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Using the HTML Editor

Description

The HTML editor allows you to create a rich-text environment. It is used throughout Epsilen for
your convenience in entering text and/or HTML content to achieve your intended results.

Figure 1 displays the HTML editor.

Content: Flease Maote: Epsilen does not allow JavaScript. For security reasons, any content that resembles
JavaScript will be disabled. @

= " n R (GE (G - - ey S 5 Yo =

B AV 4 LBEEEBI LI =2 N@mo 2=

= | £Z & | Defoult Font - Size = év B B T U abe X° X. 5 A%

1T

EIHTHL CLPreview

Figure 1

Definitions
Normal View allows you to type, add content and edit content.
HTML View allows you to type and add HTML markup to the content.

Preview View allows you to see the content as it would appear to your users. In this view,
the content is not editable.

The function of each button in the HTML editor is described in the following table.
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Button

Function

Il

Print the content in the HTML editor.

B

Preview the content in the HTML editor by opening a popup
window.

Find and replace the specified text.

Spell-check the content.

Cut the specified content.

w| o< < &

Copy content from the HTML editor.

Paste content into the HTML editor.

Paste plain text into the HTML editor.

Paste text from Microsoft Word into the HTML editor.

G| & fe| £F

Paste as HTML content.

Clean up HTML (remove tags, etc.).

Remove formatting.

Undo last action.

285 Q] «

Redo last (undone) action.

!

Insert a hyperlink.

i
FRbS,

Remove hyperlink functionality from selected text.

L

Insert a file.

</

Insert an image.

=

Embed a YouTube video.

Insert an emoticon (smiley).

Insert a special character.

Insert a horizontal line.

Insert numbered list.

Insert bulleted list.

¥

Indent text.

Outdent text.
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Arial Select desired font.
YVerdana
Comic Sans MS
Courier
Georgia
Impact
Lucida Console
Tahoma
Times Mew Foman
PRV, XMV,

Mot Set Select desired text size.
1 (Bph
2 (10pt
3 (1zph
4 1apt
5 (1apt
6 (24pt
7 (36pt
A Change color of selected text.
a7 Highlight selected text.
B Boldface selected text.
I Italicize selected text.
u Underline selected text.
abe Strikethrough text.
x* Superscript text.
X, Subscript text.
A Convert text to upper case.
Ah Convert text to lower case.
= Left-justify text.
= Center text.
= Right-justify text.
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Group Home

Description
The Home page serves as an introduction to the Group environment.
Purpose

Use the Home page to offer Announcements (using the Announcements tool), conduct searches
for Group content, and monitor the Footprint to see which Group members have visited.

http://www.epsilen.com/gqrp/testonlyGroup Switch to Group w|| | Exit Group | Log Qut
Welcome Chris Austin to TestOnly

4 Home - G
28 About
Home @
B Announcements
& Members -:1 Chris Professional 2
Forums: 1 unread g Today =
£ Wik = 7135 AM J
&3 Calendar Announcement Action E a,
B = =
| chris austi Thanks to everyone for a great Spring ] X X
im Forums ﬁ Program! (3] n Ch;ls Austin
i Today
% Group Mail BehMeem Bef_ore summer arrives with its awn -
' Group activities, let... Read more about 7131 AM
= Drop Boxes Thanks to..
5/2/2008 4:05:48 PM
= Chat . . =
| Chris Austin Summer Program Committee forming & |
[& Group Website n owner Summer will be here before we know it,
BehMNeem so let's pl... Read more about Summer Chris Austin
B Take Notes Program.. Yesterday
] Wikipedia 3/11/2008 4:01:48 PM 9:54 PM
(=Y
© Help FAQ ) )
Chris Austin
#° Show/Hide Tools vesterday
%‘ I 240 &M
7% Custom Tools
a,
% Options . .
3 options Chris Professional
LU Owner View w 5/2f2009 2

P wiew Al by Date

- Exit Group ¥ wiew All by Member

U Log Out of Epsilen

What is Footprint?

Figure 1

Definitions
Search For: Enter search terms in this field to search various areas of the Group.
Switch to Group: Use this drop-down menu to quickly navigate between your Groups.

What's New: The number of unreviewed Forum posts is shown.
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Searching

Use the upper-right-hand corner field to enter your desired search terms, and use the drop-

down menu to select the intended area of the Group (Figure 2). Click Search to get your
results.

Search for: N 1 [N

Forums
Wiki
Announcements

Switch to Gro ip | Log Qut

Figure 2

Switching Groups

Use the Switch to Group drop-down menu to see a list of your currently active groups (Figure
3). Click on a Group to refresh the page and go to the Group in question.

Search for: NN 1 ZTETSY

Switch to Group » | | Exit Group | Log Qut

T Revaolutions To
aha! LinkedUp UR
CCC Distance Edu
EMNGL 1110-011 Sp
Epsilen Consorti
Epsilen evaluato
Epsilen Institut hris Austin lﬂl

Figure 3
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Footprint

The Footprint records each member’s time of entry into the Group. When you enter, you have
the option to enter a brief message and click Save Your Words (Figure 4) to display your
message to the other members.

_‘n Chris Professional A
g Today
e 7135 AM L4
=
2 Q
=4
(2] | Chiris Austin
Today
731 AaM

YourWord

Figure 4

Owners have the ability to click View By Date or View By Member at the bottom of the
Footprint. Clicking View By Date shows all entries in reverse chronological order (Figure 5).

Click ) to remove a member’s message.

[ Footprints By Date » Close Window

All Footprints for this course as listed in order from newest to oldest.

Member Date Message Action
Chris Professional 5/4/2009 I'min the chat room, if |&
Member 7:35 AM anyone wants to stop
demo (GMT-05:00) byt

; Chris Austin 5/4/2009 Message removed by 3

E Owner 7131 AM Admin
BehNeem (GMT-05:00)

; Chris Austin 5/3/2009 (5]

ﬁ Owner 2:54 PM
BehMNeem (GMT-05:00)

; Chris Austin 5/3/2009 5]

ﬁ Owner 8:49 AM
BehNeem (GMT-05:00)

Figure 5
Page 9 of 85 Version 1.0
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Clicking View By Member shows each Group member and the Last Logged In date (Figure 6).

[ Group Members » Close Window

To view all Footprints for a member, select "Footprints”.

Member Last Logged In View FootPrints
Chris Austin 5/3/2009 of
ﬂ owner 9:54 PM
BehMeem (GMT-05:00)
Chris Professional 5/2/2009 ol
Member 3:54 PM
demo (GMT-05:00)
Iy Misty McKee 4/21/2009 o8
L4 | Member 1:24 PM
BehMeem (GMT-05:00)
1 C Austin 3/31/2009 o8
Member 12:18 PM
demo (GMT-05:00)
Chris Demo 12/5/2008 oe
Member 9:56 AM
demo (GMT-05:00)
Figure 6

Clicking ot for a member shows all of that member’s footprints in reverse chronological order

(Figure 7).

[ Member Footprints » Close Window

Misty McKee
é‘- Member
M| | BehNeem

Logged In: 4/21/2009 1:24:15 PM (GMT-05:00)
Logged In: 3/23/2009 4:40:59 PM (GMT-05:00)
Logged In: 3/19/2009 4:33:37 PM (GMT-05:00)

Figure 7
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About

Description

The About tool allows you to list a Group Description (which is visible to Epsilen members
searching for your Group), as well as its Purpose and History (for those who visit the Group’s
public page).

Purpose
Use this tool to define your state your Group’s intentions.

1. To change your Group information, click Edit About (Figure 1).

Group Search for: 108 Forums v | Search

ePSILg\HONmeNT http://www.epsilen.com/arp/091913 Switch to Group ¥ | Exit Group | Log Out

Welcome Misty McKee to My group

@ Home - Groups

A o - [About @

Edit About
| ¥ Edit About

B Announcements & My group

Created: Monday, March 02, 2008

Registration: Invite Only

£ wiki N Members: 1

- Web Address: http://www.epsilen.com/grp/091913

2% Members

KR Calendar
Description:

= Forums ———
u

@ Group Mail

= Drop Boxes

Figure 1

2. Enter new information in Group Description, Group Purpose and/or Group
History. When all of the information has been updated, click Save (Figure 2).

Group Search for: ln Forums VI Search I
ePSIL .

eNVIRONMENT +//www.epsilen.com/arp/091919 Switch to Group || | Exit Group | Log Out
Welcome Misty McKee to My group

& Home - Groups

s M | Edit About ®

Edit this group's information by entering a new group description, group purpose and group history, and then click
'
"Save”.

B Announcements

il Group Description:
£ wiki o | =

KB Calendar

= Forums

@ Group Mail 3 v

)y T
el Group Purpose:

# Chat

(’ Group Website

\- Take Notes

@ Help FAQ
# Show/Hide Tools Group History:

ﬂ’c Custom Tools
%5 options

L Ovwmer View &

Figure 2
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Announcements

Description

The Announcements tool allows Group Members to post a message on the Group’s home page
and/or send a copy of that message to all Group Members. Announcements also can be
created but scheduled for posting at a later time.

Purpose

Using the Announcements tool provides an easy messaging system to ensure communication to
all Group Members.

The Announcements screen (with two previously added Announcements) is displayed in
Figure 1.

[ Announcements @

Use this tool to Add/Edit Announcement. Add New Announcement

F Add New Anncuncement

From Announcement Action
o Chris Austin Thanks to everyone for a great Spring Program! & ||
m owner Before summer arrives with its own activities, let... Read more about Thanks

BehNeem to..
5/2/2009 4:05:48 PM
o Chris Austin Summer Program Committee forming & ||
m owner Summer will be here before we know it, so let's pl... Read more about Summer
BehNeem Program..

3/11/2009 4:01:48 PM

Figure 1

Page 12 of 85 Version 1.0
Manual 2.0 Published 5/04/09



ePSILEN

Epsilen 2.0

Creating an Ahnouncement

1. Click the Announcements button in the left-side menu.
2. Click Add New.

3. Complete the fields/choices as described in the following table:

Field Function

Title The title will appear on the Group’s home page as well as the
Announcements page.

Announcement Add your message.

Public

Check this box to allow the announcement to appear on the Group’s public
Web page (where non-members will be able to see it).

Check this box to send a copy of this message to all members as a Group
Mail message.

Email

4. When you have finished filling out the information, click the Save button. You will be

returned to the Announcements page, where you will see a new entry for your new
Announcement.

Figure 2 displays the Add Announcement screen.

| Add Announcement @

Add a new Announcement by enters a title and text, use the checkboxes to specify additional options, and then click
Save.
Title: | N

Announcement:

v

Public: []Show this announcement on the group's public web page (@

Email: Fcend 3 copy of this announcement as a Group Mail message to all members. (&)

]

Figure 2
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Members

Description

The Members tool is used to keep track of your Group members, to manage their permissions,
and to invite new members.

Purpose

Use the Members tool to share permissions to manage tools within the Group. (Only the
owner has management permissions by default.)

The Members screen is displayed in Figure 1.

i About

[ Members (6) @

B Announcements
Invite new members. View invited , View reguests , View banned , View deleted .
Mote: Click and drag a row, up down to change the display arder.

2% Members

&, Invite People

3‘:3 View Invited Member Last Login Last Action Options
} 3 C Austin 3/31/2009 None & &3
& View Requests Member 12:18:46 PM
L5 view Banned demo
£ view Deleted Misty McKee 4/21/2009 Logged In &8 (& ]
Member 1:24:15PM
& wiki = BehNeem
&» Calendar Chris Austin 5/4/2009 Added Discussion gl &
128 ( ion / C
& Forums m owner 12:28:13 PM Question / Comment
BehMNeem
Group Mail - 5
® Chris Yahoo 10/30/2008 None =N
= Drop Boxes Member 1:15:20 FM
demo
 Chat
. Chris Professional 5/4/2009 Added Topic Reply g & o o
& Group website Member 12:34:33 PM
demo
Figure 1

Definitions

Owner: The creator or manager of the Group, who has full management rights to all tools.
(While there may only be one person in the role of Owner, many of the management rights
may be shared.)

Member: Any person participating in the Group, who should have basic rights to send
messages, add forum feedback, edit a wiki, etc. The owner may assign additional tool
management rights to members if desired.

Add to Network: Clicking the & button allows you to add the selected member to one of
your Networks.

Page 14 of 85 Version 1.0
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Send Message: Clicking the ' putton allows you to send the selected member an Epsilen
Mail message.

Edit: Clicking the =/ button allows you to adjust the basic information and permissions of
Group members.

Delete: Clicking the =) button allows you to delete the selected member from the Group.
Invited People have been given the opportunity to join the Group.

Disabled/Banned Members have been temporarily restricted from entering the Group.
However, their access can be restored if appropriate.

Membership Requests are from Epsilen users seeking to join your Group. You may review
these requests for approval or rejection.

Deleted Members have been removed from your Group. However, their access can be
restored if appropriate.

