Directions for Sharing Activities
Module 2 Activity 5

Posting Unit Portfolio Presentations
You will be using the Sharing tab throughout the modules to give and receive feedback with your colleagues. In Module 3, you give and receive feedback on the gauging student needs assessment and Unit Portfolio Presentation. In this activity, you create a post on a discussion thread set up by your facilitator to request feedback.

Posting Your Unit Portfolio Presentations
To create a post:
1. Click the link to your group’s sharing discussion thread.

2. Click Reply to the message.
3. In the Subject text box, type the name of your sharing discussion. Your sharing discussion thread should include your name, for example, Claires Unit Portfolio Presentation.
Note: If you include an apostrophe in your folder name, such as Claire’s Unit Portfolio, the apostrophe will be removed automatically and the folder name will display without the apostrophe, such as Claires Unit Portfolio.
4. In the Message text box, type a brief description of the feedback you would like from your group members. When sharing materials, remember to provide sufficient background information. For the gauging student needs assessment, provide an explanation of how the assessment will provide the necessary information to help you and your students plan for upcoming activities in your unit. Include responses to the following prompts:
a. What do you want to learn from your students?

b. How will the assessment information help you and your students plan for upcoming activities in the unit?

c. What feedback or additional ideas would you like?

5. You can share your presentations by either linking or attaching your presentations to your post. (See directions below for linking or attaching files.)
6. When your message is completed and your files are linked or attached, click Post to forum.

7. After a short delay, you should automatically be taken back to your discussion thread. If not, click Back to Sharing.
Note: The Continue link takes you back to the discussion thread.

8. Review your post and the linked or attached files. Remember that you have 30 minutes to make changes to your post. To make changes:
a. Click Edit.
b. Change your post.

c. Click Save Changes.

d. Click Back to Sharing.

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

Linking Files to a Discussion Post

Linking files to a post makes sense if you have several files and would like reviewers to open the files separately and easily, without having to decompress a file. To link to your Unit Portfolio Presentation with the embedded gauging student needs assessment for the upcoming Pair and Share:
1. In a post, type the text that will display as a link in the Message text box.
2. Highlight the text to be linked.
3. Click the Insert Web Link button on the toolbar.
4. Click Browse.
5. Since this is the first time you are adding a file to a post, you need to create a folder for your Unit Portfolio work:
a. In the Create Folder text box, type a name for your folder, such as Claires Unit Portfolio.
b. Click Create folder.
c. Your folder will appear on the folder list.
6. Click the folder created to open it.

7. Click Browse and then locate your file in the Choose file dialog box.
Note: You can upload an individual file or a compressed file containing several files.
See the Intel® Education Help Guide: Operating Environment Skill 2.6: To compress a folder or file

8. Click the filename and click Open, or double-click the filename.
9. Click Upload to add the file to your folder.
Note: If your folder was not selected as described in step 6, your file will be added to the main course folder and should be moved to your folder. To move your file to the correct folder:

a. Find the file at the end of the folder list (this procedure can be done with multiple files at once).
b. Check the box next to the filename and click Move.
c. Click your folder to open it.
d. Click Move files to here.
10. Select the file link to insert the URL into the URL text box.
11. Select New Window in the Target drop-down menu.

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

12. Click OK.
13. Repeat this process to create additional links, if necessary.

14. Click Post to forum.

Attaching Files to a Discussion Post
You can only add a single attachment to a discussion post. Therefore, the best way to attach multiple files to a discussion post is to first put the files in a folder and then compress the folder into a single compressed file. Then, you can attach the compressed file to your discussion post. To attach a file to a post:
1. If you want to attach more than one file, first compress the files into a single compressed file, such as a ZIP file.

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

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

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

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

5. Click Post to forum.
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