will not necessarily be available in all communities. It is for the community

manager to decide whether to add the tool.

34

Step 2: Use tools
Step 1: Click ) to draw
to access different shapes,
whiteboard lines or text
Step 3:
Text/chat area .
to discuss et
whiteboard
content | oo | sosre |




NCSL Helpdesk tel: 0845 601 3032

email: ncsl.support@bt.com

For more information about talk2learn online communities and the learning
gateway visit www.ncsl.org.uk

learn2learn online (available to all users in my learning) is an online mini-course
which will take you through using talk2learn and more.
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