Inviting Members

To invite people to the Group:

1. Click Invite.

2. Two options are presented: Invite current Epsilen members (people who have
already created their Epsilen accounts) and Invite others who do not yet have
an Epsilen account by entering their email addresses.

a. If Invite current... is selected:
i. Enter search criteria in the Search For box and click Search Epsilen
Members.

ii. Check the boxes next to your desired invitee(s) and click Add Selected.

iii. Repeat the search as in steps i & ii until all selected invitees are listed.

iv. A general greeting message for the invitation appears in the HTML editor;
this message may be customized as desired. (Click View Example Email
to preview how the invitation would appear with the default message
included.) If you prefer, you may remove all text from the HTML editor;
the invitee will still receive the details regarding the Group and
instructions on how to access it.

v. Click Invite Selected.

vi. A confirmation message regarding the successful sending of the
invitation(s) should appear.

Page 15 of 85 Version 1.0
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The Invite Members screen for current Epsilen members (with the general greeting message
included) is displayed in Figure 2.

[Invite People @

Click the circle next te one of the optiens below to invite new members to this group.

i@ Invite current Epsilen members [people wha have already crested their Epsilen accounts),

2 Invite ethers whe do net hawe an Epsilen zccount by entering their email zddresses.

Search for Epsilen Member to Invite

Click the button "Search Epsilen Members" below to s=arch epsilen membears,

Search For:

S T
N e T

Institution: |E= E\ All Institutions

Search Epsilen Members

Selected Invitees:

Stewve Hunsinger 9

Invitation greeting message / Explanation of invitation

Epsilen will automatically include the following greeting message within an email sent to esch invites. This oprion can
be left Blank, it is not required to send the invitation. } Vie ai

=
2

* Epsilen does not allow lavaScript. For secunity reasons, amy content that resembiles JavaScript will be disabled,

ANV ELPREBER ISP Dl =Fas|S= Ex
Defaut Fout e - AY-D F D= GG EEE

Dezar Collzagus;

T would like to invite you to participate in my Epsilen Group. To accept this invitation, log in to your Epsilen
account and go to the Groups toel. At the top of the Groups page vou will find 2 link to accept this invitation.

Epsilen Groups provide us with all the necessary communication and collaboration toels to "Virtually” get

connectad in an easy to use Web 2.0 environment.

I hope to s22 you in the group soon.

[Bhomall BT Cpreview

Invite Selected

Figure 2
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b. If Invite others... is selected:

i. Enter email addresses for the desired invitees. Separate multiple
addresses with commas.

ii. A general greeting message for the invitation appears in the HTML editor;
this message may be customized as desired. (Click View Example Email
to preview how the invitation would appear with the default message
included.) If you prefer, you may remove all text from the HTML editor;
the invitee will still receive the information regarding how to create an
Epsilen account and how to access the Group.

iii. Click Invite Emails.

iv. A confirmation message regarding the successful sending of the
invitation(s) should appear.

The Invite Members screen for invitees outside Epsilen (with the general greeting message
included) is displayed in Figure 3.

| Invite People @
Click the circle next to one of the options below to invite new members te this group.

O Invite current Epsilen members (peeple whe have already created their Epsilen accounts),
(@ Invite ethars whe deo not have an Epsilen account by entering their emazil addrasses,

List of email addresses to Invite:

(Please enter che invites(s) email address{es). Separate multiple email addresses with commas.)

fakemail@spsilen.com testonly@spsilen.com

Choose an institution where the above non-edu email address{es], if any. will register (7

he "My Epsilen" generic institutien [https//vwww.zpsilen.cem/Inst/my]

~ e P U T T
es. This aption can be left blank, it is

psilen does not allow JavaScript. For security reasons, any content that resembles JavaScript will be disabled,

I RNY ELPRRERBS A I@|=Fa=
Defait Fot g - A -B F R odhpa’ ®m i 4 E

Dezar Collzagus:

I would like to invite you te participate in my Epsilen Group. This invitation will allow you to create an Epsilen
account (if vou do not already have ene) and join the group. If you already have an Epsilen account, please login
and go to Groups to accept this invits.

Epsilen Groups provide us with all the necessary communication and collaboration toels to "Virtually” get
connected in an easy to

the link below to procs

=d with creating vour account znd automatically join this group.

[Bhormal] BHIML Cipreview

Figure 3
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View Invited

To review outstanding invitations to members:

1. Click on View Invited.

2. People who have been invited to join the Group (and have not yet accepted and become
members) are listed on the tab reflecting the method of invitation: Invited Epsilen
Members or Invited Email Addresses.

a. For Invited Epsilen Members, you can click the = button to view the member’s
My Corner page, or you can click the 5 button to delete the invitation.

b. For Invited Email Addresses, you can click the =) button to delete the invitation.
3. If desired, you can click Invite People to this Group to send additional invitations.

The Invited People screen (reflecting the Invited Email Addresses tab) is displayed in Figure 4.

Invited People @

The Epsilen members and email addresses that have been invited to this group are listed below. Once an invitation has
been accepted, the person will no longer appear in the list. Invite People to this Group

Invited Epsilen Members | Invited Email Addresses ]

i ggcess i
testonly@epsilen.com 5]
fakemail@epsilen.com 3

Figure 4
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Editing a Member

Every member can edit his or her own information in a Group:

1. Click the = | button next to the member in question.

2. The Name may be edited if desired (to reflect a nickname, etc.).

3. The Title may be edited to more accurately reflect the member’s role in the Group
(Project Coordinator, Forum Administrator, etc.).

An owner can also edit the member’s role in the Group to assign additional management
permissions if desired.

4. The member may be assigned a Color, which is reflected on the Members page. This
may be used to reflect team assignments or something similar.

5. Each member’s Status is Enabled by default, but may be revised to Disabled or Banned.
Either status informs the member when they attempt to re-enter the Group that they
have been “disabled” or “"banned” from entering, and that they should contact the Group
owner if they believe this is in error. (The only difference between these stati is the
terminology - so if you want to convey to the member that the action is temporary, you
might use Disabled rather than Banned.)

6. Permissions can be assigned to members for specific tools:

a. Upload Files - ability to add files to Drop Box (this is the only Permission
checked by default for members, but it can be unchecked)

b. Moderate Files - ability to delete files from Drop Boxes

c. Moderate Forums - ability to add, edit or delete Forum Topics and Replies

d. Manage Files - ability to add or delete Drop Boxes and files within

e. Manage Forums - ability to add, edit or delete Forum Discussions, Topics and
Replies

f. Manage Members - ability to invite or remove Group members, as well as to

assign Permissions to other members
g. Manage Public Page - ability to update the Group’s public web page (using the
Group Website tool)
h. Manage Wiki - ability to view, edit or delete all Wiki documents
i. Manage Calendar - ability to add events to Group calendar
7. Click Update.
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The Edit Member screen (as seen by the Group’s owner) is displayed in Figure 5.

| Edit Member ®

Edit this member's name, title, status and permissions, and then click "Save".

Name: [Misty McKee r

Title: |f'u’|emher |x

Status: |Enabled

Permissions: M upload Files
[#Maoderate Files
[“IModerate Forums
[¥IManage Files
[¥]Manage Forums
[#IManage Members
[“IManage Public Page
[#IManage Wiki
[IManage Calendar

Figure 5

Adding a Member to Networks

To Add a Member to Networks

Click the & button for a member to open the Add Person To Network popup page.

Check the box next to each Network to add this person into.
Click the Add selected button. You will see a message that the person was added

successfully, and then the popup page will close automatically.

WN =

Figure 6 displays the Add Person To Network screen.

Add Person To Network » Close Window

H

Please select which of vour Networks to add the selected member to. You can add
this person to more than one Network by selecting additional Networks.

Select a network to add Chris Demo to b Create Network
M Check All
[ social

[ Professional

Add selected

Figure 6
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Epsilen 2.0

Sending an Epsilen Mail Message

To Send a New Message

1. Click ¥ for the member in question.
2. The selected member will be checked by default to receive the message. Check the

boxes for other members, or for All Members, to add them to the list as well.
3. Complete the fields/choices as described in the following table:

Field Function
Subject Enter the subject of your new message.
Message Enter the text of your new message.

4. Adjust your Message text as desired using the HTML editor (see “Using the HTML
Editor”).

5. To attach a file, click Add Attachment(s) to open the Attach File popup page. You

may upload three files and select three existing files from your Files/Folders at a time.
Click Attach Now to complete the file attachment process.

Click Send to send the message. You will remain on the Send Epsilen Mail Message
page with a confirmation of the successful message send.

Figure 7 displays the Send Group Mail Message screen.

\4 Send Group Mail Message @

To: [ All Members

[ chris Austin a
Chris Demo
[ chris Professional

- v
Subject:
Message: -

lease MNote: Epsilen does not allow JavaScript. For security reasons, any content that resembles JavaScript will be
disabled.

SRAT ¢ hBRREEBIF|I e =50

Default Font -Sze - A-W-B I UdaeX X EEE

EIHTML QPreview

Attachment: Ad

Please Note: Message sttachments sre only kept for 6 manths

e ~ereer | e

Figure 7
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Wiki

Description

The Wiki tool allows Group members to post, view, edit, delete, and/or export documents that
all members can easily access to contribute changes and modify content.

Purpose

Wikis provide Group members a method to become involved in the process of teaming with
other Group members in creating and revising collaborative documents.

The Wiki screen (with two wikis already created) is displayed in Figure 1.

| Group Wikis @ S
Use this tool to manage, edit, or create Wiki documents. To create a new Wiki document, select "Create New Wiki".

b Create New Wiki

o Ready for editing. £ =ELElE
Version - 19

Epsilen Change Loqg: 2009

Chris Austin, Owner Updated On 4/28/2009 4:28:08 PM

This document contains the changes and additions made to Epsilen per release in 2009 by th ...

Version 2.20 Released 4/25/09 Enhancements Two additional theme options for the public-facing ePortfo

o Ready for editing. £ sELE]E
Version - 7

2.0 Development Group

Jake Glover, Member Updated On 12/9/2008 11:28:24 AM

Started in New York on 12.08.08

Figure 1

Definitions

View: Clicking the “4 button allows you to review a wiki without opening it for editing.

Edit: Clicking the = | button allows you to edit a wiki.

History: Clicking the D button allows you to review the history of a wiki’s different versions.
Delete: Clicking the > button allows you to delete a wiki.

Export: Clicking the = button allows you to export the wiki as an HTML document.
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Creating a Wiki

To Create a Wiki

1. Click Create New Wiki.
2. Complete the fields/choices as described in the following table:

Field Function

Title Enter a title for the new Wiki (required). The title should help distinguish
this wiki from others that may be created for the Group.

Description Enter additional text to help guide collaborators and focus efforts moving
forward.

Make content Non- Check this box if you wish for the initial version of the wiki to be read-only

editable (for presentation, rather than collaboration, purposes).

Content Enter content to get the Wiki started using the HTML editor. (For additional
information, see “Using the HTML Editor.”)

Add Section If desired, you can check this box to add a separate section to the Wiki.
This includes a separate HTML editor for its content, as well as the option to
make the section non-editable.

3. Review your content and settings, and make any desired changes.

The Create Group Wiki page is displayed in Figure 2.

\ Create Group Wiki ®
Enter the title and description of the Wiki document you wish to create and click “Create New Wiki” "

Title: [New Group Wiki

Description: |4 fresh start on collaboration

v
[ Make content Non editable
Content: o\_._. qte; Epsilen does not allow JavaScript. For security reasons, any content that resembles JavaScript will be
disabled.

SRRV s BRREBIZI e =5
Verdana - s - AW B I U dex X i) 4

= i | EE &=

Per Wikipedia:

A wiki is a page or collection of Web pages designed to enable anyone who accesses it to contribute
or madify content, using a simplified markup language. Wikis are often used ta create collaborative
websites and to power community websites. The collaborative encyclopedia is one of the
best-knawn wikis. Wikis are used in business to provide intranet and Knowledge Management
systems. Ward Cunningham, the developer of the first wiki software, , originally
described it as “the simplest online database that could possibly work”.

"Wiki" (/wizki?/) is a Hawaiian word for "fast™. "wiki wiki" is a reduplication. "wiki" can be expanded
as "What I Know Is,” but this is a backronym.

This is all well and good, but what will a wiki mean to us in this group?

(Bl i, i [ Aommabiaament]

[J Add section (2

[I—— | p—

Figure 2

4. Click Create Wiki.

5. You will be returned to the main Group Wikis page. An entry for your new creation
appears at the top of the listings, listed as “Version 1,” and you will be credited as the
author of this version on this page and in the history log. The ' icon appears above the
entry to let other Group members know that it is ready for editing (if you have allowed
editing).
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A newly created wiki (ready for editing) is displayed in Figure 3.

| Group Wikis @ <
Use this tool to manage, edit, or create Wiki documents. To create a new Wiki document, select "Create New Wiki”.
F Create New Wiki

o Ready for editing. &] Q) &7 i [
Version - 1

New Group Wiki
A fresh start on collaboration

o Ready for editing. Ef SNERE]E
Version - 9

The Five-Year Plan

Where do we want to be in 2014, and what do we need to do to get there?
Figure 3

To view a wiki:

1. Click on the link for the title of the wiki, or click the “4/ button.

To edit a wiki:
1. Click the [=! button.
2. Revise any desired fields.
3. Click Save Changes.
4. This will update the wiki with your revisions, and you will be credited as the author of

this version in the history log.

