Working with Wikispaces

Create an Account

1. Go to http://www.wikispaces.com/
2. Click in the Get Started box on the top right of the page.

Wikispaces Features  Pricing  Tours  Private Label (NN

Already a member?, n.
Wikis for Everyone Cat Sta/

Our full-featured wikis offer unlimited usage and our stellar visual

editor. Check out our plans and pricing, and see why our customers call
us the best wiki out there.

Now hosting over 2,500,000 members and 1,000,000 wikis!

Emall
for K-12 education. Learn more
ay. Get Started

We have gi
and create your ow

od.

3. Enter a username. Your username will be visible to the students. | use Mr_Sengia for
mine.

Create a password.

Enter your school email address. This is needed in case you forget your password.

Click Get Started.

You should see this screen when your account is made:

Click on the link Dashboard. Wikispaces P —

NG

IR Create a New Wiki

Welcomego Wikispaces

@ Please Confirm Your Email Adtha

W just sent you an email at bill@fake.com Teggs click on the link in this message ta confirm your smail address. ff you have been invited to a
wiki by email, you must confirm your address to acoBpR{ge imitation

Please check your ‘Spam’ folder, as our confirmation messages Swagtimes end up there. If after a few minutes you don't see our email in your inbox,

drop us a note at help@wikispaces com and well help confim your add

Your New Account

We have created your account on Wikispaces. You are logged in and ready to gol Create a wiki below, or go on to yourdashboard

We will create a Create a New Wiki
wiki later. Click Wik Name

on the dashboard Wiki Permissions
link for now.



http://www.wikispaces.com/

Anatomy of a Wikispace Page

A wiki is made up of pages with several tabs at the top. These tabs are what you click on to do
some different functions.

View who has

- - made changes,
Discussion compare and/or
Delete pages, board for this restore previous Add or modify
lock pages, print page versions of page content to page

Mr_sengia - % * My Aceot - Help - Sign Out -

sgtechplace

ks h()me PAGE - DISCUSSION  HISTORY  NOTIFY ME EDIT

a New Page
Sg Tech Place ' Recent Changes
¢ Manage Wiki
Links for some of our summer workshops this year. rSEa,ch >

Working with Wikispaces workshop

Can sign up for email
notifications of edits or
discussion postings to the wiki

Page

| PAGE - | DISCUS

print
what links here?
rename

delete

-

redirect

view source
lock

page permissions

Discussion
Every page has its own discussion forum. This can be used for students to give feedback
to each other or to debate / discuss views.
Mr_Sengia - % - [ My Account - Help - Sign Out-

ﬁsierraHiggins_ebction page ~ | discussion (6) I_ history | natify me

Keywords | Filter |

Subject Author Replies Views Last Message
[y Thoughts = L. 0 0 MNov 5, 2008 1:46 pm by (= L.
Education (disagree = H |d|ng lai 0 0 MNov 5, 2008 1:28 pm by |2 H Idlng bl
Education B Student li 0 1 MNov 3. 2008 1:48 pm by [= Student hi
For whom would you vote? = 0 0 MNov 3, 2008 1:37 pm by [=
Great thoughts =| Names 0 1 Oct 31, 2008 1:59 pm by |4 names
Irag = 0 0 QOct 31, 2008 1:54 pm by |2
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Post Message

Subject I

Message




History

This tab allows you to view all of the edits done on a page. You can also compare what one
version looks like compared to another, and can restore a previous version. This is handy in case
a student “accidentally” messes up somebody else’s page.

“ .
iﬁf -Jhome page «= discussion (76) history notify me
Date Compare Author
Dec 9. 2008 11:02 am select . . .
A Click on the date to view version.
S008 1095 Can then choose to revert to this

Dec 9. 2008 10-25 am select A
Dec 9 2008 10-02 am select Version.
Dec 2 2003 11:55 am select B vr_sengia
Mov 21. 2008 11:26 am select = Mr_Ehrhart
Mov 21, 2008 11:14 am select = Mr_Ehrhart
Mov 20, 2008 835 am select = Mr_Ehrhart
Mov 20, 2008 834 am select = Mr_Ehrhart
Mov 20. 2008 8:26 am select = Mr_Ehrhart

Notify Me

Be careful of using this one. If you have your class working on a wikispaces assignment, you
will be bombarded with email.

