Directions for Sharing Activities
Module 5 Planning Ahead
Posting Student Samples and Assessments
In the next module, you will be giving and receiving feedback on revised student samples and the student sample assessments. In this activity, you post your student sample, student sample assessment, and Unit Plan.

Adding a Post
Note: If your group does not have a sharing discussion thread already set up under the Module 6: Sharing, set up a thread for your group. Review the Directions for Setting up a Discussion Thread document on the Sharing tab for information. After the sharing thread is set up:

1. Click the link to your group’s sharing discussion thread.

2. Click Reply to your message.
3. In the Subject text box, type the name of your sharing discussion. Your sharing discussion thread should include your name, for example, Claires Student Sample Assessment..
4. In the Message text box, record your thoughts about how your assessment plan and assessments incorporate the following traits from the Assessment Strategies in the Portfolio Rubric:
· Address standards and objectives
· Are student-centered
· Are varied and ongoing
5. Request any specific feedback you would like on your student sample and assessment. Attach or link your student sample, assessment, and Unit Plan. (See directions below for linking or attaching files.)
6. When your message is completed and your files are linked or attached, click Post to forum.

7. 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.

8. Review your post and the linked or attached files. 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.

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

Linking Files to a Discussion Post 
Linking files to a post makes sense if you have several files and would like the reviewer to open the files separately and easily, without having to decompress a file. You also use the link feature if you are linking to a wiki or blog. To link to a file, wiki, or blog:
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. To link a wiki or blog, type the URL in the URL text box.

5. To link a file:

a. Click Browse.

b. Click your folder.

c. Click Browse to upload your revised Unit Plan, student sample, student sample assessment, or compressed file. If you are replacing an old Unit Plan, you can just upload over it.
Note: You can upload an individual file or a compressed file containing several files.

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

d. Select the filename and click Open in the Open file dialog box, or double-click the filename.

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

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

7. Click OK.
8. 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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