While a member is editing a wiki, it is not accessible to other members for editing. The Locked
for Editing icon (-€)) is listed above the entry on the Group Wiki page.

An example of a wiki locked for editing by a user is displayed in Figure 4. Note that the Edit
button (=) is not available.

&) Being edited by Chris Professional. 5-’3"' L | E\:L:: =]
Version - 4
New Group Wiki
Chris Professional, Member Updated On 5/2/2005 5:16:31 FM
A fresh start on collaboration

Per Wikipedia:
Figure 4

Important: If you elect not to make any changes, click Cancel. If you open the wiki for
editing and leave the page in any way other than saving changes or canceling editing, you will
create a draft. (Your activity is automatically saved every few minutes, allowing a draft to be
created even if your version is not officially closed.)

While this draft is saved for your convenience, it may be an inconvenience to other members of
the Group. If they later attempt to edit the wiki, they will receive a message that your draft
needs to be edited or deleted in order to continue.
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To edit a draft

1. If a draft exists, a button called View Wiki Drafts appears on the main Wiki page for
the Group. Click this link to review the draft.
2. The Group Wiki Drafts page lists any drafts which are outstanding. To review the

draft, click the “4 putton.

3. To edit the draft, click the ¥ button. Alternately, to delete the draft, click the =
button.

4. If you click N to edit the draft, you may revise the draft and click Save Changes to
update the Wiki. Alternately, you may click Delete Draft, which removes the draft and
allows the previous (last saved) version of the Wiki to be edited.

The Group Wiki Drafts page is displayed in Figure 5.

J Group Wiki Drafts @ < Back | i

Create and edit Wiki documents for collaboration with other group members. To create a new Wiki document, select
"Create New Wiki".
b Create New Wiki
&' Ready for editing. ) 3}' 5]
L Version - 5
New Group Wiki

Chris Austin, Owner On 5/2/2009 5:27:44 PM
A fresh start on collaboration

Per Wikipedia:

Figure 5
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To review the history of a wiki

1. Click on the RO button.
2. The Group Wiki History page displays a list of the versions, the members who

authored them, and the dates/times they were saved. You can click on the S button to
review any version. However, only the most recent version may be edited (if it is
available to be edited).

The Group Wiki History page is displayed in Figure 6.

[Group Wiki History @ leack [ ]&

& Ready for editing. C'l; &
Version - 4

New Group Wiki
Chris Professional, Member, Updated On 5/2/2009 5:16:31 FM

A fresh start on collaboration

Per Wikipedia: A wikiis a page or collection of Web pages designed to enable anyone who accesses it to contribute
or modify content, using a simplified markup language. Wikis are often used to create collaborative websites a......

Version Member Date/Time Action
4 Chris Professional 5/2/2009 5:16:31 PM [}
3 Chris Professional 5/2/2009 5:15:54 PM oY
2 Chris Professional 5/2/2009 5:15:29 PM [}
1 Chris Austin 5/2/2009 5:09:34 PM C{h
Figure 6
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To export a wiki

1. Click the % button.

2. Click the “ button.
3. You will be given the option to save the wiki as an HTML document.

The export option is displayed in Figure 7.

View Group Wiki @ mack [ ]

& Ready for editing. Z iq ':"'\E (=]
iki Version - 4
New Group Wiki ersion

Chris Professio . -
A fresh start QUL @

Per Wikipedia:

Do you want to open or gave this file?

A wiki isapa

Name: ik, htrl ccesses it to contribute or modify
content, using @ Aame: Wikl htmi llaborative websites and to power
community we| £ Type: HTML Document, 3.67KB st-known wikis. Wikis are usedin
business to pr| From: www.epsilen.com [ingham, the developer of the first wiki
software, that could possibly wark™.

Wik (fwizki? Open ] [ Save ] [ Cancel fiki" can be expanded as "What I Know
1s,” but this is

This is all well

. . e While files from the Internet can be useful, some files can potentially

What if I maks Lal harrn your computer. [Fpou da not st the source, do not open or
= save this file. ‘What's the risk?

And then anot

Figure 7

To subscribe to a wiki

1. Click the = button above the wiki on the main Group Wiki page.

2. The = button changes to a = button, indicating that you are now subscribed to be
notified of any changes to this wiki.

A wiki with the green subscription flag set is displayed in Figure 8.

&' Ready for editing. 59 allz %L} =]
HP Version - 4
New Group Wiki

Chris Profeszzional, Member Updated On 5/2/2009 5:16:31 FM
A fresh start on collaboration

Per Wikipedia:

Figure 8
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To unsubscribe to a wiki

1. Click the = button above the wiki on the main Group Wiki page.

2. The = changes to a = button, indicating that you are no longer subscribed to be
notified of any changes to this wiki.

To add a section to a wiki

Click the =" | button.

Below the HTML editor, check the box for Add Section.

A second HTML editor appears. Enter the desired content.

If you wish to make this section non-editable (due to copyright issues, for example),
check the box.

D WNR

The Add Section option (with the section being added as non-editable) is displayed in Figure 9.

EIHTML Qi Preview

Add Section (3
Make this section Non editable

- . Flease Note: Epsilen does not allow JavaScript. For security reasons, any content that resembles JavaScript will
Section: -
be dizabled. @

SR ATV ILDARRBIL| I i Q@E
Times New Roman - Size vé'a'yvf U ahe x° X 34 o8 =

Title I - General Revision of Copyright Law * * * * * * * Transitional and Supplementary Provisions Sec. 102. This
Act becomes effective on January 1, 1978, except as otherwise expressly provided by this Act, including provisions of
the first section of this Act. The provisions of sections 118, 304(b), and chapter § of title 17, as amended by the first
section of this Act, take effect upon enactment of this Act.2 Sec. 103. This Act does not provide copyright protection
for any work that zoes into the public domain before January 1, 1978. The exclusive rights, as provided by section 106 of
title 17 as amended by the first section of this Act, to reproduce a work in phonorecords and to distribute phonorecords
of the work, do not extend to any nondramatic musical work copyrighted before July 1, 1909, Sec. 104. All proclamations
issued by the President under section 1(g) or ®(b) of title 17 as it existed on December 31, 1977, or under previous
copyright stat-utes of the United States, shall continue in force until terminated, suspended, or revised by the President.
Sec. 103, {a)(1) Section 303 of title 44 is amended to read as follows: "§ 505. Sale of duplicate plates "The Public Printer
shall sell, under regulations of the Joint Committee on Printing to persons who may apply, additional or duplicate
stereotype or electrotype plates from which a Govemnment publication is printed, at a price not to exceed the cost of
composition, the metal, and making to the Government, plus 10 per centum, and the full amount of the price shall be paid
when the order is filed.". (2) The item relating to section 303 in the sectional analysis at the beginning of chapter 5 of title
44, is amended to read as follows: "303. Sale of duplicate plates.". (b} Section 2113 of title 44 is amended to read as
follows: [To assist the reader, section 2113 of title 44, now designated section 2117, appears in Appendix H, infra, as
currently amended.] Appendix A The Copyright Act of 1876

| B2
B
L
Il
b
111

Figure 9

Click Update Changes.
You will be returned to the main Group Wikis page. If you have chosen to make the

section non-editable, the = icon above the wiki is replaced with the =] icon to let Group
members know that a section has been locked.

ou
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The “locked section” message on the main Group Wiki page is displayed in Figure 10.

[2) wiki section is Locked. EJ & e liE]

Ty |

. Version - 6
New Group Wiki

Chriz Austin, Owner Updated On 5/2/2009 5:48:28 PM
A fresh start on collaboration

Per Wikipedia:

Title I - General Revision of Copyright Law = == === = Transitional and Supplementary Provisions

Figure 10

To disable editing/lock a wiki

Click the = | button.

Check the box for Completed (disable editing now).
Click Save Changes.

You will be returned to the main Group Wikis page. The = icon above the wiki is
replaced with the W. icon to let Group members know that the wiki has been completed.

DR WN R

The “wiki complete” message on the main Group Wiki page is displayed in Figure 11.

W, Complete. £ Q) |« iT [
. Version - 8
New Group Wiki

Chris Austin, Owner Updated On 5/2/2009 5:50:25 PM
A fresh start on collaboration
Per Wikipedia:

Title I - General Revision of Copyright Law = = = = === Transitional and Supplementary Provisions

Figure 11

To unlock/re-open a wiki

1. Click the = ! button.
2. Uncheck the box for Completed (disable editing now).
3. Click Save Changes.
4. You will be returned to the main Group Wikis page. The W icon above the wiki is
replaced with the = icon to let Group members know that the wiki is ready for editing.
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To delete a wiki

1.
2.

3.

Epsilen 2.0

Click the = button.

A pop-up message appears, asking you to confirm your intention to delete and noting
that deletion of the wiki cannot be reversed.

Click OK (or Cancel, if you prefer not to delete).

The confirmation message for the deletion of a wiki is displayed in Figure 12.

View Group Wiki @ ekl G

& Ready for editing.

| ol B3 (&
Test wiki Version - 3
Chris Austin, Owner Updated On 3/26/2009 10:32:44 AM
asdfasd
=13} Message from webpage fz|

\__?/ Are you sure you wank to Delete this version of wiki document? Deletion cannot be reversed, Continue?

Desc

Sharelt allows you to disseminate your files and objects to other Epsilen members who can then use, comment
upon, and assess your work. Your Sharelt objects may include learning objects, manuscripts, recipes, artwork,
open source software, or any file or object that you have the intellectual property right to share.

Figure 12
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Calendar

Description

Use the Calendar tool to add/edit/delete meetings, discussions, deadlines, holidays, or any
other events.

Purpose

Use the Calendar tool to organize your Group’s schedule to maximize awareness and
productivity. Please Note: The default view for a Calendar within a Group is the Group
Calendar, and you cannot add events to be seen by other Group members unless you are the
owner, or the owner has given you permission to manage the Group Calendar. You may add
events to your personal calendar, or to any other calendars which you have the rights to
manage.

' Group Calendar @

Use the Calendar tool to view and enter calendar events. This can be done throughout the Epsilen Environment,
including within Epsilen Courses, Epsilen Groups, and My Portal page. Instructors , Group owners, and administrators of
vour institution may add events to your Epsilen calendar {showing in respective views). Add Event/Ttem

Current View: Group TestOnly Calendar

< 2 April 2009 Calendar View v | April vil2m v E 8 Q K Day week |[ Month L
(GMT-05:00) Eastern Time (U3 & Canada) b Add Event/Item
Sunday Monday Tuesday Wednesday Thursday Friday Saturday

[ o[ & [3l & [@

(5] [e] ]|

& 12 : : & [ : : :

Figure 1
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Definitions:

Last/Previous: Clicking the left and right arrows at the top left of the Calendar allows you to
view the last or previous day, week or month based on your current view.

Calendar View allows you to select which calendar to view, including your Personal, Course,
and Group Calendars, or the Consolidated Calendar which displays all of them at once. The
Group calendar is displayed by default.

Select Month: Clicking the Month list allows you to select a different month in the current year
selected.

Select Year: Clicking the Year list allows you to select a different year for the current month
selected.

Print Calendar: Clicking the =) button allows you to print the Calendar.

Search Events: Clicking the ™ button allows you to search for an event on any of your
Calendars.

o
Manage Settings: Clicking the # button allows you to export your Calendar to a file and
save it to your computer or change your Calendar settings, such as time zone and color display.

Day: Clicking the Day tab allows you to view the current day only.
Week: Clicking the Week tab allows you to view the current week only.

Month: Clicking the Month tab allows you to view the current month only.

View Day: Clicking the “4 button for a specific date allows you to view that day only.
Add Event/Item allows you to add a new event/item to your Calendar.

Add/Edit Events: Clicking a specific date number on the Month view of a Calendar allows you
to add/edit events for that date.

View Event: Clicking the title of an event on your Calendar allows you to view the title,
description, location and dates/times for the event.

Edit: Clicking the = | button while viewing an event allows you to edit that event.
Delete: Clicking the 5] button while viewing an event allows you to delete that event.

Copy: Clicking the button while viewing an event allows you to copy that event to a
different Calendar.
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Adding an Event

To Add an Event

1. Click the Add Event/Item button
2. Complete the fields/choices as described in the following table:

Field Function

Calendar Select the Calendar to which the event should be added.

Title Enter a title for this event which will display on the Calendar.

When/To Enter the start and end dates for this event, as well as the start and
end times.

Repeats Select an option from the list of Repeat Types, such as “Daily” or
“Weekly”.

Category Select a Category for this event which will allow Epsilen to group
similar events together.