Edit

Clicking this tab allows you to add and modify content. It makes the page “workable”. Detailed
instructions on editing are on the proceeding pages.



Editing Text

1. Go to the page you want to make changes on.

2. At the top of the page click on Edit This Page. ( the Edit this Page button might be on

the left or right side )

edit navigation

> The E-15 Annex

Mr_Sengia-p. 'wg M TRECTRETTINIE 3 . ikispaces

* JordanStine discussion | history | notify me

(@ This page doesn't exist yet. You can create it by clicking the edit button.

& Edit This Page

Welcome to the The E-15 Annex wiki

all the wonders of our CA class, magically transmitted to the screen in front of you

Getting Started

To get started, click on the edit link above to add content to this page. You and other contributors can alse comment on pages using

the discussion link at the top of every page. If you are the wiki organizer, you may change your wiki's settings, look and feel,
permissions, or members.

Need Help?

For more information on how to use Wikispaces, see our help section.

3. Enter text onto the page. ( Type in directly or paste in from a Word document.
Wikispaces does not have spell check )

4. Highlight text and click on the editor for different formatting ( bold, color, size ).

Bold, italics, underline

Font, size, color, center

N

{ B I U

Editor

[Normal [ EEE & HEBOS Text Editor |

5. Click on Save to keep what you have done.

(do not click Save Draft)

6. Make sure to Save your page every 5 minutes or so. That way if the internet connection

goes down you will not lose a lot of work.

7. Do not overdo it with color! People have to be able to read your page.

8. Do not try to Center items too much. Try to keep things on the left margin.



Inserting Images

Find an image you want to use online.

Right click on the image.

Select Save Picture As...

Change the file name of the image. Give the image a name followed by your last name.
Example : Darwin_Ehrhart

Filz name: IDarwin_Ehrhart j Save

Sawve as type: I._IF'EG [".ipal j Cancel
5. Click Save.

6. At the top of your wiki page click on Edit This Page.
7. Click on the Insert Images and Files Icon.

el N =

Editor
B I UTD [Nomal BlecE % B@0 s Text Editor | Preview | Save |Cance|

8. Double check to see if the image you want has already been uploaded by somebody else.
If it is already there, double click it and skip to # 13.

9. Click on the tab Upload files and click on the Browse button next to Upload

/ Images & Files / (2
m Upload Files External mage

Locate your image, click "Upload", thep#ouble click the image to insert it into the
page.

I Browse... I Uploadl

10.  Select the image you want to insert and double click on it.
11.  Click on Upload.
12. Double click the thumbnail of the image to insert it.

| Images & Files / X

Locate your image, click "Upl

" then double click the image to insert it into the

" Browse. | Upload |

ddddddddd

13.  The image will appear on your wiki page with an image properties window.

Image Properties ) . . . .
Center, left, or right justify image

alignrment: W g J y g
H Lirk: More

Add Link - -
7 see: B H original Identify the website that you saved the
& caption: | — image from, along with a caption for

.Removelmage your piCture

14.  To resize the image, click on the image and click and drag on one of the corner boxes.
15.  Click Save to save your page. ( You will not see your caption until you save the page )



Upload Files

1. Atthe top of your wiki page click on Edit This Page.
2. Click on the Insert Images and Files Icon.

Editor

B 7 UTD [Normal HEEE %% =Rzl Text Editor | Preview | Save |Can|:el

3. Click on the tab Upload files and click on the Browse button next to Upload

/ “
[ images &Files yd

m Upload Files External :mage

Locate your image, click "Upload", thepouble click the image to insert it into the
page.

I Browse... I Uplﬂadl

x

10.  Select the file you want to upload and double click on it.
11.  Click on Upload.
12. Double click the thumbnail of the file to insert it.

