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 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 log on to CSU Interact it will open to your ‘My Workspace’ page by default.
It will look similar to this:
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Welcome to your personal workspace.

In Interact, each user has his or her own individual worksite called My Workspace. My Warkspace 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 CSU Interact sites to which you
belong. 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:
Home — shows the ‘Message of the Day’ and ‘My Workspace Information’

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

MTIMT RSIIF Ll Ll
¥y CArTes £AER | niaohis Sann ot | Mtie e
Joinable Sites
Wy Current Sites Saarch | [ G
The 3" he ra anludes all aites o el be man o
Wromite & T=acript o show 20 tams LARNE
T e iy e selup e AULG venLees L corenuae caie @0l colleborale \ " Descisition
wlwn :
ACCER
GHL1E e sl el Ll s :
- AGUC Riarts Wricapisen for thase workng on tha AGMC Mateealy rwrts
g
Ok 448 200740 Wiz Zoodon s & Przcalal e 4 Anne's San LMC Test Sitn
Jnic - i, I y >
4 Eompeel Sathne e CORMIE s ave solzal.
Aone's 5 A quiltes paadise in my Gun

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

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

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

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)
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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:
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Account — shows the details of your CSU Interact account

Help — textual help for CSU Interact tools.