Location Enter a Location for this event if necessary.

Description Enter a description which explains the event in detail.

Reminder Choose a Reminder type from the list if you would like Epsilen to
notify you of this upcoming event.

3. When you have finished filling out the information, click the Save button. You will be
returned to the Calendar page where you will see a new entry on your Calendar.

Figure 2 displays the Add/Edit Events to Calendar screen.

\ Add/Edit events to calendar » Close Window
Calendar: | GTestonly v
Title:
When: [5/4/2003 =[5 12:00 PM (10 1-00 PM | 5/4/2009 = [ Oal pay
Repeats:  [ges not repeat v
Do not repeat. From 12:00 PM to 1:00 PM
Starts 5/4/2009 until 5/4/2009
Category: | [zeting v
Location:
Description:
v
450 Character(s) remaining of [450] Characters.
Reminder: Select Reminder Time % | (Pop-up)
Figure 2
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Editing an Event

To Edit an Event

1. Click the title of the event on your Calendar

2. Click the = | button to open the Add/Edit events to calendar popup page.
3. Complete the fields/choices as described in the following table:

Field Function

Calendar Select the Calendar to which the event should be added.

Title Enter a title for this event which will display on the Calendar.

When/To Enter the start and end dates for this event, as well as the start and
end times.

Repeats Select an option from the list of Repeat Types, such as “Daily” or
“Weekly”.

Category Select a Category for this event which will allow Epsilen to group
similar events together.

Location Enter a Location for this event if necessary.

Description Enter a description which explains the event in detail.

Reminder Choose a Reminder type from the list if you would like Epsilen to
notify you of this upcoming event.

4. When you have finished filling out the information, click the Update button. You will be
returned to the Calendar page where you will see a modified entry on your Calendar.

Figure 3 displays the Add/Edit events to calendar screen.

|’ Add/Edit events to calendar » Close Window

Add vour events to calendar.

Title: [Summer Program Discussion
When: [04/25/2009 =[] 12.00 PM v tO| 100 PM v [04/28/2009 = & Call pay
Repeats: | Dpeg not repeat v

Do not repeat. From 12:00 PM to 1:00 PM
Starts 04/28/2009 until 04/28/2009

Category: | jzeting v

Location:

Description: || at's call the 800 number to discuss the summer program wia our
conference bridge.

450 Character(s) remaining of [450] Characters.

Reminder: [g. 1o Reminder Time [% (Pop-up)

Figure 3
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Searching Events

To Search for an Event

1. Click the ™ button.
2. Complete the fields/choices as described in the following table:

Field Function

Title Enter all or part of the event title that you are searching for.

Location Enter all or part of the event location that you are searching for.

Date Range Enter a date range so that Epsilen will only retrieve those events
which match your search values and occur within the specified date
range.

3. When you have finished filling out the information, click the Search button. You will see
a list of Calendar entries that meet your search criteria.

Figure 4 displays the Search Event screen.

| @

Appaoinments { Events can be Searched here.

Title: |Meeting

Location: IWork

Date Range: | A I a

| Search ” Cancel ” Clearl

1 Dec 2008 1:00 PM - 1 Dec 2008 3:00 PM Meeting
Meeting to discuss Epsilen
[1:00 PM] - [3:00 PM]
Figure 4
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Changing Calendar Settings

To Change your Calendar Settings

o8,
1. Click the S button.
2. Complete the fields/choices as described in the following table:

Field Function

Current time zone Enter the time zone in which you currently reside.

Calendar event color Choose a color for your calendar events.

Default view Select a Default view for your Calendar, such as Day, Week or Month.

3. When you have finished filling out the information, click the Save button. You will
remain on the Calendar Settings page where you will see a message stating that the
Calendar settings saved successfully.

Figure 5 displays the Calendar Setting screen.

Calendar Settings @

Calendar default settings can be done. View calendar Import Calendar

Current time zone: | (G\T-05.00) Eastern Time [US & Canada) v

Calendar event color: [z5545m

Default view: | pjonth + (Day, Week , Month)

(S | eS|

Figure 5
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Importing a Calendar

To Import a Calendar

!
Click the S button.
Click the Import Calendar link.
Click the Browse... button to locate a Calendar file (“.ics” file extension) on your
computer to select. When you have finished selecting a file, you will see the filename
displayed in the File Path field.
4. Click the Import button. You will remain on the Calendar Setting page where you will
see a message stating that the Calendar was imported successfully.

WN =

Figure 6 displays the Calendar Setting screen for Import Calendar.

' Calendar Settings @

Calendar default settings can be done. View calendar Setting
Flease Note:  Only .ics files can be imported.
File Path : (Browse... "
[ mport | Cancel |
Figure 6
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Exporting a Calendar

o8,
Click the & button.
Click Export Calendar link

Choose whether to Export All Events or Events Between a Given Date Range
(Figure 7).

WN =

| Export calendar events » Close Window

Exporting calendar events to .ics file format

@ Export all events
O Export events between given date range

I | —

Figure 7

4. To choose Events Between a Given Date Range, enter from date and to date
(Figure 8).

| Export calendar events » Close Window

Exporting calendar events to .ics file format

O Export all events
@ Export events between given date range

From date: |7 to date: E

"~ Exportever N April, 2009 »[E || ¢ April, 2009 » [

Su Mo Tu We Th Fr Sa Su Mo TuWe Th Fr Sa
2% 30 ElEl 2 3 4 2% 30 31 i 2 3 4
5 8 7 8 8 101 5 8 7 8 8 101
12 13 14 15 16 17 18 12 13 14 15 17 18
19 20 21 22 23 24 25 19 20 21 22 23 24 25
26 27 28 2 30 1 2 26 27 28 2 30 1 2
3 4 5 8 7 8 9 3 4 5 8 7 8 9
Figure 8

5. Click Export Events.

6. A file download box will appear. Choose whether you would like to Open or Save.

7. When opened or saved, the calendar will be viewable in your operating system’s email
client.
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Printing a Calendar

Epsilen 2.0

1. Click the @ icon.

2. A screen will appear with your calendar.
3. Click Print Calendar (Figure 9).

Print Calendar Close

(GMT-05:00) Eastern Time (US & Canada)

Sunday Monday Tuesday Wednesday Thursday Friday Saturday
@ a2l o [3] Ay
o [5] o[6] o7 a[8 afa] . [1d o[l
a3 G| .14 .15 c.[1g o i3 .18
. [ig .26 Bl B3 .3 @ o.[B5
YT R4 .4 .9 BNET]
Figure 9

4. Choose your printer location and click Print (Figure 10).

Print Calandar Clasa
] & print ‘1|
Generdl | Options
Select Plinter
JRY ne 'y ~
=2 2
Add Printer Brother & Micrasoft XPS
MFC-9440...  [Z Document ... =
o
Status  Ready [ Pt to file
Location:
Comment Find Piinter.
Page Range
@a Number of copies:
o — o
Enter sither a single page number or a single .!
pags range. For example, 512

Figure 10
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Forums

Description

Use the Forums tool to post your ideas, topics, and questions for discussion and feedback.

Purpose

You can engage members by adding discussion topics or your feedback in Forums to stimulate
communication and encourage interaction among members.

Group Forum Discussions @ AN

Use this tool to manage your Forum Discussions for this group. You can add,edit,view and delete Forum Discussions.
b Add New Discussion
Does anyone have suggestions for topics we should NOT address within this group? ) | 5]

Posted by Chris Austin, Owner, On 5/4/2009 12:33:02 PM
Total Topic(s) 1 Total Reply(s) 1 Total Unread Reply(s) 1

1 think we're open to discussion about things we should NOT cover here. ...

What topics shall we cover? EREEI
Posted by Chris &ustin, Owner, ©n 5/4/2009 12: A
Total Topic(s) 1 Total Reply(s) 2 Total Unread Re

We can then create separate topics based on everyone's feedback. ...

Figure 1

Definitions
Search Forums allows you to search for Forum entries in this Group.

Add New Discussion allows you to add a new Discussion.

View Discussion: Clicking the name of a Discussion or the “4 button allows you to view the
Discussion and any Topics associated to it.

Edit: Clicking the = button allows you to edit a Discussion.

Delete: Clicking the 5] button allows you to delete a Discussion.
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Adding a New Discussion

To Add a New Discussion

1. Click the Add New Discussion button.
2. Complete the fields/choices as described in the following table:

Field Function

Discussion Title Enter a title for the Discussion.

Description Enter the Discussion content that members will post Topics and
Replies to. See “Using the HTML Editor.”

Notify me ... Select the “"Notify me when Topic is added to this discussion” option
if you would like to receive a Group Mail message when Topics are
added to this Discussion.

3. When you are finished filling in the information, click the Save button. You will be

returned to the Group Forum Discussions page where you will see a new entry for the
Discussion.

Figure 2 displays the Add Group Forum Discussion screen.

\‘Add Group Forum Discussion @

Use the below form to Add/Edit a Forum Discussion for this group.

Discussion Title: [What topics shall we cover?
Description:  ¢.... yote: Epsilen does not allow JavaScript. For security reasons, any content that resembles
JavaScript will be disabled.

ARATV I LDBRERBILZIIc =S N@ABRIQ=

i = = EE TimesMNewRoman - Sze - AW B T U ahe X X 83 A%

We can then create separate topics based on everyone's feedback.

HTHL QiPreview

[] Neotify me when Topic is added to this discussion.

S —

Figure 2
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Editing a Discussion

To Edit a Discussion

1. Click the = button for a Discussion.
2. Complete the fields/choices as described in the following table:

Field Function

Discussion Title Enter a title for the Discussion.

Description Enter the Discussion content that members will post Topics and
Replies to. See “Using the HTML Editor.”

Notify me ... Select the “"Notify me when Topic is added to this discussion” option
if you would like to receive a Group Mail message when Topics are
added to this Discussion.

3. When you are finished filling in the information, click the Update button. You will be
returned to the Group Forum Discussions page where you will see a modified entry
for the Discussion.

Figure 3 displays the Edit Group Discussion screen.

|‘ Edit Group Discussion @

Use the below form to Add/Edit a Forum Discussion for this group.

Discussion Title: \What topics shall we cover?

Description:

Flease Mote: Epsilen does not allow JavaScript. For security reasons, any content that resembles
JavaScript will be disabled.
5 [ 2 ] &5 @ You =
ATV sBEEBIL| I =22 @GS
=i = || Default Font Sloize AT -B 7 Uabex* X. A HES =

We can then create separate topics based on evervone's feedback.

HTML CLPreview

[ notify me when Topic is added to this discussion.

Figure 3
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Group Forum Topics

Figure 4 displays the Group Forum Topics screen.

| Group Forum Topics @ 4 Back | | AN
Use this tool to manage your Forum Topics for this group. You can add,edit,view and delete Forum Topics.

What topics shall we cover?

Posted by Chris Austin, Owner, BehNeem Last Post Date 5/4/2009 12:36:32 PM

Total Topic(s) 2 Total Reply(s) 2 Total Unread Reply(s) 2

We can then create separate topics based on everyone's feedback.

0 Hide Topic(s b Add Topic
Topic A ENEIE
Posted by Chris Austin, Owner, BehNeem Last Post Date 5/4/2009 12:36:32 PM

Total Reply(s) 2 Total Unread Reply(s) 2

There are a wide variety of opinions about Topic A... ...

Topic B EEIE
Posted by Chris Austin, Owner, BehNeem Created On 5/4/2009 12:46:41 FM

Total Reply(s) 0 Total Unread Reply(s) 0

1 believe many advocates of Topic A are staunch opponents of Topic B. If yvou agree, why do vou think this is; and if not,
why not? ...

Figure 4

Definitions
Search Forums allows you to search for Forum entries in this Group.

Add Topic allows you to add a new Topic to a Discussion.

View Topic: Clicking the name of a Topic or the “4 button allows you to view the Topic and
any Replies associated to it.

Edit: Clicking the = button allows you to edit a Topic.

Delete: Clicking the 5 button allows you to delete a Topic.
Hide Topic(s) allows you to hide the Topics associated to a Discussion.

Show Topic(s) allows you to show the Topics associated to a Discussion.
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Adding a Topic

To Add a Topic

1. Click the Add Topic button.
2. Complete the fields/choices as described in the following table:

Field Function

Subject Enter a subject/title for the Topic

Topic/Question Enter the content for the Topic you are posting. See “Using the
HTML Editor.”

Notify me ... Select the “"Notify me when Reply is added to this topic” option if you
would like to receive a Group Mail message when Replies are added
to this Topic.

3. When you have finished filling out the information, click Save. You will be returned to
the Group Forum Topics page where you will see a new entry for your Topic.

Figure 5 displays the Add Group Topic screen.

| Add Group Topic @

Use the below form to Add/Edit a Forum Topic for this group.

Subject: [Topic A

Topic uestion:
pic/Q Flease Note: Epsilen does not allow JavaScript. For security reasons, any content that resembles

JavaScript will be disabled.