Creating Ycreating New Pages.pdf

13.  Click Save to save your page.



Creating New Pages

1. At the top of your page click on Edit This Page.
2. Type in the name for the new page.
3. Highlight the name of the new page.
4. Click on the Insert Link icon from the editor ( looks like a chain).
Editor
B I UD INDrmaI j S5 (%Y n B & Text Editor | Preview | Save |M

5. Click on Wiki Link . (will already be selected for you )

/ Insert Link 3]

Wiki Link External Link
Link Text I\/a:aliun_assignmem

Wiki [sgtechplace
Page Name I\/acation_assignmem By

Choaose an existing page

Link to anchor? Add Link | Cancel

/

6. Click Add Link .

7. Click Save to save your page.



Inserting Links

Go to the webpage you want to link to and copy the URL ( right click = copy )
Go to wikispaces. At the top of your page click on Edit This Page.

Type in the name for the link ( this does not have to be the URL !)

Highlight the name of the link with the mouse.

Click on the Insert Link icon from the editor ( looks like a chain ).

\ Editar

B I UDB INDrma| -l | =5E % @y =] ﬁ ) & Text Editor | Preaview | Save |Cance|

ko E

6. Click on External Link .

| Insert Link [

Link Text |
Wiki Iehrharﬂ-Q

Page Name | =

Link to anchor?

Add Link | cancel

7. Paste in the URL for your link in the box for address.

8. Enter in the label for the link to appear on your page in the box Link Text.

; Insert Link X
External Link Label for link
1 Link Text | g
Address |hnp;;,r j|| F
Paste URL here
Add Link |M

~

9. Click Add Link .

10. Click Save to save your page. Test out your link after saving. ( the link will not work
until you have saved your page )



Management and Organization

After you have created your own wiki, several management options will be available to you. To
reach these options you will click on Manage wiki located on the side of your page.

Mr_Sengia - * - B8 - My Account - Help - Sign Out

sgtechplace
bk h()me PAGE ~ DISCUSSION  HISTORY  NOTIFY ME EDIT It may be
- on the left
ew Fage -
$g Tech Place e crrg_ | OF right
) _ ¢ Manage Wiki side
Links for some of our summer workshops this year. W &> .
Working with Wikispaces workshop
Home
discussion
Editing Help.
Microsoft Office 2007
Wikispaces_workshop
edit navigation
The manage wiki screen will give you the following options:
About
Created Feb 19, 2009 by Bl Mr_Sengia
Organizers B IMr_Sengia
Members = mr_hill1 .
License Creative Commaons Attribution Share-Alike 3.0 License Vlev_v dOCU n_]ent
Subscription This wiki is currently on our Plus plan. Upgrade Here and Image flles
Delete pages, uplqaded to your
view number of E— wiki Add student
dits, lock pages | T—a = Sucen
EqIts, pag El | 3 users without an
Pages Files Templates Tags Content Manager ema" account
People
View members, g @ )
Change I’OleS, //'Memhers Permissions Invite Peaple User Creator
delete members )
Settings
; P o J—
N $ @ )
Ad] ust theme /fgk and Feel Subscription Domain Name Wiki Info Delete Wiki
hange name of
and colors of T Tool C_a_ ge name o
bages ools wiki, set only one
o discussion for
) | Q entire wiki
Matifications /ﬁ\ Statistics Space Usage Badges Web Folders
(WebDAV)
View what /
members have
been doing




Roles and Permissions

Wikispaces allows you to assign different roles to each user. It also allows you to
determine what each role is able to do.

Organizer: an organizer can do anything on a wiki such as edit pages, ost to discussions,
add users, delete users, assign roles, and view wiki statistics such as edits done by
members. If you create a wiki, you will be set as the organizer.

Member: a member will be able to edit pages and post to discussions.

Guest: someone who is not a member of the wiki. Guests can be excluded, allowed to
view, or they can be allowed to do everything that members can do.

Setting Permissions

1. To set permissions for your wikispace, click on Manage Wiki.

2. Click on Permissions.

About
Created Feb 19, 2009 by Bl Mr_Sengia
Organizers B vir_sengia

Tags Content Manager

3. Decide on the choices shown:
Wiki Permissions

Choose if you want parents to be -
Level Description

able to view and contribute from \
. Everyone, including anonymous visitors, can view and edit
a web link. © Public pages

I~ Allow message posts from non-members
Choose if you want pareﬂtS to be Everyone can view pages, but only members of this
able to view from a web link. P Protected  wiki can edit pages.

