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The tools listed above are the backbone of any sites created. Some are optional and some
are not. This document will explain how to use these tools effectively to manage your
Interact Subject or Project site.

Overview

Interact is a set of software tools designed to help instructors, researchers and students
create websites on the web. For coursework, Interact provides features to supplement and
enhance teaching and learning. For collaboration, Interact has tools to help organize
communication and collaborative work on campus and around the world. Using a web
browser, users choose the Interact tools to create a site that meets their needs. To use
Interact, no knowledge of HTML is necessary. Here are some examples of websites made
with Interact:

e a worksite where an instructor or project director can make announcements and
share resources, such as electronic documents or links to other websites..

« a worksite that serves as an online discussion board.

e a course worksite where students can work on and submit assignments
electronically.

Note for Students

These notes are for the use of both staff (Academic & General) and students and as such
(depending on your permission level) you may not have the access required to undertake
some of the actions listed in this manual



¢ Home

Home is a portal page available for every course and project worksite. Instructors and
worksite owners can customize the home page to display synoptic views of the most current
announcements, discussion board postings, or chat messages. The Home page of a
worksite is also where a description of the worksite is presented.

Is the first screen of your Interact site. Usually showing on the screen when this is open are
4 windows.

They are:

e Worksite Information — which gives you any information about the site and the reason
for it

¢ Recent Announcements — any recent Announcements published to the site
e Recent Chat Messages — any recent Chat messages added to the site

e Calendar — the Calendar pertaining to the site. This will list any dates relevant to the
site

= Annhouncerments

Description: Announcements are used to inform site participants about items of interest or
importance.

Creating an announcement:
Step 1: In the menu bar of the site, click ‘Announcements’

Step 2: Click ‘Add’ to create a new announcement

44 ANNOUNCEMENTS o

Add  Merge Options  Permissions

Anhouncements

Wiew | All v

There are currently no announcements at this location.

Step 3: In the form which appears, type the title and body of your announcement.
Note: Fields marked with an asterisk are required.

Step 4: Select a display option by clicking a radio button. Your choices are:



e Display to public
e Display to site
o Availability
e Attachments
Step 5: Optional. To add an attachment, click ‘Add Attachments’.

You can add an item from your computer OR attach an existing item from the resources tool
in any of your sites.

To upload a local file

Click [Browse].

44 ANNOUNCEMENTS L

Add Attachment

Select an existing itern from Resources to attach OR add a new item to a folder to be attached

Upload local file

or a URL (link 1o website)

Cancel

Select the file on your computer and click ‘Open’.
The file appears under the heading Items to Attach.

Note: Folders from your resources tool(s) will be visible. You can navigate to a document
within any of these folders and attach it to your announcement.

Select a resource
Location: |1 Training site

+ Title &

Actions
[ Training site Resources

» Show other sites

Cancel

You also have the option to remove the document, by clicking ‘Remove’



M ANNOUNCEMENTS

Selact Item

Belect an existing iterm frorn Resources or add a new item from your computer. Once you'e made your selection, select 'Continue’, or select 'Cancel' to retur without making
by changes. Click "Caontinue” when done

ltems to attach Rernove?
| Backup of Announcerments.whk Remove
Upload local file | H Browse.. |

or & URL (link to website)

(o) ()

Click ‘Continue’ to attach the document.

Note to Mac users: When uploading or attaching a file, you must include the file’s

extension. If there is no extension, anyone who attempts to display or download the file will

get an error message.

To attach a file from Resources

Scroll down to Select a Resource. Your folders and files in the site resources tool (if any) are
displayed. If desired, click the Show Other Sites link to see documents and drop box folders

from all your sites.

Once you have found the item, click ‘Attach a copy’, which is found under Actions to the right

of the item name. This will attach the file to the announcement.

T ANNOUNCEMENTS

Select Item

Select an existing iterm from Resources or add a new item from your computer. Once you've made your selection, select 'Continue’, or select 'Cancel' to return without making
any changes.

Upload local file | H Erowse... |

or a URL (link to website) | |

Continue Cancel

Select a resource
Location: C1 Training site / Office 2007 Trial

Title = Actions
Office 2007 Trial

=] SMS trends.xls attach a copy
@] O3 Changes Attach a copy

¥ Hide other sites

4

1 Sue Dixon Workspace Resources
OLE Prof Development Resources
[C1 Training site Resources

(e




At this stage you also have the option to ‘Remove’ the document.

ANNOUNCEMENTS ]

Select Item

elect an existing item from Resources or add a new item from your computer. Once you've made your selection, select 'Continue’, ar select Tancel'to return without making
ny changes. Click "Caontinue” when done

tems 1o attach Prefiove?
25 bSpace_Activities_Table. pdf Remave
Upload local file | || Browse... |

ar & URL (link to wehsite) [ |

Caontinue || Cancel

Click ‘continue’ which will bring you back to the ‘Announcements’ screen.
Click on ‘Add Announcement’ from the next screen to complete the process.
To attach a URL

Type the URL in the box provided — e.g. http://www.csu.edu.au

[ ANNOUNCEMENTS

Select Item

Eelect an existing item from Resources or add a new itern from your computer. Once you've made your selection, select Tontinue’, or select 'Cancel' to return without making
RNy changes.

Upload local file [ [ Browse |
or a URL (link to website) |http dwonoe. c5u. edu.au| |

On the next screen click ‘Continue’

Step 6: Optional. You can send an email to notify site participants about the new
announcement.