AR AT iR ERBIL I =25 1EABIAS

i= 12| i E= | Times MewRoman = Size vévaffv B 7 U ghe X' X. i% i%

There are a wide variety of opinions about Topic A. ..

EIHTML Q. Preview

[] Motify me when reply is added to this topic.

] —1

Figure 5
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Editing a Topic

To Edit a Topic

1. Click the = | button for a Topic.
2. Complete the fields/choices as described in the following table:

Field Function

Subject Enter a subject/title for the Topic

Topic/Question Enter the content for the Topic you are posting. See “Using the
HTML Editor.”

Notify me ... Select the “"Notify me when Reply is added to this topic” option if you
would like to receive a Group Mail message when Replies are added
to this Topic.

3. When you have finished filling out the information, click the Update button. You will be
returned to the Group Forum Topics page where you will see a modified entry for your
Topic.

Figure 6 displays the Edit Group Topic screen.

\_ﬁ Edit Group Topic @

Use the below form to Add/Edit a Forum Topic for this group.

Subject: Topic A
Topic / Question: Pleass Note: Epsilen does not allow JavaScript. For security reasons, any content that resembles
JavaScript will be disabled.

SRAViibaEEBIS I =S NEABIRS
= i= | ££ ££ | DefaultFont sz cACW-B T U e x XA ESEE

There are a wide variety of opinions about Topic A...

EIHTML CiPreview

[] Notify me when reply is added to this topic.

Figure 6

Page 45 of 85 Version 1.0
Manual 2.0 Published 5/04/09



ePS| L N Epsilen 2.0

Group Forum Replies

Figure 7 displays the Group Forum Replies screen.

| Group Forum Replies @ 4Back | | AN
Use this tool to manage your Forum Replies for this group. You can add,edit,view and delete Forum Replies.

Topic A

Last posted by Chris &ustin Created On 5/4/2009 12:15:49 AM

There are a wide variety of opinions about Topic A...

E3 RE:Topic A (Unread) =M=
Last posted by Chris Professional , Member, demo, Posted on 5/4/2009 7:36:51 AM
E3d RE:Topic A (Unread) =M=
Last posted by Chris Professional , Member, demo, Posted on 5/4/2009 12:36:32 FM
Figure 7
Definitions

Search Forums allows you to search for Forum entries in this Group.
Add Reply allows you to add a new Reply to a Topic.
Unread: This designation appears next to any reply which you have not yet opened.

Show/Hide Reply: Clicking the plus/minus button next to a Reply title will show/hide the
Reply content.

Read all Reply(s): Clicking this link opens all replies in a thread (on the current page).
Edit: Clicking the = button allows you to edit a Reply.

Send: Clicking the 4 putton allows you to send a Group Mail message to the author of the
reply (or to other Group members if desired).

Delete: Clicking the 5] button allows you to delete a Reply.

Print: Clicking the = button allows you to print a Reply.
Hide Reply(s) allows you to hide the Replies associated to a Topic.

Show Reply(s) allows you to show the Replies associated to a Topic.
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Adding a Reply

To Add a Reply

1. Click the Add Reply link for a Topic.
2. Complete the fields/choices as described in the following table:

Field Function

Subject Enter a subject for this Reply.

Reply Enter the content for this Reply. See “Using the HTML Editor.”

Attach a Reply... Check the box to attach a file to this reply.

Notify me ... Select the “"Notify me when a Reply is added to this reply” option if
you would like to receive a Group Mail message when Replies are
added to this Reply.

3. When you have finished filling out the information, click the Save button. You will be
returned to the Group Forum Replies page where you will see a new entry for your
Reply.

Figure 8 displays the Add Group Forum Post screen.

\4 Add Group Forum Post

Use the below form to Add/Edit a Forum Reply for this group.

Subject: RETopic A
Reply: e
Please Note: Epsilen does not allow JavaScript. For security reasons, any content that resembles
JavaScript will be disabled.
2 " @ = ~ i Yo =
e AV i bBRREBIL|IIc =2 N@ABINE

i= | =

[ Default Font ‘v]r Size -v!évay' B I Uake X* X. 44 A = =

I am very pro-Topic A, but I would be interested in hearing from those who are against it

EIHTML CLPreview

Attachment: [] I would like to attach a file to this reply
[7] Notify me when reply is added to this reply.

save J Cencel|

Figure 8
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Editing a Reply

To Edit a Reply

1. Click the =" | button for a Reply.
2. Complete the fields/choices as described in the following table:

Field Function

Subject Enter a subject for this Reply.

Reply Enter the content for this Reply. See “Using the HTML Editor.”

Attach a Reply... Check the box to attach a file to this reply.

Notify me ... Select the “"Notify me when a Reply is added to this reply” option if
you would like to receive a Group Mail message when Replies are
added to this Reply.

3. When you have finished filling out the information, click the Update button. You will be
returned to the Group Forum Replies page where you will see a modified entry for
your Reply.

Figure 9 displays the Edit Group Forum Post screen.

|‘ Edit Group Forum Post @

Use the below form to Add/Edit a Forum Reply for this group.

Subject: |RE:Topic A
Reply: .
Please Note: Epsilen does not allow JavaScript. For security reasons, any content that resembles

JavaScript will be disabled.

SRAY L LBAERESL I =23 NEABOI2S

[ Default Font [wl(size  W]A-P-B 7 Uabex X {40 E =

Tam very pro-Topic A, but I would be interested in hearing from those who are against it!

HTHL CLPreview

Attachment: [] T would like to attach a file to this reply
[T Motify me when reply is added to this reply.

Update | Cancel|

Figure 9
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Searching the Forums

To Search the Forums

1. Enter a value in the Search field in the top right corner of the page.

2. Click the ~* button. You will see a list of Forum entries that match what you are
searching for.

Figure 10 displays the Group Forum Search screen.

{ Group Forum Search @ 1 Back | ftopic Q,

Use this tool to search Forums in this group.

Found In: Topic

Topic B 100%
I believe many advocates of Topic A are staunch opponents of Topic B. If you agree, why do you thin ...
Fosted by Chris Austin ner, Behleem
Posted on 5/4/2009 12
Found In: Topic
Topic 71 75%
1 think Taopic Z falls outside the boundaries of this group.
Posted by Chris I, Member, demo
Fosted on 5/4/2009 13 PM
Found In: Topic
Topic A 75%
There are a wide variety of opinions about Topic A...
Posted by . BehNeem
Posted on 5/4/2 LN
Found In: Reply
RE:Topic A 50%:
I am very pro-Topic A, but I would be interested in hearing from those who are against it!
Posted by Chris
Posted on 5/4/200%
Figure 10
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Group Mail

Description

Group Mail is the home page to manage your preferences for handling all mail or messages
within a Group.

Purpose

The Group Mail tool allows you to manage your messages so you can create, send, forward,
review, move, archive, or delete at your convenience.

@ Wiki Group Mail || Archived | Sent F Send a New Message

K2 Calendar

Select: Read | Unread Delete Selected | Archive Selected | Mark as Read | Mark as Unread Sort by . ¥

= Forums v

H From Subject Received Date Action

Chris Austin User Manuals, V... 4/7/2009 7:41:55 PM a&s s
Qwner
BehNeem

'3 Group Mail =

Dm

= Drop Boxes 4
# Chat O

h Take Notes

Chris Austin Epsilen Version... 4/3/2009 12:58:43 PM S-S
Owner
BehNeem

Chris Austin Epsilen Version... 3/20/2009 7:58:37 AM SN-=1
Owner

@ Help FAQ O
e BehNeem

ﬁ(}pﬁons

—_
=1 Exit Group ¥ m
Chris Austin Epsilen Version... 3/2/2009 3:29:59 PM a&s %

D m Owner

BehNeem

Chris Austin Epsilen Version... 3/12/2009 4:24:02 PM EW-N=11E
Owner
BehMeem

@ Log Out of Epsilen

Figure 1
Definitions

Send Mail / Send a New Message allows you to send an email to members of the group.
Archived allows you to store any messages you have chosen to move off the “All Mail” tab.

Sent allows you to review the messages you have previously sent from this group.

Archive: Check multiple messages and click the Archive Selected link, or click the  button
for one message to move messages from the current tab to the Archived tab.

Unarchive: Check multiple messages and click the Unarchive Selected link, or click the 4
button for one message to move messages from the Archived tab to the tab it originated from.

Delete: Check multiple messages and click the Delete Selected link, or click the 5] button to
delete one or more messages. The message(s) will be permanently deleted, both from your
Epsilen Mail box and any other Mail tool (e.g. Group Mail, Group Mail)

Mark as Unread: Check one or more messages and click the Mark as Unread link to mark
them as unread (bold text).
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Mark as Read: Check one or more messages and click the Mark as Read link to mark them
as read (normal text).

Move All Read: Click the Read link to select all messages that have been read. These
messages may all be archived, unarchived, deleted, etc. using the directions above.

Move All Unread: Click the Unread link to select all messages that have not been read.
These messages may all be archived, unarchived, deleted, etc. using the directions above.

Sorting: To change message sorting: Use the “Sort by” drop-down menu to make a selection.

a.

b.
C.

d.

“From” presents the messages in alphabetical order by first name of the
sender.

“Subject” presents the messages in alphabetical order by the subject.

“Date” presents the messages in reverse chronological order, with the newest
message at the top. (This is the default sorting presentation.)

“"Read” presents all unread messages in reverse chronological order, with the
newest message at the top, followed by all read messages in reverse
chronological order.

Add To Network: To add a sender to one of your networks:

1.

2.
3.

4.
5

Find the message from the person you would like to add.

Click &,

A new “Add Person to Network” window will open. Check the box next to any
network to which you would like to add the selected person.

Click “"Add in Selected.”

Click “Close Window.”

Navigate Message Pages: To navigate multiple pages of mail messages:

1.

The lower right-hand side of the box displays a series of buttons: “First”,
“Previous”, a numbered series reflecting the current number of pages, “"Next”
and “Last.” Page 1 is the default page you reach when first accessing Group
Mail, and presents the five most recent messages (unless you use the sort
menu to change the presentation). The button for the current page is
highlighted.

You can click either "Next” or the next numbered button in sequence to
progress through the pages... and click the numbers in reverse order to
backtrack (which can also be done by clicking “Previous”).

Clicking “First” will take you to the starting/default page, while clicking “Last”
will take you to the other end of the list of messages.

An option to pick a given page also appears at the lower left-hand side of the
box. For example, if the display says “Page 1 of 4”, and you want to see the
messages appearing on Page 3, you can change the page number to “3” and
click *Go.” (This is equivalent to clicking the “3” button from the lower right-
hand side options.)

Manual 2.0
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Sending a New Message

To Send a New Message

1. Click Send New Mail from the left navigation menu or send a new message from the
main body of the Group Mail page.
2. Complete the fields/choices as described in the following table:

Field Function

To Select "Member” to send this message to all active group members, or
select each member to send this message to.

Subject Enter a subject for this message.

Message Enter the message. See “Using the HTML Editor.”

3. To attach a file, click Add Attachment(s) to open the Attach File popup page. You
may upload three files and select three existing files from your Files/Folders at a time.
Click Attach Now to complete the file attachment process.

4. Click Send to send the message. You will remain on the Send Group Mail Message
page with a message stating that your message was sent successfully.

Figure 2 displays the Send Group Mail Message screen.

| ®

To: [ Member

" sarah p il

M acinda 5

I Kewin D
|

Subject: |
Message: Please Mote: Epsilen does not allow JavaScript, For security reasons, any content that resembles JavaScript will be
disabled. (7
SRAY I BRERH IS I |[=50 £

TimesHewRoman + Size ~ A -3+ B 7 U abe xX* X £ A%

EIHTML QiPreview

Attachment:

Please MNote: Message attachments are kept for only & months

Figure 2
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Viewing a Message

To View a Message

1. Click on the subject link or the “% button for a message.
2. You will see the body of text, along with any included attachments. Several options
appear below the message:

a. Grade allows you to grade the sender of a message.

b. Reply allows you to respond to the sender, and to include additional
recipients. (Any original attachments are not included in your reply
message.)

c. Forward allows you to send the message to other recipients. (Any original
attachments will be included in your forwarded message.)

d. Delete allows you to delete a message.

e. Back allows you to return to the Group Mail page.

Figure 3 displays the Group Mail Message screen.

| @
From: ;
Instructor

To: Sarah ]
Subject: Test Attachment
Date: 1/1/2009 11:49:41 AM

Attachment: B =]

Flease Mote: Please note that message attachments are only kept for & months, Download to save important attachments,

Test Attachment

| Grade ” Reply ” Forward ” Delete ” Elackl

Figure 3
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Downloading an Attachment

To Download an Attachment

Option 1

1. Click on the attached filename link or the =l button for an attachment.
2. Click Open to open the document on your computer, or click Save to save the file to
your computer.

Option 2

1. Click on the = button for an attachment.

2. On the Import Attachment popup page, click the Download To My Computer
link.

3. Click Open to open the document on your computer, or click Save to save the file to
your computer.

Figure 4 displays the Import Attachment screen with File Download popup.

