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Dummies guide

For users of the NCGPT Supervisor’s Collaborative Workspace

There is now one workspace to access. It is:
e Teaching Plans — this houses all teaching plans created and completed by supervisors
and
0 Useful Links - this is a document that provides links of resources.
o0 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:
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From: Microsoft Office Live Workspace [welcome@officeliveemail.com] on behalf of hittonk@ncgpt.org.au
To: Jennah Saville
e
Subject: 1 have shared "Blank Templates” with you — please review!
Dq Microsoft*
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i hiltonk@ncgpt org au has shared "Blank Templates” with you
Dlagram 1 Wiew "Blank Templates” ( CI | C k th | S | | n k

It's not attached to this email. It's stored online at Microsoft Office Live Workspace beta You can easily access
hiltonk@negpt.org.au's workspace and view the documents within it, by clicking the link above and signing in as
"lennahs@ncapt.org.au”. It's that simple! Return to this shared workspace any time by going to

v officelive com. Better yet, add it to your favorites!

How it works:

1. When you click on the link above, you'll be asked to sign in with "jennahs@ncapt org.au” and password.
If you forgot your password. you can change it at sign in

2. You'll be taken directly to hiltonk@ncagpt. org.au's online workspace, where you can view or edit the
documents that have been shared with you

More resources:

®  Check out what else you can do with Office Live Workspace
®  Watch a video on how to use Office Live Workspace

This email sent on behalf of hiltonk@ncgpt.org.au by Microsoft Office Live Workspace, a free service from Microsoit
trusted by millions of subscribers to store and share Office documents online.
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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

Create Your Account Account set up ed field Note: write down your username and

password for safe keeping. We do not keep
E-mail address:  rhondao@ncgpt.org.au these on record and only you are responsible

for knowing your login details.
*Password: | | 2
Type at least six characters, no spaces ) )

- Existing account: If you have already

*Retype ..
password: | _ set up your account or have an existing
Frt name: | DIECICIIPAN  Microsoft service account e.g. hotmail,

' Gmail etc and you click the link in

Last name: | | diagram 1, you will be taken to the sign in

Why do you ask?

page for the workspace.

*Country/Region: |Australia |

*Secret question:

e b
What's this? | Mother's birthplace |

*Secret answer: | |
Type at least five characters

*Type the ¥
characters you /%/ﬂ .
see in the R

picture:
What's this? |

By clicking "Finish" you agree to the Microsoft Service Agreement and
Privacy Statement.

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

e 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)

e You will be taken to a screen to view the document.
e |f 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

e Once you have the document open as described above, you need to click on the EDIT
button as shown in diagram 3

Diagram 3 Jennah
Sign Out

Edit ZJ=ave Az Version = Share * Comment Activity Close
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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.

_ Jennah
Sign Out

LW g 3B "

Edit Sawve As Ersion = Share * Comment Activi

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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e 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”
Save As
Save in: |[:I 1 Blank Templates
1 Blank Templates
& [ name Last Modified Size (KB)
B 2009 Template for planning a teaching ses... 3 hours ago 127
Diagram 5
Save As ﬁ
Save in: |[:| Docs [L] @-@3 X o E-
sz = [l stomonse . Bita [
S || Teachina Plans "% Office Live workspace
P This workspace contains all teaching plans that have been L
i.i created by all shared users and are ready for all users to view,
ShareF‘Dm oo || Alar Adie L
@MY Recent & [  nName Last Modified Size (KB)
D ts
mELmEn ®] Face Pain - Loretta Weir.doc 2 weeks ago 130
@DESk’DP B pain in the face - Alen Bielich.doc 2 weeks ago 138
B  Driving Licence medicals - Michael Pelmore.... 2 weeks ago 134
B  polypharmacy - Graham Higgins.doc 2 weeks ago 130
B  Heart failure.doc 2 weeks ago 127
B Multidisciplinary Care Planning. GP Manage... 2 weeks ago 131
#]  Headache - Joe Gambin.doc 2 weeks ago 130
Microsoft P R . - R . - . - M
© Office Live
[;! My Site File name: |2DDQ Template for planning a teaching session.doc M
Save as fype: |W0rd 97-2003 Docurment (*,doc) M

o |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
e Open the workspace and the folder in which you would like to put your Teaching Plan.

e Inthe open folder you will need to click on ADD DOCUMENT as highlighted in diagram
6

Shared With Me » Teaching Flans »

Create 3 L.
Upload and share
your own documents L, Diagram 6

Learn more

Shared With Me g.au. The document is shared

Documents Delete 4 Cut [

Teaching Flans .
Madified

Aboriginal Health teaching plan 05 Movember 1:

Elank Templates
O =
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e 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.

Open ﬁ‘
in: I@ Ciaskiop LI O T Er

(IMy Documents [ENCGPT _logo_CMyK_300dpi[ 1].0PG
4 My Computer Eoutlook contacts for NC Post.xls
N3y Network Places B sav supples.myo

b~ Adobe Acrobat 9@ Fro &% Shorteut to Jennahs on 'moss-serverQ 1l
Pa Adobe Reader 9 T Spinnakers Restaurant - Lunch Menu & 9
E FastStone Maxiiew submission to Board Meeting.docx
FlRIS

.Malwarebytes' Anti-Malware

MYOB Premier w12

EIMYOB Premier v12.5

M Mero StartSmart

Sy IRGIN BROADBAND

W Certificate of appreciation xmas party 2.docx

i Certificate of appreciation xmas party,docx

-

Desktop

‘j

My Documents

My Computer
% ﬁ%‘mbam -setLip.exe
by Network
Flaces [( ] . [ % ]
File name: IDDC1 doc LI Open |
Files of type: IAII Files LI Cancel |
A

lorkspace

Shared With Me » Teaching Plans »

1 Aboriginal Health

D

Favorites

T T @ shared by hiltonk@ncapt.org.au. The document is shared with 2 people and you have editor access. View sharing details.

»>

Documents [] New = &b Add Documents W Delete ¥ cut B3 Copy [ Paste E‘%Ofﬂce Live Update Available

Teaching Flans - .
O L | name Modified Madified by Size (KB)

T — iginal Health teaching plan 05 November 12:19 PM hiltonk@ncgpt.org.au 128
ummmg
= oc

Cancel 405

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

e 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
e Click on the TEACHING PLANS workspace

e Double click on the USEFUL LINKS folder to open it
e Click once on the document name to open it up
e Open up the document to edit in word as outlined in How to edit a teaching plan

e 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

e Anxietywmmmm

D " Jhworkspace, office.live.com/Pwa=wsignin 1.0 #hiltonk /Completed Teaching PlansfAnxiety Teaching Flan. doc|

w  Favorites Tools Help

v | M search - g2 - dla-  ¥% Bookmarks~ P Check - 33l Translal

Dlagram 8

= E‘:’, Store and share documents...
e Go to the open Useful Links document from your workspace and click in the document,
right click your mouse and select PASTE

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

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

e 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

e 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.