In the Email Notification field, select from the options shown below:

None - No notification

. If you do not want the notification emailed
(default setting) y

If you want to send the notification only to
participants who have chosen to receive low-priority
mail notifications

Low - Only participants
who have opted in



If you want all participants to receive email

High - All participants notification

Bdd Announcement

Complete the forn, then choose the appropriate button at the bottomn

Required iterns marked with a *

“ Announcement title \Fmday message to complete the notes

Body
= =] Source

B Lwio ALLIB I U s ox 2
=E==Ta M-t di@dpO=sga%

_|: G - |z Fomat + | Font | Arial | Size i@

This is the message i am using for screen shots to inform participants of 3 new message

© Display to public
@ Display to site

[tachments

Mo Attachments Yet

Add Attachments
Email Notification Mane - Mo notification b
High - All participants
5 whao have opted in
Add Announcernent H [REnpone - Mo notilcation ]

Step 7: To post the announcement, click ‘Add Announcement’.
To see how your announcement will look before posting it, click ‘Preview’.
To save your announcement as a draft, click ‘Save Draft’.

To exit area without posting the announcement, click ‘Cancel’

Displaying to selected groups:

Step 1: Select the ‘Display to selected groups’ button underneath the announcement text
box.

Step 2: Click the check box next to the group to which you want to send the announcement.



O Display to public
@ Display to site

tachments

Mo Attachments et

Add Attachments

Erail Motification Mone - Mo notification v

Add Announcement

Step 3: Click [Add Announcement].

Modifying an Announcement:

Step 1: Click [Revise] under the announcement you wish to modify.
Step 2: Follow steps 1 — 7 for Creating an Announcement

Step 3: To finish revising the announcement, click ‘Save Changes’
To see how your announcement will look, click ‘Preview’

To save your announcement as a draft, click ‘Save Draft’

To exit area without making an announcement, click ‘Cancel’

Deleting an Announcement

Step 1: Click the checkbox(es) to the right of the announcement(s) you wish to delete under
the header ‘Remove?’

Step 2: Click ‘Update’ and an alert will ask if you are sure you want to delete the
announcement(s).

Subject Erorm Far Date & Rermove?

Animportant annauncement to test Sue Dixon site 28/03/2007 12:18 O
Revise

Another ifnpotant message Sue Dixon site 28/03/2007 15:02 O
Revise

Hyperink to very impartant Interact Site Sue Dixon site 280372007 15:17 O
Revise

Friday message to complete the notes Sue Dixon site 300372007 08:50 O
Revise




Step 3: Click ‘Remove’ to delete the message or ‘Cancel’ to take no action

Merging an Announcement

If you would like to view announcements from your other sites in one particular site, use the
Merge feature in Announcements.

Step 1: In the announcements tool of the particular site, click ‘Merge’

ANNOUNCEMENTS

Add Options  Permissions

ew | Al b Viewing 1 - 3 0f 3 items

Anneuncements

show 10 iterns... ¥

Step 2: Click the checkbox(es) of the site(s) you want to merge.

T ANNOUNCEMENTS 7]

Show Announcements from Another Site

Select what announcemants you want to merge into this site.

Site Show Announcements
OLE Prof Development (d]dc? b-a3b6-461e-0010-bae22b18fcd) O

Office 2007 Trial (51062a46-14ch-41¢7-00b7-1d6c31:389d) O

Step 3: Click ‘Save’ to complete the merge or ‘Cancel’ to take no action.

— Blogoger

L

The Blog is a tool which allows the creation of journals that are available on the web. How
you use the Blog depends on each user, but normally the Blog is used to contain updated
daily information that the user wants either to make available to other users in their work
group or make accessible anywhere, any time.

The blog can be used for many purposes, from a log of your daily job to general ideas that
you want to share. One of the most popular pedagogical uses is as a reflective 'learning log'.
However, the Blog is not only a chronological order of information. It is a tool that facilitates
the management of knowledge. With the Blog you can store links to other web pages, files
and pictures; it also provides a search mechanism which makes it easy to track and find any
published information.



The Blog is not just a personal blog. It is a team-oriented blog. This means that all the
information you publish to the team blog can be revised, modified and appended to by any
member of your team. All your team members can also add comments to any blog entry.

Blog Wow is the blogger included in the CSU Interact range of tools. It looks like this:

+4 BLOG WOW! L

& &dd blog entry 1157 Al the blogs | e by blog =ettings lz_,::} Permizsions

& My blog

All the blogs

Blogger Entries Last Updated
=% Sue Dixon 0 \)

o red
by TEA

Y Chat Room

The Chat Room tool allows real-time, unstructured conversations among site participants
who are signed on to the site at the same time. Instructors can create an Online Office Hours
chat room to answer student questions. Student groups can use Chat as a space to have
conversations across distances, or to catch up with conversations they may have missed.

Chat messages are saved and visible to all users so that all site participants can benefit from
conversations and questions and answers. By default, all Chat messages are shown for at
least three days. The Chat Room tool looks like this:

10



44 CHATROOM o

Options  Permissions

Currently viewing messages for 'Main Chat Room’
wiew | Date and Time “|Past 3days
All chat messages are archived and can be read by any site participant. Users in Chat

Sue Divan

Add message ] [Clear]

The Chat Room tool alerts users to the other participants who are also logged into the site
and the chat room, so that users know who is available to talk.

The Chat Room tool does not provide a way to chat privately. By default, all messages are
visible to all participants. However, you can remove read access for a particular role, and
thereby for all participants with that role, by modifying the Chat Room permissions.

Reading Chat Room messages
Step 1: Click ‘Chat Room’ in the left side menu bar

Posted messages appear in chronological order, with the most recent at the bottom.
Messages always identify the sender.

To see who is presently in the Chat Room, look under Users in Chat on the right side of the
screen.

Step 2: To see the date or time messages were posted, select the appropriate option from
the View drop-down list. Choices are:

Time Only

Date and Time

Date Only

Neither Date or Time

Step 3: To limit the list to messages to those from the past three days, click Past 3 Days. To
see all messages, click All Messages.
11



Posting a message in Chat
Step 1: Click ‘Chat Room’ in the menu bar.