I ))

Please choose to either download the attachment to your computer or to save the
attachment to a folder in your Epsilen files.

File Download x|

Do you want to open or save this file?

&Tf‘ j MName: My Cutling, docx
Type: Microsoft Office ‘Word Docurnent

From: 207.191,224.72

Open Save | Cancel I

Wwhile files from the Internet can be useful. some filez can potentially
harm pour computer. |f you do nat trust the source, do not opern or
save this file. \What's the risk?

Figure 4
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Replying To/Forwarding a Message

To Reply To/Forward a Message

1.

Click the Reply button to send a reply back to a message sender, or click Forward to
send a message to other group members.

Check the box next to each recipient in the To list or select *"Member” to send this
message to all group members.

Modify the Subject and Message of the message (see “Using the HTML Editor”).

To attach a file, click Add Attachment(s) to open the Attach File popup page. You
may upload three files and select three existing files from your Files/Folders at a time.
Click Attach Now to complete the file attachment process.

Click the Send button to send the message.

Figure 5 displays the Send Group Mail Message screen for sending a Reply.

To: 7 Member
V¥ sarah p i’
[T Jacinda s
[T KevinD

— =

Subject: |RE: Test

Message: Flease Mote: Epsilen does not allow JavaScript, For security reasons, any content that resembles JavaScript will be

disabled.

SR AV iR RBIL I & =
Times NewRoman » Size = A%+ B 7 U ahe X X, 53

>

B =

From: Sarah P
Subject: Test
Date: 1/1/200% 114941 AW

Test

[Briarmall EHTHL 4 Preview
Attachment:
Please Mote: Message sttachments are kept for only & months
Figure 5
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Drop Boxes

Description
The Drop Box tool provides members with a repository for resource files.
Purpose

Use the Drop Box tool to add, view or download files that are available to all Group members.

[ Drop Boxes @

Use this tool to create and manage Drop Boxes for members to upload their files. MNew Drop Box Add File

¥ New Drop Box b Add File

Drop Box Description Files Action

=2 Winter 2008 Program Files Files r@TIa.ted to the Winter 2008 Program... Eesad more 3 (_‘Q 7 [&
about Winter 2008..

= Summer 2009 Program Files Files re_Iated to the Summer 2009 program... Read more a eElE]
about Summer 2009..

| Spring 2009 Proaram Files Files re_latgd to the Spring 2009 program... Read maore 4 e\EIE
about Spring 2009..

= public Files Use this Dr.opt.nox to add files you want s... Read more a &y [

- about Public Files..
—| General Files General File Drop Box 0 Q)|
Figure 1
Definitions

New Drop Box allows you to add a new Drop Box.

Add File allows you to add a new file to any Drop Box.

View Drop Box: Clicking the name of a Drop Box or the 4 button allows you to view the files
in a Drop Box.

Read More: Clicking the Read More ... link allows you to read a full description of a Drop Box.
Edit: Clicking the = | button allows you to edit a Drop Box.

Delete: Clicking the i+ button allows you to delete a Drop Box.
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Adding a New Drop Box

To Add a New Drop Box

1. Click the New Drop Box button.

2. Enter a Name for the Drop Box.

3. Enter a Description to distinguish the purpose of this box from the other Drop Boxes in
the Group.

4. When you are finished filling in the information, click the Add button. You will be
returned to the Drop Boxes page where you will see a new entry for the Drop Box.

Figure 2 displays the Add Drop Box screen.

| Add Drop Box @

Enter the Drop Box name and description, and then click Add.

Name: |Summer 2009 Program Files

Description: |Fjles related to the Summer 2009 program|

[ p—

Figure 2
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Editing a Drop Box

To Edit a Drop Box

1.
2.
3

4.

Click the =" | button for a Drop Box.

Update the Name for the Drop Box.

Update the Description to distinguish the purpose of this box from the other Drop
Boxes in the Group.

When you are finished updating the information, click the Update button. You will be
returned to the Drop Boxes page where you will see a modified entry for the Drop Box.

Figure 3 displays the Edit Drop Box screen.

Edit Drop Box @

Edit this Drop Box by giving it a new name and/or description, and then click "Update".

Description: |Fjles related to the Summer 2009 program.

EE

Name: [Summer 2009 Program Files

=

v

Figure 3
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a File

To Add a Fi

le

1. Click the Add File button.
2. Complete the fields/choices as described in the following table:

Field

Function

Drop Box

Select a Drop Box in which this file should be added.

File: Upload New

placed in your Files/Folders and linked within this Drop Box.

File: Select

Existing Select the "I want to transfer a file from My Epsilen files and click
the Select Existing button to select a file from your Files/Folders.
The file will remain in your Files/Folders and linked within this Drop

Box.

Description

Enter a description/explanation for the file.

3. When you have finished filling out the information, click the Add to Drop Box button.

You

will be returned to the Drop Boxes page.

Figure 4 displays the Add File screen.

l

Add File @

Upload a file from your computer or select an existing file from vour files/folders, enter a description of the file, and then
click Add to Drop Box.

n your Epsilen Account and simply

/ou are uploading the file to your personal
ur My Files/Groups/* folder

hox.By default, files uploaded here get put in

Drop Box: | Summer 2009 Program Files +

File: @ upload New file
(O Select Existing File

o

Description: @
s oo

Figure 4
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Viewing a Drop Box

Figure 5 displays the Drop Box screen.

Drop Box:Winter 2008 Program Files @

View, download, send or delete the files in this Drop Box. To add a file to this Drop Box, click "Add File".

* Add File |41 Back

Description
“hris Austin im| Chat transcripts 6.41 kb 5/4/2009 ¥ [og |
m QOwner Excerptsfromcha... 8:24:56 AM
BehMeem
Chris Austin = Wimba user 1254.01 kb 5/4/2009 ¥ (o9 [T
m Owner LC UserManual N... manual 8:24:11 AM
BehNeem
Chris Austin Wl flash cards.doc  Flash cards that 5043.53 kb 5/4/2009 ¥ | Cg | it
m owner could be used... 8:23:03 AM
BehNeem Read more about

flash cards.doc

Figure 5

Definitions

Add File allows you to add a new file to any Drop Box.
Download File: Clicking the name of a file or the L button allows you to download a file.

Send File: Clicking the 4 putton allows you to send a file as an attachment to an Epsilen Mail
message to someone.

Remove File: Clicking the > button allows you to remove a file from a Drop Box. However,
removing a file does not delete the file from the Files/Folders of the member who uploaded it.
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Chat

Description

The Group Chat is a tool for users to communicate online in real time in an instant message
type of environment. Each Group Chat is recorded and archived.

Purpose

The Group Chat tool allows users to correspond quickly and gain immediate feedback to
comments or questions, with an archived record of participation.

The Chat page is displayed in Figure 1.

ﬁﬂﬂ IIFnrums vl Search I

Switch to Group || | Exit Group | Log Out

@ Home - Groups

a8 About 3 My group @

ﬂ Announcements

% Members v Please note: this chat is being recorded & archived
(F Misty.McKee joined on 4/2/2009

v Wiki 11:41:00 AM{GMT-05:00) Ezstern Time (US & Canzds)
Active Users
KR Calendar Within the I35t 5 min.
W 5 B

'm Forums

Misty.McKee

@ Group Mail BehNeem

= Drop Boxes
# Chat

£* Group Website

\- Take Notes
@ Help FAQ
#~ Show/Hide Tools

% custom Tools

& options
.‘ J¥ Y pIYIYHIwy

SEND |
=1 Exit Group

i @

U Log Out of Epsilen

Figure 1

Definitions
Send allows you to add a message to initiate or continue a group discussion.

Active Users are users who are currently logged into the chat room, and have made a
contribution within the preceding 5 minutes.

Inactive Users are users who are currently logged into the chat room, but have not made a
contribution within the preceding 5 minutes.

Emoticons (a/k/a “"Smileys”) can be placed into a message to provide a shorthand
comment regarding the user’s mood (happiness, anger, confusion, etc.).

Pause: Clicking the button allows you to suspend receiving chat text.
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Search: Clicking the @ button allows you to check the chat archives. (Please note that
comments appear in the archive approximately 10 minutes after entry.)

Participating in Chat

To send a message:

1. Enter your text (up to 250 characters) in the text entry window (beneath the
emoticons).

2. Click Send.

3. Your text will appear in the chat window, along with the time of entry.

To pause:

1. Click the ™ button.

2. This will change the appearance and function of the button to play ('9'). Click the
button again to resume.

To check the archive:

Click the 3 button.
Enter the desired text in the entry window and click Search.
Any occurrences of the entered text will appear highlighted.

The archive may also be printed using the = button.

N WN R
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Group Website

Description

The Group Website options include the ability to upload a Group Logo, as well as to add
Welcome Notes and QuickLinks for visitors to the Group’s public page.

Purpose

The Group Website options allow you to customize the Group settings for
branding/identification purposes.

1. You can provide your own Group Logo to identify the group by clicking on Group Logo
(Figure 1).

</ /arp/ Switch to Group ¥ | | Exit Group | Log Qut

i@ Home - G s
3 N
AB Ahour Group Page @

B Announcements

. Use this tool to customize this group’s public Web site. You can add a logo that appears on the right side of the site, add
your own custom content, and provide a list of Web site links for visitors. Select a tool from the list below or from the
(@ Wiki 3 menu on the left to continue.

24 Members

KB Calendar
Group Logo
i Forums N Change the logo image that appears on the top left of the Group Website.

@ Group Mail [l Welcome Note Content

Add your own custom content to the home page of the group website.
1 Drop Boxes 4

- = Quick Links

 Chat Provide a list of webiste links for your visitors on the home page of the group website.

 Group website

Logo
[ welcome Notes

& QuickLinks

Figure 1

2. If you have a Current Logo, you can remove it by clicking Delete (Figure 2). To add a
new Logo, click Browse and find the existing file within your computer and click Open.
The file location will appear and then click Upload New Logo.

ePsIL )
http://www.

://www.epsilen.com/qrp/091919 Switch to Group ¥ | | Exit Group | Log Out
Welcome Misty McKee to My group

©NVIRONMENT

{8 Home - Groups

& 5
AR Group Logo @

B Announcements

. Add a group logo to your public group page. For best results, the logo image should be 3 .Gif or .Jpg image and no larger
than 150 pixels wide and 160 pixels tall. If the image you upload is larger than 150x160, the image will be resized by

(t‘, Wiki N Epsilen. Transparent images will not remain transparent. It is best to set the backaround color of your image to White.

KR Calendar Current Logo: No Logo
= Forums . New Logo: |C:\Documents and Settings\mmcke|_Browse
@ Group Mail . Upload New Logo

v

1 Drop Boxes

24 Members

# chat

{» Group Website

‘ Take Notes

@ Help FAQ
#~ Show/Hide Tools

Figure 2
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3. The new Logo will appear in the upper left hand corner of the group page (Figure 3).

Forums VI Search I

Group Search

http: .epsilen.com/arp/091919 Switch to Group || | Exit Group | Log Out
Welcome Misty McKee to My group

i Home

A Group Logo @

B annou

Add a group logo to your public group page. For best results, the logo image should be 3 .Gif or .Jpg image and no larger
than 150 pixels wide and 160 pixels tall. If the image you upload is larger than 150x160, the image will be resized by
({E Wiki Epsilen. Transparent images will not remain transparent. It is best to set the background color of your image to White.

Current Logo: (ﬂ Delete
= Forums 00 -

% Group Mail New Logo: Browse..
=1 Drop Boxes R Click Browise. . to seloct Loga image]

# Chat

2% Memb

* Group website
\ﬂ Take Notes

@ Help FAQ

Figure 3

4. Click Add Welcome Note to display a message on the group’s public page (Figure 4).

Group Forums v ] searcn |
:Cé: http://www.epsilen.com/arp/051919 Switch to Group ¥ | Exit Group | Log Out

Welcome Misty McKee to My group

& Home

A About
A Abou Welcome Notes @

B Announ
& Membe Use Welcome Notes teo create custom content for your group’s public page.
- SIS Note: Click and drag a row, up down to change the display order.

& wiki
&2 cal

Available Welcome Notes + Add Welcome Note

- There are ne Welcome Nates available for group’s public page.
=

@ Group Mail
= Drop Boxes
# Chat
E’ Group Wel
7 Logo
(i welcome Notes

@ QuickLinks

Figure 4

5. Use the HTML editor to create a Welcome Note and click Save (Figure 5).

Use Welcome Motes to create custom content for your group’s public page.
Note: Click and drag a row, up down to change the display order.