[~ Allow message posts from non-members.

» Private Only members of this wiki can view and edit pages

Most secure choice, requires a
password to see or edit. Most
appropriate if students are
contributing to the wiki.

Define custom permissions
Y Custom Part of our Super plan, upgrade today starting at 520

per month! s

Update

4. Click Update when you have chosen.
5. You can always change the permissions. They are not permanent, you can change
them when you want to.
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Wiki Statistics

The statistics allow you to quickly see the number of edits done by each wiki member
and the number of discussion postings they have done.

Mr_Sengia - @ - [=1- My Account - Help - Sign Out -| W wikispaces

Usage Statistics  oveniew | pages | members

Back to Manage Wiki

I October 'I Set Dates |

Member Name ~ Edits M g
o 2 a Can view all
=| Hidin
g j Te— messages posted to
student E z ) .
= 1 1 discussion boards
=| names 5 : ) . g
: B in entire wiki
= 4 5
&= 2 3 _ -

Message History for =| ST

A IJ ligj writes: My Thoughts

0 | agree with you and Barack Obama. | feel that John McCain is very hypocritical
Posted Oct 31, 2008 2:15 pm

W In| Eﬂjwrites: My thoughts

— | feel that global warming is a major issue. | do not really understand the statement you made about global warming. | do
not agree with you on the War in Irag and the jobs and economy.
i feel that it is hypocritical for John McCain to want to cut back on wasteful government spending when the war costs over
nine hillion dallars per month
Posted Oct 31, 2008 2:12 pm

% In writes: My Thoughts

S | do not agree with you on the war in Irag. | feel that they should start to withdraw troops as soon as possible. | also believe
that its weird how you agreed with McCain on jobs and economy because he wants
"cut back on wasteful government spending” when he wants to continue
the war even though it costs the United States Government over $9.000,000,000.00 (thats nine billion dollars) per month
To me thats wasteful government spending
Posted Oct 31, 200

A In kg_l writes: My Thoughts

— | do not agree with you on the war in Irag. | feel we should have started withdrawing troops last year.| also feel you are
slighty hypocritical because you agreed with John McCain on jobs and the economy because he wanted to cut back on

wasteful government spending. when the war in Irag to me is wasteful government spending
concitering the fact its costing the United States Government over $9,000,000.000.00 (thats nine billion dollarsftoo much to
spend on a war}) each month

Posted Oct 31, 21 :52 pm

This is a convenient way to evaluate discussions. You can also quickly see if students met
the minimum requirements you had set for a discussion.
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Internal email

One of the potential pitfalls of wikispaces, every user is given an internal email address within
wikispaces. There is no way to deactivate this feature, unless we would purchase their private
label option. ( maybe in the future, but not next year ) Here is what the email screen looks like:

Mr_Sengia - - B - My Account - Help EwgnOu('

Wikispaces
B Create a New Wiki _

2 mails deleted.

My Account dashboard mail settings
IHbOX Go to: Inbox Storage Sent
There are no mails in this mailbox
New Mail
Subject |
To
| Add all members of.. j

Message Body

It is probably best for you to state your policy on the internal mail before your students start
working on wikispaces. Most students will discover this feature on their own within 10 minutes
even if you don’t mention it.

Organizational Tips

1. Lock pages that you do not want students to be able to change. Sometimes students will
accidentally work on the wrong page.

2. Have a plan for how students will work. Define specific pages for them to work on or
have a system in place so that only one student is editing a single page at a time. ( one
teacher uses different stuffed animals. If a student has the animal, they can edit that
particular page.)

3. Encourage students to type content in Microsoft Word and then paste into the wikispace.
This allows them to save their work and use spell check.

a. Word Art will not work
b. Centering does not always work well. Try to keep everything left justified.

4. If you are using the discussion tab, give your students clear expectations for the
discussion area. Let them know how formal their writing should be and how they will be
evaluated for the discussion. If you don’t, you can expect to see a lot of LOL and IDK

popping up.
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