Step 2: In the text box at the bottom of the window, type your message. Then click ‘Add
message’

Step 3: To discard a message that you haven't sent yet, click ‘Clear’
Once a message has been added it cannot be removed except by the site co coordinator
Deleting a Chat Room message

Step 1: Click the trash can icon next to the posting (). A warning will ask whether you are
sure you want to permanently delete the message.

44 CHAT ROOM o

Deleting chat message

||I| Are you sure you want to permanently delete this message?

Frarn: Sue Dixon
Date: Qct §, 2007
Meszage: Just a quick message to test the function

Note: The absence of the trash can icon means that you don’t have permission to delete the
message.

Creating a new chat room

You can create multiple chat rooms within a course or project site. However, only one chat
room can be displayed at a time. This feature allows you to archive old chats.

Step 1: Click ‘Chat Room’ in the menu bar.
Step 2: Click ‘Options’

Step 3: Select the ‘Add room’ option. The following screen will display and you can make
your selections from the options listed

44 CHATROOM 9

Add Room
Title Chat Rooom 2

Description Anather site to
test chat

Recent Chat Display

@ Show all messages
O Show the last |3 messages
O Show messages from the past |3 days

Allow site paricipants to change the chat display settings for their own chat window

[ Update Options I[ Cancel ]

12



Step 4: Select ‘Update Options’ and your new chat room will appear when you choose the
‘Change Rooms’ option on the main chat room screen.

Changing permissions in a Chat Room

You can change permissions for students who access a chat room. To change permissions:

Step 1: Click ‘Permissions’ at the top of the window.

Step 2: Select the appropriate checkboxes for the permissions you wish to grant.

+3 CHATROOM o

Permissions
Set permissions for Chat Room in worksite 'Docurmentation’

Role read new delete.any  delste.own  delete.channel  new.channel  revise.channel

access O O | O O
rraintain
maintain_no_siteupd

Step 3: Click ‘Save’ to make the change, or click ‘Cancel’ to return to the previous page
without making a change.

/= EASTS

EASTS is the CSU ‘Electronic Assignment Submission Tracking Software’ and is a link to
the area where students can submit their assignments electronically.

Not all subjects use EASTS.

=1 Ernail Archive

Each site has an automatically generated site email address, which you can view in the

Email Archive feature. Email sent to the site email address is copied to all site participants
and owners.

All messages sent to your site's email address are stored in the Email Archive. Each

message sent to site participants will indicate if there is an attachment, and provide a link to
access the attachment from the worksite itself.

Members of the group can choose how often they want to receive email sent to the site's
email address in the ‘Preferences’ feature in ‘My Workspace’

When you select ‘Email Archive’ from the Tools you will see the following screen. The screen
lists a number of important points. These are:

e The email address from which you are authorised to send messages to the site

13



e The email address of the site

o The messages which have been sent to the site

4 EMAIL ARCHIVE o
Options  Permiszions
Search
You are authorized to send email from: sdixon@csu.edu.au
Email sent to the following addresses will be archived and sent to participants
trainingteam@oledevel.csu.edu.au
fb14c40-6de0-45c4-00cb-4192471773ad@oledevel csu.edu.au
Viewing 1-1of 1 of
show 20 items._. hd
From Subject Date Received ¥
"Dixon, Susanne” <SDixon@csu.edu au= Test email & Nov 8, 2007 11:39 AM EST

There are a number of viewing options. These range from 5 items per page up to 200 items.
When you have selected your viewing option you can scroll through the messages using the
arrows chosen provided.

Messages can be sorted in a number of ways. The options are:
e From
e Subject
e Date Received

By clicking on each of these headings from the bar above the messages they will sort
accordingly.

From Subject Date Received ¥
“Dixon, Susanne” <SDixon@csu.edu.au= Test email & Mov 8, 2007 11:39 AM EST

A paper clip next to a message indicates that it has an attachment. Once you have opened
the message the attachment will appear as a link at the bottom of the page. Clicking on the
link will open the attachment.

When you are the site/project owner you will see that you have a couple of menu items on
the top of the ‘Group Email’ screen. These are:

¢ Options — when you select options you will see the screen below and be able to
make choices as to how you wish your ‘Group Email’ to function

14



+4 EMAIL ARCHIVE

Customize Email Archive

Mailbox settings
Accept Messages From
O Anyone
® Only site participants

Mail Address

Site Email Address |trainin92 |@0Iedevel_csu_edu_au

[ Update Options ][ Cancel ]

o Permissions — when you select ‘Permissions’ you will see the following screen and
will be able to set permissions for the email function in your site. It will look like this:

1278 EMAIL ARCHIVE

Permissions

Set permissions for Email Archive in worksite "Training 2" (9c47a5cd-cae9-4c7f-8072-029af062d492)
Role read new delete.any
ProjectAccess O O
ProjectMember O
ProjectOwner
access O O
maintain

- Farum

This is a link to the CSU forum which has been set up for your subject. A forum is a web
application for holding discussions and posting user generated content.

You can view information on Forum management from this link:

http://www.csu.edu.au/division/landt/resources/documents/forumquide03.pdf

i Modules

The Modules tool is an online lesson builder tool that allows authors to publish learning sequences
that can be created by using a built-in online editor, by linking to web pages, or by uploading
learning objects or documents of various formats. It can be used to easily publish subject content
online in web page format. A module can be thought of as the building block of your lessons. For
example, you may create a module, unit, chapter, or lecture, for each week. A large majority of
instructors organise their modules in weeks, adding lecture notes, activities, links, and resources that
relate to that week's topic as 'sections' of the week's module. This allows them to guide learners
through the sequence of content/tasks in an organized manner.

15



When you first go in to the Modules tool to add content it will look like this:

44 MODULES o

Wiew  Author  hanage Preferences

a’nuthoring options...