£ wiki
Title: (Welcome alll N Show Title
KR Calendar | ‘
Content: pjease Note: Epsilen does not allow JavaScript. For security reasons, any content that resembles JavaScript will be
Forums disabled. ()

@ Group Mail SeamviioBERBIL|Ie =2ENE@EBIQ

=1 Drop Boxes TimesNew Roman = Size + A~ B I U abe X X, 8 fn =

# Chat Hello, and welcome to our Group. Ihope you enjoy yourself.
G
¥ Group V Thanks

J Logo

(i welcome Notes

@ QuickLinks

\ﬂ Take Notes

ETHTML Q:Preview

@ Help FAQ
/ Show/Hide Tools
'.Yﬁ Custom Tools

J& options

Figure 5
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6. To add a QuickLink, create a Title and add the Link/URL that you would like to
display on the group’s public page and click Save (Figure 6).

Group Seﬂrch for: m Forums vl search

‘?E http://www.epsilen.com/arp/091919 Switch to Group ¥ | | Exit Group | Log Out
. Welcome Misty McKee to My group

& Home

i About

[ Add/Edit Group QuickLinks @

B Announcements
8 Members Use QuickLinks to provide a list of Web site links to visitors of your group’s public page.
. EMBErS Note: Click and drag a row, up down to change the display order.

£ wiki
KR Calendar

Title: |Yahoo I

& Forums Link/URL: |http:// | [aw yahoo com r

Save | Cancel
% Group oo |

=1 Drop Boxes

# Chat

J Logo

£ Welcome Notes

& QuickLinks

Figure 6

7. Once the link has been saved, more QuickLinks can be added. To edit or change an
existing QuickLink, click Edit (= ) or Delete ( Iﬁ) (Figure 7).

Group Searchl In Forums v || search | .

Switch to Group || | Exit Group | Log Out

& Home - Groups

4 About

[ Group QuickLinks @

Use QuickLinks to provide a list of Web site links to visitors of your group’s public page.

PLEEE Note: Click and drag a row, up down to change the display order.

£ wiki
KB Calendar

| @ Quick Link saved successfully. ‘

. . . » Add Quick Link
& Forums Available Quick Links L

@ Group Mail le Actions
Yahoo il

S smes http://www.yahoo.com

# Chat

£ Group

J Logo
£ welcome Notes

& QuickLinks

Figure 7
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Take Notes

Description

The Group Notes (or Group Take Notes) tool is an online Group notebook, and each Epsilen
member is provided by default a Take Notes file upon joining a Group. Entries in a Group Take
Notes file may be edited, sent, or deleted; however, Group Notes must be created within the
Group before they appear on your personal ePortfolio.

Purpose

Creating a Group Take Notes file allows you to make note entries from lectures, chats, assigned
readings, or other lesson activities. You may edit, send, or delete a Group Take Notes file.

ISwitchtn Take Nate j

IF'hysn:s

Please MNote: Epsilen does not allow JavaScript, For security reasons, any content that resembles JavaScript will be
disabled, (@)

SRV I iEBRAEREBREISZIIe=os DEABRO OS]
Times Mew Roman = Size w é'ag)' B 7 U ake X X. 54 4%
1172009 11:3842 AM

[[TE
i

11

I

)

U}

ki

L]

Wy Course MNotes for Physics.

1/1/2009 11:3%:03 AN

EIHTML CLPrevien Words:11 Characters:50

Figure 1

Definitions

Switch to Take Note allows you to modify the Notes you have created for any Course, any
Group, or within the Take Notes tool of your personal ePortfolio. You can also change to My
Journal and create your own thoughts (not necessarily group related).

Send allows you to send your Notes to another Epsilen member.

Export allows you to export your Notes to an HTML, Microsoft Word or PDF document and save
it to your computer.

Forward allows you to send your Notes to your designated email address or cell phone.
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Saving Group Notes

To Save Group Notes

1. Click the Group Take Notes button in the left menu to open the Take Notes popup

page.
2. Complete the fields/choices as described in the following table:

Field Function

Title You may edit the title of your Group Notes or leave the title as the title of
the Group.

Content Enter your notes. See “Using the HTML Editor.”

3. When you have finished filling out the information, click the Save button. You will
remain on the Group Take Notes popup page where you will see a new entry for your
new Note.
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Sending Group Notes

To Send Group Notes

1. Click the Send button.

2. Enter criteria to search for and click the Search button. You will see a list of Epsilen
members that meet your search criteria.

3. Click the “# button to the right of a member to send your Group Notes to that member.

Figure 2 displays the Take Notes: Send Notes screen.

Search for an Epsilen community member to send the selected notes too.

Selected Notes: Software testing

First Name: |ali Last Name: [jafari

Account Type: Title:

=
Founder and Chief Technology Architect

iupui
Figure 2

Exporting Take Notes

To Export Group Notes

1. Click the Export button.

2. A pop-up window with the Export Notes screen will appear. Click Export to HTML or
Export to Word to open or save the file type of your choice.

Figure 3 displays the Export Notes screen.

| ExportToHTML ||  ExportToWord

Selected Notes: Software testing
Date: 4/22/2009 6:07:31 PM

4/22/2009 6:00:19 PM

Remember to ask Steve about other options for implementing screenshots.

Figure 3
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Forwarding Take Notes

To Forward Group Notes

Click the Options button in the left-side menu.
Click the Take Notes Forwarding tab.
Enter your desired address in the Forward to Email field.
Check the Enabled box under Email Status.
Click Save.
To Forward to Cell Phone, click Configure.
a. Check the Forward box.
b. Select your Service Provider from the drop-down menu.
c. Enter Your Cell Number.
d. Check the box related to the message regarding receipt of text messages on your
mobile device.
e. Click Save.
7. Click Take Notes in the left-side menu.
8. Click Forward.
9. The Take Notes page will refresh to indicate that your note was forwarded successfully.

Uk whE=

Figure 4 displays the Take Notes Forwarding tab of the Options page.

| ®

Select an option/category below.

Here you may enable Take Notes Mail forwarding to your email address or cell phone.

Group Take Notes caustin@epsilen.com ) [“IEnabled

Figure 4
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Help / FAQ

Description

Use the Help / Frequently Asked Questions tool to request help from the Help Desk or to
search for answers to questions that other Epsilen users have asked previously when they
needed assistance. If after searching the FAQs you don't find the answer to your question,
please go to the Help Desk to request more help.

Purpose

By accessing the Help / Frequently Asked Questions, you will find that the Epsilen Team is
dedicated to helping you navigate within the Epsilen Environment so you can use its tools to
achieve maximum utilization.

| @

Use this tool to find help with using the Epsilen Environment. Use the search to find answers to specific questions like
How do I change my password?,

Search FAQ for: | [ searcn || showan || showTap 10

[Ex: How do I change my passward?)
™ Search related FAQ's

Can't find an answer? Contact the with your guestion,

Figure 1

Definitions

Search: Enter a value in the Search FAQ for textbox and click the Search button to locate
Frequently Asked Questions which directly relate to the problem you need help with.

Show All: Clicking the Show All button allows you to see a full list of all Frequently Asked
Questions.

Show Top 10: Clicking the Show Top 10 button allows you to see the Top 10 most
Frequently Asked Questions.

View: Clicking the “4 button allows you to view a Help/FAQ item and rate its usefulness.
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To View/Rate a Help/FAQ Item

1. Click the Help/FAQ Title link or the “4 button to open the View FAQ popup page.
2. When you are finished reading the help information, if you would like to rate the
Help/FAQ item, complete the fields/choices as described in the following table:

Field

Function

How useful was this
information?

Select an option from the list to indicate how helpful the Help information
was to you. Options: not useful, somewhat useful, useful, very useful,

extremely useful.

Comments

Enter a comment about how helpful the Help information was for you.

3. When you have finished filling out the information, click the Submit Rating button. You
will remain on the View FAQ popup page with a message thanking you for your rating.

Figure 2 displays the View FAQ screen.

How can I disable the Weekly Report?

1. Login to Epsilen

2, Select Epsilen Mail > Options > Weekly
Report in the left menu

3. Uncheck the "Enabled" box, then Sawve

What is the Weekly Report?

The Epsilen Weekly Report is created
dynamically on a weekly basis and sent every
Saturday morning. It contains information
about activity within your Epsilen account,
such as visitors to your home page, new
groups created over the past week that you
may be interested in joining, other members
whao may have similar interests, and mare. By
default, each Epsilen member receives this
weekly Report until taking the above steps to
disable the feature,

Figure 2

How useful was this
information?

® 1 - nat useful

2 - somewhat useful
3 - useful

4 - very useful

5 - extremely useful

Corrurnents (if any)

-
[

Submit Rating

Manual 2.0
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Requesting Help from the Help Desk

To Request Help from the Help Desk

1. Click the Help Desk to open the Help Desk popup page.
2. Complete the fields/choices as described in the following table:

Field Function

Topic/Help Desk Select a Help Desk topic to help the support team better address your
needs.

Your Name Enter your name for identification purposes.

Your Email Address Enter you email address for identification purposes and to enable
communication from the support team.

Message Subject Enter a brief subject to summarize your issue.

Message Enter a message which explains the problem you are having and what you
need help with, including as much detail as possible.

3. When you have finished filling out the information, click the Send Message button. You
will remain on the Help Desk popup page with a message stating that your Help Desk
message was sent successfully.

Figure 3 displays the Help Desk screen.

Use this tool to send questions and comments to the help desk.

Topic f Help -
Desk: IF'Iease Select J *

*

Your Name: IJohn Smith

Your Email *

address: Ijuhnsmith@epsilen. edu

Your http://207.191.224 = fEpsilenClient/MyPortal/Public/Home.aspx?
ePortfolio: Prefix= johnsmithl

Messagel *
Subject:

Message: ;|*

Send Message

Figure 3
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Show/Hide Tools

Description

Use the Show / Hide Tools options by checking the box next to each tool you wish to display
within your Group. For example, you may want the Forums link to appear on the left menu of
your Group, so your members will have access to the Forums content. However, if you do not
want to use the Wiki tool within your Group, you would want to prevent the Wiki link from
appearing on the left menu.

Purpose

The Show / Hide Tools options simplify your left menu to display only those links you need.

% About [ Show / Hide Menu Tools @

B Announcements Show or hide menu tools by checking or unchecking them below.

2% Members »

@ i
...! Calendar About About the group

i Forums Announcements View group announcements

@ Group Mail Forums View forums

= Drop Boxes Group Mail View and send messages

 Chat Drop Boxes Wiew Drop Boxes and Files

£» Group Website Chat Chat

h Take Notes Wiki Wiki

© Help FAQ

#~ Show/Hide Tools

¥ custom Tools Show/Hide Features

Show or hide other group features by checking or unchecking them below.

¥ options
. Bishou Footprn

=1 Exit Group

@' Log Out of Epsilen

Figure 1

Showing/Hiding Tools/Features

To Show/Hide Tools

1. Check the box next to the name of each tool that you would like to use.

2. Uncheck the box next to the name of each tool that you would prefer not to use.

3. Click the Save button. You will see a message stating that your tool list was saved
successfully. Your left menu will refresh to display only those tools that you selected to
“Show”.

4. By checking Show Footprint and clicking Save, you and other members will be able to
view who has logged into the Group on the Group’s home page.
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Custom Tools

Description

The Custom Tools functionality provides an owner with the ability to add content (or links to
other websites) to supplement the other tools built into the Group.

Purpose

Use a Custom Tool to add content that is easily accessible to the Group members.

1. To add a Custom Tool, click Add Custom Tool (Figure 1).

fi About [ Custom Menu Tools @

B Announcements Edit, delete and rank your Custom Menu Tools. Add Custom Tool
2% Members | » Add Custom Tool
{ﬂ Wiki

KB Calendar

@ There are currently no custom teol items in this group.

s Forums

(.6 Group Mail

' Drop Boxes
 Chat

f’_" Group Website
h Take Notes

©@ Help FAQ

# Show/Hide Tools
ﬁ Custom Tools

¥ options

LIS Owner View

Figure 1

2. Name your tool by giving it a Title and Description (Figure 2). The Title is what will
appear on the newly created button appearing to Group members. The Description
appears to you on the Custom Tools page, so if you're creating multiple tools, be sure
to describe each in a distinctive fashion.

% About {Add Custom Menu Tool @

B Annou @l Create a custom menu tool by entering a title and description, 3 web address or custom content, and then click "Save”.
2% Members

£ wiki
KR Calendar

Title: Wikipedia

Description: (The sum of all human knowledge

= Forums

@ Group Mail

4
on: Pm@@EFABRHOAQHdedrd

Public: [ Display on public group page

= Drop Boxes

¥ Chat

E" Group Website

&1 would like this menu item to point to a web site
B Take Notes (21 would like to type in the content for this menu item

@ Help FAQ Web URL: ‘http:fﬂ‘ Iﬂlen.wklped\a.urg

#~ Show/Hide Tools

*f Custom Tools

ﬁ Options

"
L Owner View .

Figure 2
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3. Select an Icon to associate with your Custom Tool.

4. The Public option allows you to choose whether or not your custom tool will be viewable
on the Group’s public page. You can choose if you would like to enter a website’s URL
(Figure 3) OR enter content with the HTML editor (Figure 4).

