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Setting Up a Collaborative Editing Web Site 

In three modules—Making Connections, Assessing Student Projects, and Showcasing Unit Portfolios—participants will edit a Web-based spreadsheet and a Web-based document to gain experience in working with an online collaborative resource. You will need to have a collaborative Web site set up and collaborators identified before conducting the activities with your participants. Use the following instructions to set up your online workspace.

Creating a Web-Based Spreadsheet
Set up two different spreadsheets for the two activities your participants will use during their training.

For Module 3: Making Connections

1. Review and choose a collaborative Web site from the Online Collaborative Editing list. Be sure to select a Web site that supports the creation of both spreadsheets and documents.
2. Create a new spreadsheet—either directly in the online environment or by first creating it in your spreadsheet software and then uploading it to the online collaborative site.

3. Enter a title for the spreadsheet, such as Online Collaborative Sites.

4. Enter the following titles into the cells of the first row of the spreadsheet:

	Name 
	Subject Area 
	Grade Level 
	Unit Title/Topic 
	Essential Question 
	Unit Questions 
	Content Questions (up to 2) 
	Questions/ Comments


Note: On some collaborative Web sites, you access or insert special elements, such as tables, from a separate tab or link on the main editing window.
5. Resize columns as needed.

6. If you would like to group participants by their grade level, create separate sheets for each grade level:

a. Rename the first sheet Elementary.

b. Create a new sheet and name it, Middle School.

c. Create a new sheet and name it, High School.

d. Copy the top row that contains the titles and paste it into the top row of the other two sheets.

e. Resize columns as needed.

f. At the beginning of the activity, have participants identify their grade level. Assign a specific sheet and row to each participant. This will reduce the possibility of participants overwriting content when they edit the worksheet simultaneously.
7. If you are not planning to create separate sheets for each grade level, you may want to enter the names of all your participants to identify the row for their information. The alternative is to assign a specific row to each participant.

8. Save the file.
For Module 8: Showcasing Unit Portfolios

1. Create a new spreadsheet—either directly in the online environment or by first creating it in your spreadsheet software and then uploading it to the online collaborative site.

2. Enter a title for the spreadsheet, such as Educator Web Sites.

3. Enter the following titles into the cells of the first row of the spreadsheet:

	Your Name
	Web Site Name
	URL
	Description of Site
	Category (prof dev, grants, software)
	Comments


4. Resize columns as needed.

5. You may want to enter the names of all your participants to identify the row for their information. The alternative is to assign a specific row to each participant.

6. Save the file.

Creating a Web-Based Document
Create one online collaborative document for the Module 5: Assessing Student Projects activity.

1. Create a new document—either directly in the online environment or by first creating it in your word processing software and then uploading it to the online collaborative site.

2. Create a title for the document, such as Involving Students in the Assessment Process.
3. Create a 2-column, 10-row table with Concerns in the left column and Solutions in the right column.
4. Save the file.

5. Add the URL of the collaborative editing site to your “Login information” document saved in your Portfolio folder.
6. Before the Module 3: Prepare for Online activity:

a. Invite collaborators. Usually, you will need to enter e-mail addresses for all participants to invite them to collaborate on the document.
b. Check with your Participant Teachers to make sure that they received the system-generated e-mail prior to Module 3. Most sites require users to register before they can collaborate on a document.
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