! ! @ [x] ©

I Titde Next S$teps StartDate EndDate

Mo modules are available for the course at this time

You will have a number of options. These are:
e Add Module
e Add Content — used to add extra content to a module already online
e Edit — used to edit content already online in the module area
o Left —alignment option for additions to modules
e Right - alignment option for additions to modules
e Delete — you can delete a title/article from the Modules area

e Make Inactive — you can make a Module Inactive and then reactivate it at any time in the
future by selecting ‘Manage’ and then ‘Restore’

To add a module:

1. Open the ‘Modules’ tool

2. Click on ‘Add Module’ E‘EME‘ Module
3. Fillin the appropriate information. This includes:
a. Module Title
b. Description/Overview or Objectives
c. Keywords
d. Start/End date
4. Click on ‘Add’
5. The next screen will show a message, 'You have successfully added:xxxxxxxxxx’

6. You then need to select ‘Add content’ to add information to your module

16



7. The next screen will start with [gAdding section. and you will be asked to add:
a. Section Title
b. Instructions
c. Modality

d. Content type — here you can choose from 4 options (see below)

Content

--Choose One -- hd
Type

Compose content with editor
Upload or link to a file

Link to new LIREL

Link to URL resource on server

8. If you choose to upload or link to a file you will see the following appear under the other

Upload a file (Select a file) c?JT?SeIeu:t

options

This is where you can search (browse) for the file

you wish to upload.

44 MODULES L

View  Author Manage Freferences

/Authoring options...
= ) i 9 8l

You have just inactivated modules: Outlook tools. To activate in the future, click on Manage =>
Restore

I Tite Next Steps StartDate EndDate

Mo modules are available for the course at this time

+ Evaluation

The Online Evaluation of subjects was trialed in Autumn semester 2005 and introduced
across the University in Spring semester 2005. The primary purpose of a system of student
subject surveys is the assurance and enhancement of quality in content and delivery.
Information arising out of this process is provided to staff members to improve the quality of
teaching and of subjects/courses in terms of their impact on matters related to student
learning. Previously, subjects at CSU were evaluated by students in a rotational cycle that
saw the mandatory evaluation of all subjects once every three years.

My Workspace

My Workspace is an individual online worksite that functions as a private workspace for each
user. When you log in, you will automatically open your My Workspace, which will display

17



the Message of the Day and My Workspace Information boxes. By default, these boxes
contain announcements and information from the system administrator.

A site owner can revise what appears in the My Workspace Information box by clicking
Options. Only a system administrator can modify the contents of the Message of the Day
box, but a site owner can click Options to customize how announcements will display in the
window.

When you open Interact it will open to your ‘My Workspace' page by default. It will look like
this:

My Workspace || Academic Liaison Discussion Group || CELT LG Test site || COM 118 | 200740 | |- More Sites - v
Home “— MESSAGE OF THE DAY o
Profile Options
Membership
Sriziis The CSU Interact Pilot Environment is a being used to conduct pilots as part of the Online Learning Environment
Resources (OLE) Programme.
Announcements
Worksite Setup In 2007 there are three closed group pilots namely the Student Waorkspace pilot, the Modules (aka Melete) pilot and

the ePortfolio pilot. If you are interested in taking part in these pilots please contact the OLE Programme Manager,

e Leo Wiggins (wiggins@csu_ edu au).

Account

Help Please report any technical difficulties to the DIT Service Desk as per normal process. When logging any issues
please be sure to note that they occurred in the CSU Interact Pilot Environment i_e. http-//interactsws csu edu.au.

Sue Dixon

MY WORKSPACE INFORMATION o

Options

Welcome to your personal workspace.

In Interact, each user has his or her own individual worksite called My Workspace. My Workspace is a place where you
can keep personal documents, create new sites, maintain a schedule, store resources, and much more.

You will see at the top of the window a list of the interact sites to which you have access. You will
see on the left the tools available in your ‘My Workspace’ area and you will see the current
‘Message of the Day’ and ‘My Workspace Information’.

The tools available on the ‘My Workspace’ page are:

e Home — shows the ‘Message of the Day’ and ‘My Workspace Information’
e Profile - you have the option to either ‘Edit ‘ or ‘Show’ your profile

+4 PROFILE

Edit my Profile | Show my Profile

Profile: Susanne Dixon
IT Training Officer

Mo Official Division of Information Technology
Photo is 512
Ayailable

sdixon@csu.edu.au
84008

e Membership — gives you a list of all the sites of which you are currently a member and also a
list of ‘Joinable Sites’, that it, sites which you are eligible to join, and a link below each to
join them

My Current Sites Joinable Sites

18



MEMBERSHIP MIMATRSHP
My Current Sites | Joinable Sites L ot Sten | Jonatie Stes

Joinable Sites
My Current Sites [ Search | [Clase
The list below includes all sites you currently belong to
Worksite £ Description show 20 tams ) E G

Academic Lizison Discussion Group This site has been setup for ADLG members to communicate and collaborate

Ui within.
CELT LG Test site Lincoln’s test site
. Werkcspaca for thass werking on th AGML Matweals rewritn
Unjain
COM 118 1 200740 Media Production & Presentation 1 LMC Test Ste
u
M Subject Outline for COM118 is still available at:

A quiter's paradine in my gwn home

e Calendar — will show your calendar for all the sites of which you are a member. You have
options to ‘Ads’, add or change ‘Fields’ and edit the ‘Permissions’ for the Calendar

44 SCHEDULE o

Add Fields Permissions
Calendar by Week
View |Calendar by Week + MNov 4, 2007 - Mov 10, 2007 EST
[ < Previous Week ] [Today ] [ Next Week = ]

e Resources - will show you’re your ‘Site Resources’ and allow you to ‘Upload-download
Multiple Resources’

e Announcements — Will allow you to view all ‘Announcements’ sent to all of the Interact sites
to which you have access

e  Worksite Setup — has options to allow you to ‘New’ (make a new site), ‘Edit’ (edit one of
your sites), or ‘Delete’ (delete a selected site)

+4 WORKSITE SETUP

New Edit Delete

View: |All My Sites v

Check box{es) to take action on a site. Click column title to sort

e Preferences — from this window you can set up your ‘Notifications’ (when and how you are
notified of uploads, announcements etc), Customise Tabs (how your sites are displayed in
your window, change the ‘Time Zone’ (for wherever you are in the world), and change the
‘Language’. You can do this by selecting the appropriate option from the selections available.
See below:

+4 PREFERENCES

Motifications  Customize Tabs Time Zone Language

e Account —shows the details of your Interact account
e Help —as it sounds. Textual help for your Interact sites

= OASIS

This is a link to the CSU online assessment tool. OASIS is a multiple choice quiz tool. It is a
user-friendly system whereby lecturers can create online multiple choice

+
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tests/quizzes/activities to enhance their subjects and courses. OASIS stands for Online
Assessment Submission Information System.

