
 

Dummies guide  

For users of the NCGPT Supervisor’s Collaborative Workspace 
 

There is now one workspace to access. It is: 

• Teaching Plans – this houses all teaching plans created and completed by supervisors 
and  

o Useful Links - this is a document that provides links of resources.  

o Blank Template – this is the blank teaching plan template that we ask you to 
use when creating a new teaching plan  

Receiving your first invite and what to do next 
Invite: You should receive an email invite that looks like the following. See diagram 1: 

  

Click this link 
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Account set up: If you have not already set up your account you will be taken to an account 
set up page. Please fill it out as shown in diagram 2 and click FINISH  

Note: write down your username and 
password for safe keeping. We do not keep 
these on record and only you are responsible 
for knowing your login details.  

Existing account: If you have already 
set up your account or have an existing 
Microsoft service account e.g. hotmail, 
Gmail etc and you click the link in 
diagram 1, you will be taken to the sign in 
page for the workspace. 

 

 

 

 

 

 

 

How to view a teaching plan 
• Click on the TEACHING PLANS workspace to the left hand side of the webpage 

• All Plans are listed alphabetically within their respective topic area folder, e.g. Anxiety 
folder -> Anxiety Teaching Plan (click on the name of the document to open) 

• You will be taken to a screen to view the document.  

• If you wish to view it in Microsoft Word, click on the EDIT icon which will take you to 
Word as shown in diagram 3. 

How to edit a teaching plan 
• Once you have the document open as described above, you need to click on the EDIT 

button as shown in diagram 3 

Account set up 
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• This will take you to a word document. 

• Make the changes you wish to make 

• SAVE the document as you would for any other word document 

• A pop up window will come up to advise that the document is SAVING. Once finished it 
will take you back to the document. 

• You then need to click the X in the top right hand corner of the word document to close 
the document and take you back to the workspace 

• The page will refresh automatically in the workspace. Can you see the changes you 
made in word? Clicking the close button as marked in diagram 4 will take you back to 
the list of Teaching Plans. 

 

How to create a new teaching plan using the blank template 
• Open up Blank Template from the folder 

• Click on the document name “2009 Template for planning a teaching session” 

• Click on  EDIT -> OK 

• The template will open in a word document. 

• Add the topic information you wish, click FILE and SAVE AS 

• This will take you to the SAVE AS box. You need to go up one folder in order to save it 
into the “Teaching Plans” workspace, so click the folder circled in red in diagram 5 
viewed at the end of this section. 

• You will come to the “Teaching Plans” list as shown in diagram 5a at the end of this 
section. 

• Double click the folder (topic area) you wish to save your document in 

• Please ensure you rename your document appropriate to the topic area or in the style 
of similar files eg Paadiatrics -> Childhood Asthma 

• Click SAVE  

• A pop up window will come up that is SAVING. Once saved, it will take you back to the 
document. 

• You then need to click the X in the top right hand corner of the word document to close 
the document and take you back to the workspace 
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• To take you back to the list of Teaching Plans once back in the workspace, you will 
need to click the close button as marked in diagram 4 under “How to edit a teaching 
plan”  

 

 

 

• If for any reason the above steps do not work for you please save the document you are 
currently working on to your desktop or preferred location and proceed to the next set of 
instructions for an alternative way to add your document to the workspace. 

How to upload a document from your desktop or preferred location 
• Open the workspace and the folder in which you would like to put your Teaching Plan. 

• In the open folder  you will need to click on ADD DOCUMENT as highlighted in diagram 
6 
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• A pop up a window will open to allow you to find and select your document (see 
diagram 7). Navigate and locate your document and click OPEN. This will start the 
uploading process as shown in diagram 7a.  

• Once it has finished loading it should show in the Teaching Plan list 

• To return to the list of teaching plans, click the TEACHING PLANS workspace on the 
left hand side highlighted in orange in diagram 7a. 
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How to add a link to the useful links workspace 
• Click on the TEACHING PLANS workspace 

• Double click on the USEFUL LINKS folder to open it 

• Click once on the document name to open it up 

• Open up the document to edit in word as outlined in How to edit a teaching plan 

• Copy the link of the website you wish to add by highlighting the address bar as shown in 
diagram 8 and right click your mouse and choose copy 

• Go to the open Useful Links document from your workspace and click in the document, 
right click your mouse and select PASTE 

• Add a brief description about the website you are adding for others to know more about 
it. 

• Click SAVE 

• A pop up window will come up that is SAVING. Once saved it will take you back to the 
document. 

• You then need to click the X in the top right hand corner of the word document to close 
the document and take you back to the workspace 

• The page will refresh automatically in the workspace. Can you see the changes you 
made in word? Clicking the close button as marked in diagram 4 under “How to edit a 
teaching plan” will take you back to the Useful Links folder. 
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