Directions for Sharing Activities

Module 4 Pair and Share
Providing Feedback on Ideas for Incorporating the Internet
In this activity, you use the Sharing tab to respond to your group members’ ideas for incorporating Internet resources into their units. When giving feedback, focus on strengths as well as areas of improvement, and be as specific as possible. Before responding to their ideas, confirm that your discussion post is created and your Unit Plan is either attached or linked.

Posting a Reply
You will provide feedback to the group members who you worked with in the face-to-face Module 3: Pair and Share. Refer to the Discussion Checklist, Portfolio Rubric, and Tips and Tools for Giving Feedback documents. To post a reply:
1. On the Sharing tab, click the Module 4: Sharing discussion thread for the group you worked with in the face-to-face Pair and Share. 

2. For each group member, read the group member’s responses to prompts and Unit Plans. Pay attention to the type of feedback that would be helpful. To view a Unit Plan, you may need to decompress attached files.

See the Intel® Education Help Guide: Operating Environment Skill 2.7: To decompress a folder or file
3. Click Reply to their discussion thread and write specific and constructive feedback. You can also write feedback directly on the documents. Review the Tips and Tools for Giving Feedback document for help with using revision and reviewing tools. If you add comments on a document, be sure to save the document with a new name, such as adding your initials to the original filename (for example, unit plan_feedback_cb). (See directions below for linking and attaching files.)
See the Intel® Education Help Guide: Word Processing Group 11.0: Reviewing Documents
4. When you are finished, click Post to forum.
5. After a short delay, you should automatically be taken back to your discussion thread. If not, click Back to Sharing.
Note: The Continue link takes you back to the discussion thread.

6. Review your post. Remember that you have 30 minutes to make changes to your post. To make changes:
a. Click Edit.

b. Change your post.

c. Click Save Changes.

d. Click Back to Sharing.

7. Click Back to Sharing again to return to the Sharing tab.

8. Repeat this process for all group members.

Linking Files to a Discussion Post 
To link a file:

1. In a post, type the text that will display as a link in the Message text box.

2. Highlight the text to be linked.

3. Click the Insert Web Link button on the toolbar.

4. Click your group member’s folder.

5. Click Browse
Note: You can upload an individual file or a compressed file containing several documents.

See the Intel® Education Help Guide: Operating Environment Skill 2.6: To compress a folder or file

6. Click the filename and click Open in the Open file dialog box, or double-click the filename.

7. Click Upload to add the file to the folder.

8. Click the file link to insert the URL in the URL text box.
9. Select New Window in the Target drop-down menu.

Note: It is very important to select New Window. If you forget this step, when colleagues open your linked document, the document will replace their Essentials Course window and they may need to re-enter the course after viewing.

10. Click OK.
11. Click Post to forum.
Attaching Files to a Discussion Post
Attaching files makes sense if you have one file to attach or are compressing several files into a single compressed file. To attach a file to a post:

1. If you want to attach more than one file, first compress the files into a single compressed file, such as a ZIP file.

See the Intel® Education Help Guide: Operating Environment Skill 2.6: To compress a folder or file

2. Scroll to the Attachment text box at the bottom of the page.

3. Click Browse and then locate the file you want to attach in the Open file dialog box.

4. Click the filename and click Open, or double-click the filename.

5. Click Post to forum.
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