Not all subjects use online multiple choice tests. There will be a link to OASIS from your
subject site in Interact if you have chosen to prepare online assessment tasks with OASIS.
There may also be important details about OASIS assessment tasks in the assessment
section of your Subject Outline.

Here is a link to information about OASIS:

http://www.csu.edu.au/division/landt/resources/oasis.htm

2 Polls

The poll tool allows users to set up an online vote.
Creating a Poll

Step 1. Open the ‘Polls’ tool from the tool options. You will see a list of polls already
available and the opening and closing dates and results. There is also an option to remove a
poll on this screen.

Step 2: Choose ‘Add’.

Step 3: Add your question, options, dates, and other information in the resulting screen
shown below. Choose ‘Save and add options’.

44 POLLS o

Add a pell
* Question Will 'Interact’ make a student's life easier?

Additional Instructions

{if applicable) Please only choose one answer from the options

* Opening Date 9w || Oct o || 2007 v | gt |11 | |00 » || Akl »
* Closing Date HE ~ || Oct [»||2007 »| at|4 |||00 v | AM |»
Limits

*WWhat is the minimum number of Answer Options that can be selected? |1 |w

*What is the maximurm number of Answer Options that can be selected? |1 |
Results are visible:

& always

O never

O to participants who have voted
O after closing date

[ Save and add options ] [ Cancel ]

Step 4: in the ‘Add Options’ window in the ‘Answer option’ dialogue box put in the first
answer choice. Next select ‘Save and add options’ and you will be provided with another
screen the same to add the next answer choice. Continue to use the ‘Save and add options’
selection until you have added all your options, then choose ‘Save’.

20



44 POLLS o

Add Options

Cluestion: Will ‘Interact’ make a student’s life easier?

Answer option: |Yes

[ Save ] [ Save and add options l [ Cancel ]

Step 5: You will then see the final screen before your poll goes online. This is your chance
to review the changes you have made and add any other options you would like to add, for
instance:

¢ Opening and closing dates for your poll
e Minimum and maximum number of answer options which can be selected

e Whether of not you want the answers to be visible to users

4, POLLS o

Add a poll
* Question Will Interact’ make a student's life easier?

Additional Instructions

{if applicable) Please only choose one answer from the options

* Opening Date 9w || Oct | |2007 % | gt 11 » | 00 » || AWM »
* Closing Date 16 || Oct o |2007 v | gi|4 w| 00 v | AWM v
Options
Add option

Maybe Edit Delete
Don't care Edit Delete
Yes Edit Delete
Mo Edit Delete

Limits

*What is the minimurm nurmber of Answer Options that can be selected? |1+

T What is the maxirmurm number of Answer Options that can be selected? |1 %
Results are visible:

@ always

O never

O to participants wha have voted
O after closing date

Save | | Cancel

Step 6: Select ‘Save’ and your poll will be available to users. It will look like this:
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44 POLLS o

Add  Permizzions

Poll list
Cluestion Opening Closing Results  Rerove
WYill 'Interact’ make a student's life easier? 9102007 11:00 16102007 04:00  Results [
Edit
Update

Step 6: By clicking on the question the poll will appear. See below:

5 POLLS o
Vote
Will 'Interact’ make a student’s life easier?

Please only choose one answer from the options
O Maybe
O Dont care
Oes
O Mo

Step 7: Once the participants in the site have taken the poll you will be able to click on the
‘Results’ option and you will see how many have voted for which options.

| Resources

The Resources tool allows you to make many kinds of materials available online. Resources
can include word processing documents, spreadsheets, slide presentations, links to web
sites, and simple text documents that display right on the page.

In Resources, you can post up to 10 items at a time, post items outside of folders, create
folders inside other folders, and create HTML documents. You can show or hide an item at
any time, and set a start and/or end time for its availability.

Using the Permissions feature, site owners can control which types of users can read, post,
revise, and/or delete files in specific folders. Site owners and instructors can make a
resource available to anyone by choosing to post it with the "public view" setting checked.

When you first open your ‘Resources’ tool it will look like this:

+4 RESOURCES o
Upload-Dowenlosd Multiple Resources | Permizsions | Options

Site Resources |

Location: L] Documentation Resources

4+
o}

itle & Access Created By Modified Size

|| Documentation Resources - Add

¥ Actions

¥ _Show other sites
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Adding information to Resources
1. From the window shown above select ‘Add’
2. You have five choices. These are:
a. Upload Files
b. Create Folders
c. Add Web Links (URL'’S)
d. Create HTM: Page
e. Create Text Document

3. When you have chosen the type of information you would like to upload to
‘Resources’ the appropriate window will display and you will be able to fill in the
information required.

NB. You can create ‘folders’ within your ‘Resources’ to keep like documents and
information together

When you have added information to your ‘Resources’ it will display in the window as
below

44 RESOURCES L

Site Resources | WPiDad-Dovnload Multiple Resources | Options

Location: L1 My Workspace

$ [ Title & Access  Created By Modified ire
] My Workspace * Add 7 Actions

O & Department of + | Actiong Entire Sue Dixon  12A10/2007 115

Defence2. ppt site 0344 KB

¥ Show other sites

To view an item from ‘Resources’ simply click on the red heading and it will open.
Alternatively, select the folder in the ‘Resources’ window to view which items are held within
the folder. You can then select the heading and open the document.

o Mews

This tool allows you to subscribe to online newsgroups and have them available at your
fingertips any time you need to refer to them.