Public: [¥]Display on public group page

@1 would like this menu item to point to 3 web site
1 would like to type in the content for this menu item

Web URL: | http:// [v] | |x

e | e

Figure 3

Public: Display on public group page
1 would like this menu item to point to a web site
1 would like to type in the content for this menu item
Content: Please Note: Epsilen does not allow JavaScript. For security reasons, any content that resembles JavaScript will be -
disabled.

SR AV I IDRAERRFRILZ/ I =2 I@ABORA=S|= S|

=

TimesNewRoman + Size + A~ ¥+ B I U abe X° X. &4 A%

EIHTML QPreview

[Soe T coce

Figure 4

5. Click Save.
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6. The newly created Custom Tool will now appear in the left side menu (Figure 5).

& About { Custom Menu Tools @

B Anno

Edit, delete and rank your Custom Menu Tools. Add Custom Tool
MNote: Click and drag a row, up down to change the display order.
't Wik
&% wika | » Add Custom Tool
R ey Description Public  Action

= s E——
-/ RO ® wikipedia The sum of all human knowledge Web URL ‘fes |i‘ |§|

@ Group Mail
= Drop Boxes
# Chat

1 Group Website

h Take Notes

.| Wikipedia

© Help FAQ
#~ Show/Hide Tools
¥ custom Tools

f.’a Options

i v
LIS Owner View v

Figure 5

7. To Edit the Custom Tool, click |£|. To Delete the Custom Tool, click |E|.
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Group Options

Description
The Options page includes a variety of tools to configure the Group settings.
Purpose

Owners may use the Options tools to adjust the group details, registration options, and
appearance of the Group. All Group members may use the Member Profile page to update their
personal information, and the Take Notes Forwarding to enable forwarding of any Take Notes
content.

Group Details (Owners only)

1. In this section, edit your Group information such as the Name, Description, and
Keywords and click Save (Figure 1).

|‘ Group Options @

Select an option/category below.

Group 1 Registration Public Change Group | Member || Take Notes Theme
Details Settings Addre: Ownership Profile Forwarding Settings
Edit your group's name, description and keywords, and then dick 'Save Changes'. (7
‘ @ Data Updated successfully
Name: My group =
Description: 4 place to talk about the group. [
Keywords: group, stuff @
(Please enter keywords separated by commas)
—
Figure 1
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Registration Settings (Owners only)

1. One of the following Registration options must be selected:

e Invite Only (must be invited by Group member with permission to manage the
roster)

e Invite and Request (users may send message to Owner to ask if they may
participate)

e Open to Everyone in Your Institution (all Epsilen members who are part of your
institution may enter)

e Open to All Epsilen Members (any Epsilen member may enter)

2. If you want the group to be hidden from non-members, check the box for Yes, this
group is a private group.

3. If you would like for your group to be eligible for institutional oversight (because your
group activities are directly tied to the institution), check the box for Yes, I would like
to submit this group for institution approval. The Institutional Administrator will
see your request in a queue, and may approve or reject the request.

4. Click Save.

\_) Group Options @

Select an option/category below.

Theme

Member || Take Motes h
Settings

Praofile Forwarding Message

Group ( Registration 1
Details Settings

i
bm

Change the registration settings for this group using the options below. (7

Registration: @ 1nyite Only
O Invite and Request
O Open to Everyone in Your Institution
) Open to All Epsilen Members
Private Group: [Tyes, this group is a private group. (@

Institutional Groups: [Jves, I would like to submit this group for institution appraval (2

=

Figure 2
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Public Web Address Options (Owners only)

1. You may personalize your group name by entering an alternate Address. (The originally

assigned group number address will be replaced with the text you enter here.) Click
Save when completed (Figure 3).

Please Note: This option is not shown if the group was marked as “Private” under
Registration Settings.

[ Group Options @

Select an option/category below.

Group Begi;trat\onl Public web ‘Cbangeﬁmup Member || Take Notes || Welcome Theme
Details Settings Address Options Ownership Profile Forwarding || Message || Settings

Once you set the alternate public Web address, you cannot change it. Please be absolutely sure that the address you
select is the address you wish to use. This address cannot be changed once it is set. ()

Default: hitp:/

ww.epsilen.com/qrp/091919

Alternate: |Misty's " Group

Save

Figure 3

Change Group Ownership (Owners only)

1. As a group owner, you can transfer ownership to anyone else in the group. To do so,
click on the icon to the left of the individual’s name that you would like to give

ownership (m). Click OK when are asked if you are sure that you want to change
owners (Figure 4).

Please Note: If you transfer ownership of the Group to a different member, you will no longer
see this tool offered (nor any of the other tools available to the Group’s owner).

[ Group Options @

Select an option/category below.

Group | Registration Public web

Change Group
Details Settings Address Options

Member || Take Notes | Welcome Theme
Ownership

Profile Forwarding || Message | Settings

To remove yourself as the owner of this group, select 3 group member to assign as the new owner. Please Note:
Once you remove yourself as the group owner, you will no longer have full rights to modify the content for this group.

Member Options

Misty McKee
Owng 3
B Windows Internet Explorer E‘

Chri =
o \":J v you s you wank to assign this member as the new oroup owner?

Beh

Figure 4
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Member Profile (All Group Members)

1. The Name from the Epsilen membership is displayed, but can be revised if the member
prefers to use a nickname, reflect a name change, etc.

2. The Email from the Epsilen membership is displayed, but the member can choose to
display an alternate address to the Group.

3. The Title with which the member was added to the Group is displayed, but can be
revised to more accurately reflect responsibilities in the Group (for example, Project
Leader, Program Coordinator, etc.).

4. All Pictures from the user’s Picture Manager in My Portal are displayed. Click the
Picture you want to display as your default in the Group.

5. Click Save.

Group Options @

Select an option/category below.

Group || Registration Change Group || Member | Take Notes || Welcome Theme
Details Settings Ownership Profile Forwarding || Message Settings
Edit your Member Profile for this group and dlick 'Save Changes'. ()
Name: Misty McKee I
Email: |mmckee@epsilen.com ™
Title: |Owner " ®
Picture: . /
Ll N
[¥IList me as a member on this group’s public home page @
[—
Figure 5
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Take Notes Forwarding (All Group Members)

Check the Enabled box under Email Status.
Click Save.
To Forward to Cell Phone, click Configure.

DWN R

Enter your desired address in the Forward to Email field.

Epsilen 2.0

a.

b.
C.
d

Check the Forward box.

Select your Service Provider from the drop-down menu.

Enter Your Cell Number.

Check the box related to the message regarding receipt of text messages on your

mobile device.

Click Save.

[ Group Options @

Select an option/category below.
Group || Registration Public web Change Group | Member ’Iake Notes ) Welcome Theme
Details Settings Address Options Oownership Profile Forwarding || Message || Settings
Here you may enable Take Notes Mail forwarding to yvour email address or cell phone.
Feature Forward To Email Email Status Forward To Cell Phone
Group Take Notes mmckee@epsilen.com - [FlEnabled Configure

Figure 6

5. To forward to your cell phone, click Configure (Figure 7). Complete all of your contact
information and click Save. Please Note: This page enables the forwarding only. You
must click forward on the Take Notes page to generate a message to be forwarded.

» Close Window

[ Message Forwarding to Cell Phone

This option allows you to configure message forwarding to your cell phone. Messages are
forwarded in text message form to your cell.

Message Type: Group Take Notes
Forward: []Enable Message Forwarding to My Cell Phone
Service Provider: | Select One 5

Your Cell Number: “(Arss Cods) *(Phane Number)

[ By checking off the box to the left, I agree that Epsilen is not responsible for any charges,
fees, taxes, damages, or penalties related to the receipt of text messages on my mobile
device.

Save

Figure 7
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Welcome Message (Owners only)

1. Use the HTML editor to create a Welcome Message for new members in your group.
Click Save when finished (Figure 8). Check the box to send it to new members.

Theme
Settings

Member || Take No
Profile || Forv

You can configure a welcome message for a newly-joined member. (2)

Message: ... o Epsilen does not allow JavaScript. For security reasens, any content that resembles JavaScript will be
dissbled.

SR ATV ILRARGEBIS I =S NEABO QS i
Default Font sz cA-WLB T U de X XA ESE

Hello new member!

Welcome to our group, where we will .

EHTML QPreview

[#]1 want to send this message to a newly-joined group member.

Figure 8
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Theme Settings (Owners only)

The Theme Settings may be set for the Group’s public web page here. (Please note that
users will see their own preferred Theme while logged into the Group; this theme only affects
the public page shown to visitors.)

1. Review the Themes that are currently available to use. Hovering your cursor over a
theme will show a larger sample image to help you decide.

2. Check the box below your selected theme.

3. Click Save.

Please Note: No Theme options are shown if the group was marked as “Private” under
Registration Settings.

{ Group Options @

Select an option/category below.

Theme |
Settings

Group || Registration Public Web Change Group | Member | Take Notes || Welcome (
Details Settings Address Options ownership Profile Forwarding || Message

Use the following tool to manage theme for your group public web site.

Figure 9
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Owner View

Description

The Owner View option allows the owner of a Group to view the Group not only from the
administrative perspective (by default), but also from the member perspective or the public
perspective.

Purpose

Use the Owner View tool to confirm that your Group content is appearing to members or to
public visitors exactly as intended.

1. Note Drop Boxes in the Owner View (Figure 1). The ability to Edit or Delete the
Drop Boxes which have been added to the Group is available, along with the ability to
add a New Drop Box.

% About

[ Drop Boxes @

B Announcements

- Use this tool to create and manage Drop Boxes for members to upload their files. New Drop Box Add File
£ Members

& wiki » New Drop Box | |k Add File
" Wiki
KA Calendar Drop Box Description Files Action
- This drop box is to warehouse the user m... Read more 7
= Forums [ User Manuals - Word about User Manuals.. 1o e
@ Group Mail This drop box is h th Read
[ User Manuals - PDE is drop box is to warehouse the user m... Read more s EElE]
i Drop Boxes = - about User Manuals..
- Use this Dropbox to add files you want s... Rsead more
New Drop Box nead more 4
a8 e about Public Files.. g 8
=) add File
[Zil General Files General File Drop Box 1 Ck E
# Chat
f’ Group Website
h Take Notes
© Help FAQ
¢~ Show/Hide Tools
Y% custom Tools
%% options
L Cwiner View v
-1 Exit Group
© Log Out of Epsilen
Figure 1
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2. By changing the status to Member View, you will see what other members see - just
the Drop Boxes, with no ability to delete or edit the existing boxes, or to add a new one
(Figure 2).

@ About

{ Drop Boxes @

B Announce
Below is a list of Drop Boxes that you can use to upload files. Add File

£% Members

|+ Add File
&% wiki -
£ Calendar Description Files Action
This drap box is to warehouse the user m... Read more ) (2 =)
= 5 (& User Manuals - Word — 10 & [&
' Forums - = about User Manuals.. adgs
% Group Mail .
[ User Manuals - PDF TP;\S drop box is tnlwarehouse the user m... Read more g
= Drop Box - about User Manuals..
2dd File 5 Public Files :EELT:EEDF?IZZ to add files you want s... Read more 0 ‘g‘ ‘7| a
# Chat —
[54 General Files General File Drop Box 1 [ENEIE)
\ﬂ Take Notes

@ Help FAQ

%& options

L Wember View %

! Exit Group

Figure 2

3. The Public View shows minimal tools. This is what visitors see when coming to the
Group’s public page (Figure 3).

a8 About

[ Group Public View Preview

B Announcements

Below is a preview of this group’s public Web site. This preview allows you to see what the public will see when visiting
this group’s public website. While in preview mode, you can view all the content presented to the public but you cannot
€% wiki login.

#% Members

KB Calendar http: / /www.epsilen.com/grp/epGroup

Im Forums

~
Epsilen Institutional Admins =
@ Group Mail

http:/fwww.epsilen.com/qrp/epGroup

=1 Drop Boxes

 Chat

{* Group website 5 % 3
& Th The membership to this group is limited to individuals representing as an admin ~
B Take Notes R — of an Epsilen licensed institution, only one member per institution. The Group is [l B
. intended to be used for sharing information, facilitating collaboration, and a % 1
@ Help FAQ B Announcements communication hub. &
# Show/Hide Tools R Login From Announcement RSS®
¥ Custom Tools y| Chris Austin Epsilen Version 2.20 Released
This group is accessible by L Owner Epsilen Version 2.20 was successfully released
fa‘ Options invitation only BehNeem Sat... Read more about Epsilen Version..
4/28/2009 4:30:01 PM b |
.\ Public Vigw =4 3 Chris Austin Epsilen Version 2.19 Released
] Owner Epsilen Version 2.19 was successfully released
=I Exit Group BehMeem Sat... Read more about Epsilen Version..
4/20/2009 1:52:51 PM
T -
¢ Log Out of Epsilen ¥ Chris Austin Epsilen Version 2.16 Released
L Owner Epsilen Version 2.16 was successfully released
BehNeem Sat... Read more about Epsilen Version..

4/3/2008 1:02:19 PM

B3

il | &

Figure 3
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