There are many newsgroups online and you can find them by using any search engine.
To add a News Group to your toolbar you need to:

e Click on the ‘Site info’ tool in the toolbar
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e Select ‘Edit tools’

e Select (put a tick in) ‘News’

e Select ‘Continue’ from the bottom of the screen

e Enter the Name of your News Feed in the ‘Title’ dialogue box
e Putin the URL of the News feed in the ‘URL’ dialogue box

o Select how many more News Tools (if any) you would like to add from the ‘More
News tools’ box

e Click on ‘Continue’
e Click on ‘Finish’ from the bottom of the next screen and it is done
Your news feeds will all show up together in your tool bar and will look like this:

[ ABC news
[ moogle news

schedule

Schedule allows instructors or site organizers to post items in a calendar format. The
calendar has day, week, month, year, and flat list views. All Schedules on worksites you
have access to are merged in your My Workspace Schedule. In a worksite, you can also
selectively merge Schedules from other worksites you have access to using the Merge
feature. You can print an Adobe PDF file of any view of a Schedule by clicking the "Print
PDF" button while in the desired view.

Many instructors use Schedule to post readings for each class on the day they are due to be
read.

Research, group, and department projects often use Schedule to post group deadlines.
How to use it

It works very much like an email calendar and has boxes into which you enter data relevant
to an event.
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+4 SCHEDULE o

Add Fields Permissions

Calendar by Week

View | Calendar by Week v Qct¥, 2007 - Oct 13, 2007 EST
< Previous Week ] [Tnday I [ Mext Week =

Frintahle “ersion

Earlier

Sun 7 Maon & Tue 8 Wiied 10 Thu 11 Fri12 Sat 13

3 AM

9 AM

10 Ak

You will see this Legend at the bottom of the ‘Schedule’ window:

Legend
@ Academic Calendar & Activity @ Cancellation
# Class section - Discussion & Class section - 41 Class section -
Lab Lecture
B Class section - Tutorial W Class session 8 Computer Session
¥ Deadline € Exam © Meeting
& Multidisciplinary @ OQuiz W Special event
Conference
B WWeh Aszsignment

Step 1: Select ‘ADD’ from the options at the top right of the screen and a window will appear
in which you can choose the date and time you would like the event to occur.

Step 2: Add the information about the event into all the appropriate areas of the ‘New Event’
window and the select ‘Save Event'.

Your event will then appear in the Schedule for your subject site

You can add multiple occurrences for your appointment or have an appointment running
over a couple of days. To do this you select ‘Frequency’ from the bottom of the ‘New Event’
window under the text box.

@ Site Info

The Site Info tool provides information about the worksite that you own or have ‘maintain’
rights for. If you have a role that allows it, you can use this tool to make changes to
information about the site, tools available in the site, and access to the site. You can also
publish the site using the Site Info tool.

When you select the ‘Site Info’ tool in your Interact site you will see the following screen:
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44 SITEINFO

Edit Site Information Edit Toole Manage Groups MWanage Access Add Participants  Duplicate Site  Import from Site  Import from File  Page Order

Training Team

Site Description: To work on Office 2007 resources and discuss and add tips and tricks for the Roll Out in July
Site Contact and email: Mary Williams/Sue Dixon/Richard Brimson, trainingteam@interact.csu.edu.au

Available to: Site can be joined by anyone with authorization to login

Included on public sites list: Yes

Creation Date: May 29, 2007 2:34 pm

lcon URL:

Training Team Participant List (# 3)

The top section of this screen gives you the option to make changes to your site. The areas
of interest on this bar are:

Edit site Information — You can edit the Title of the site, the description, Contact
name and Email address

Edit Tools — you can choose to add or remove tools on your site by placing a tick in
the box next to their listing

Manage Groups — you can sort your site participants into groups. This is where you
make and edit the groups. You start the process by selecting the ‘New’ icon on the
top of the ‘Manage Groups’ window

Manage Access — an area to change the permissions for those who are authorised to
access your site

Add participants — you can add new participants to your site, allocate their permission
level and email them to inform them that they have been added to your site

Duplicate Site — you can make a copy of your site to use as a basis for another site

Import from Site — you can import material from another site of which you are a
‘project owner’. The sites available for you to import from will be listed here

Import from File -

Page Order — changes the order of how the tools appear on the toolbar of your site

These options can be access by selecting the link from the top of the screen.

|

Search

Search allows you to search content created by tools within a worksite or course. It achieves
this by creating an index of all content that other tools make available to the search tool. This
index is updated automatically, so as content is added to the worksite or course, it will be
indexed.

For example, if the worksite or course has an email list, as emails are posted to the list, the
content of those emails will be indexed and become searchable in the search tool.
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How to search:
Step 1: Select the ‘Search’ tool from the tools list

Step 2: Type your search keyword/s in the ‘Search’ box

44 SEARCH

Search

Step 3: Click ‘Go’ and your results will show

45 SEARCH

Search |test

Results Tays

Chat: Message From Sue Dison
Message Headers From Sue Dixon Message Body This is test ane for the chat raorm

7282-410b-0000-4098b2 e 171 b3

Chat: Message From Sue Dixon
MWessage Headers From Sue Dixon Message Body this is test 2 for the chat room

Found 1 to 3 of 3 docurments (0 seconds)

hitp:/eimstest dt. csum ain.csu. edu. aufa coess/ch atimsg/D4962 a6 56-6430-4b07-802 o a6 1 abS3bd 1 cerd1 Ze afeD-0830-42 17-806-ofd bEZ68E24 60260 20-

dt.csumain.csu.edu., 4bO7-2020-a81 abS2bd1 0-0830-4217 8061

22614600 00cb- 2737320561

Chat: Message From Sue Dixon

Message Headers From Sue Dixon Message Body Tis is test 3 for the chat room
dt.cumain ez, edu. timsg/ade:

253047 bb- B0 1F-bd a5 4astab 1

435-4b87-502 - 351 ab53b 41 cerd Je afe0-9530-4217- 8061 -ofd bIIFEE2A0i2TE 31+

e Wik

A Wiki is a tool for people with no technical knowledge to change and create web pages.
Wiki was designed specifically for researchers and lecturers to collaborate on documents,

share information and create teaching materials.

Viewing a Wiki

1. Select the ‘Wiki’ tool from the menu on the left of the screen

2. The 'Wiki’ page will open with the headings of all the ‘Wiki" documents showing. It

looks like this:

3. There are a number of options listed on the top left of the screen. These are:

45 WIKI

[ZH Home  [E5] wiews [ GEdit @nfo () History [oglwiatch —

o

2 8

a. Home — takes you back to the front page of the Wiki from wherever you are

within it

b. View — shows you the Wiki headings

c. Edit - allows you to edit the Wiki page you are looking at

d. Info — gives you information about the permissions for that page and other

technical data
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e. History — provides information about the data on the page
f.  Watch — will keep track of all additions to the Wiki and send you a notification

To read the information you are interested in simply click on it's heading within the
Wiki

That Wiki will open for you to read

When you have finished viewing the information, by clicking on the ‘Home’ button,
you will be taken back to the ‘Home’ page of the Wiki.

Adding items to a Wiki

1.

2.

6.

You need to be the owner of a site to add a Wiki to it.

When you make your first Wiki you will select ‘Wiki’ from the left hand menu and then
select ‘Edit’ from the resulting screen

The ‘New Content’ box will appear and you can make your Wiki from this screen.

You need to type your text and then it can be formatted using the tools provided on
the page. See below:

Edit Preview

B B I x* X, |Headings. v| 5 [& =

Highlight the text you wish to format and choose the options from those above. The
options available are:

a. Save — Save what you have edited
b. Bold — will format selected text bold

c. ltalics — will format selected text italic

d Superscript __ Text will appear on the upper part of the line in smaller letters

€. SUbSCprt — text will appear on the lower part of the line in smaller letters

f. Headings — choices 1 — 6 (different sizes)

g. Tables —insert a table

h. Link — link to a web page, other part of the document, or email
i. Image —insert an image

Choose ‘Save’ and your Wiki will appear formatted to reflect your choices

Making changes to your Wiki

1.

You need to be the owner of the Wiki to make changes to it
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2. Open the Wiki
3. Select ‘Edit’ and the Wiki will open in it's ‘edit’ form

4. Make any changes you would like to make

5. Select ‘Save’ and the Wiki will open with the changes showing

6. By selecting ‘History’ from the menu you will be able to see what changes have been

made as well as when they were made. It is a log of the changes.

Adding additional pages to your Wiki

To create a new page, create a link to it from an existing page. For example, if you do not
already have a page called 'page 2', typing '[page 2]' will create a new, empty page called

'‘page 2.
Follow these steps:

1. Go to the current first page of your Wiki
2. Select ‘Edit’
3

At the bottom of the document insert the name of your new page in square brackets
(making sure you do not use any special characters such as a colon in the title) and

then click on ‘Save’

4. The title of your new page will appear on the Wiki ‘Home’ page and by selecting the
new heading you will be taken to a screen where you can select ‘Edit’ and then input
whatever you would like to appear on the new page. When you have finished you
select ‘Save’ and your new page will appear when you select the link from the Wiki

home page.

45 WIKI

- s = =0
[E]Home  [ZF]view [ JEdit @ nfo () History Ceglwiatch —

Home

INFORMATION ABOUT USING INTERACT FOR ACADEMIC STAFF

o

| arn going to enter information and make a couple of pages to see how it looks
Further infarmation on how to inpot data into a Wiki

Another page to show how to add pages

Home last madified by Sus Dixen on Thu, 14 Oct 2007 14:44:22 +1000
Comrment

THIS 1S AN AREA TO TEST HOW TO PUT UP INFORMATION ON THE WIKI.

lesl Yeh Content

The Web Content tool allows site owners to choose external websites to display within their

worksite.
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You can specify the URL for any website, and a brief descriptive title. A link will appear in the
menu bar with the title you've chosen; when you click the link, the website will open within
your worksite. You may add multiple Web Content links to your menu bar.

To set up your web content, select ‘Web Content’ from the ‘Tools’ list. The following window
will appear. Select ‘Options’ to continue.

WEB CONTENT L2

Options

Web Content Setup
Usze this tool to paint to & web page of your choice.
Click the Options button, and enter the web page address in the URL fisld.

For exarmple, to make this tool display the Google search page, you would enter www google.corn in the URL field
on the Options form.

On the next

screen fill in the Dialogue boxes with the information you would like to appear.
The title you would like to appear on the window when the website opens
The title of the web page
How big you would like the frame to be when the page opens
The address of the web page you would like to appear

If you would like the page to open in a new window or replace the one you are
presently viewing

Once you have entered all the information required (as below) choose ‘Update Options’.

WEB CONTENT

Customize Web Content

* Tool Title [Weather |
* Page Title | Bureau of Metearalogy |
Frame Height GO0 pixels v
LURL | http: ey barm. gav. au

Update Options H Cancel ]

Your web page will now appear in the list of tools and will open when you click on its link
in ‘Tools’. It will have a heading at the top to reflect the ‘Tool Title’ you chose when you

set it up.
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¥ Haome WEATHER
e

o=, Schedule

“ Announcements

Options

Ll Resources

'”? Chat Room Eswe!  Australian Government

[ SR Bureau of Meteorology

(5] Ernail Archive Global | Australig|

‘Weather &Warnings | Hydralogy | Climate | Mumerical Prediction | About

—P< IE}, Bureau of Metearology
& Site o P All Services

= DBlog Wow! Product types and &WARNINGS CURRENT:

= Folls acCess.
P Weather Services NSWIACT HNT 54 TAS Wi Wa

4 Search . : X - = =
orecasts, warnings

& Help and latestweather Forecast for -EhUTSday

observations. Sydney 267 Fine.
Sue Dixon Mumerical Weather Melbourne 21° Drizzle later

Fdlilar Brisbane 29° Showers,
P Climate Services thunderstarms
Climate data, prediction,| Perth 21° Fine, sunny.
analysis and . .
Information praducts Adelaide 18 Flewnshnwers,

If you wish to make any changes to this page you simply click on the ‘Options’ link on the
right left of the window and you will be taken back to the ‘Customize Web Content’
screen above.

&= Help

You can navigate to any Help article by clicking on the title of a collection name in the
contents pane on the left to expand the collection, and then clicking on the article title.

Functions

Site Management

Academic staff will have a certain amount of freedom as to how they manage their sites.

Permissions and Roles

When you create a course or project worksite, you choose which tools (e.g., discussion,
schedule, resources, etc.) you want the worksite to have. For each of these tools, you can
set permissions that allow or prevent users from seeing or performing certain tasks
depending on a user's "role." In Interact, the various roles are given default permissions, but
worksite owners can change these as desired for their site.

The 4 roles are:
e Subject coordinator

e Other staff
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« Student (maybe another student role — see Lauren)(not finalised until 7" Nov if there
will be another role or not)

e Read-only

A description of these roles will be displayed under the participant list on the main site info
screen.

"Permissions” is not a button in the menu bar -- it is accessed via a button that appears
when you open a tool in a project or course worksite. To view the default permission settings
for a tool, click the Permissions button from the top menu bar in the tool's first page. Do not
under any circumstances change permissions for any users, their permission levels
are set when their role is defined and set.

Cfss mm

Ree |l
A rduhrly Commonnity
My Workspace | test5

Homs *7  ANNOUNCEMENTS L
Syllabus
Add Merge Opions Permissions

Announcements
Chat Room JE—
Wik View (Al ¥
Email Archive
\Web Content There are currently no announcements at this location
Site Infa
Agora
Blaoger
Messages
e

Adding a Guest User to your Interact Site

Getting a CSU login

To gain access to an Interact site a participant needs to be added. To be added to a site a
participant needs to have a CSU username and password. If you need to add a participant
then you will have to go to the CSU webpage and request a ‘Temporary Login’ for the
person in question.

Follow these instructions to do this:
1. Log on to my.csu using your username and password

2. From the ‘IT Services’ menu on the ‘Quick Links’ choose the option ‘Temporary
Access request’. You will see the following screen:
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= CHARLES STURT  CSU DIVISION OF
&/ UNTvERSTTY INFORMATION TECHNOLOGY

DIT HOMEPAGE ABOUT US IT SERVICE DESK

Service Desk Request Form

DIT Feedback Form Temporary Access Administration
CSU IT lssues Forum

Service Standards " g
As the requester/supervisor of an account, you are obliged to ensure that:
Frequently Asked Questions

Help Guides + Generic accounts (except for conference logins) are NOT permitted

« The information entered is as accurate as possible

« Your request does not breach the Policy for the use of University Computing and Communication Facilities
+ Ifthe login is no longer required, you MUST disable it, via the Temporary Access Admin Menu.

Enter New Temporary Access Account (including conference account)
View/Renew/Terminate Accounts | supenise

CSUHome Pageinfo. Legal Search T Service Desk

©2007 Charles Sturt University CRICOS 00005F

3. From this screen select the option ‘Enter New Temporary Access Account’

4. The next screen will ask you to enter some information regarding the details of the
person for whom the account is being set up. When you have entered the required
information choose the option ‘Next’ at the bottom of the screen.

5. On the next screen you will see a drop down menu ‘Type of access’ and from this
menu you need to choose ‘Interact Guest Account’ from the list of options.

Type of access Interact Guest Account
Temporary Staff

Services that will be available Temporary Student

Desktop Login z Contractor Visitor

MY_.CSU 2 Other Type of Access
Interact 2 InteractGuestAccuunt

I < Back ] [ Cancel ] [ Next>]

6. You will also need to enter a termination date on this screen. That is, a date when the
access to this site will cease. You can only enable an account for a maximum period
of 6 months.

7. The next screen will show you the details of the account you are setting up and ask
you to ‘Create Account’.

8. Once you have done this the next screen will confirm that the account has been set
up and you will receive a confirmation email. This email will include the login which
has been assigned to the participant and all the details of their account. They will
receive an email with their password and account details as well.

Adding them to the site
To add new participants to the site you need to follow these steps.
1. Go into the site and select ‘Site Info’

2. Select ‘Add participants’ from the top right of the window
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3. Enter the username of those participants you wish to add. See below:

T SITEINFO

Enter the participants below that you would like to add to your site. You may enter more than one name in each
text area below by putting each one on a separate line (no commas)

Username(s)

Multiple usernames are allowed by placing each on its own line (Press Return or Enter on your keyboard
between each entry)

4. Next you need to either assign them the same role or assign each participant a role
individually from the option on the bottom of the ‘Add participants’ window. See
below:

Participant Roles

(%) Assign all participants to the same role

(O Assign each participant a role individually

[ Continue ”Back H Cancel ]

5. Choose ‘Continue’ and you can assign a permission level for the participant from the
drop down list.

6. Choose ‘Continue’ again and you can choose whether or not you would like an email
sent informing the participant of their addition to the site. You will then receive a
confirmation that you have successfully added the participant to your site and which
role they have been assigned.

7. Choose ‘Finish’.
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