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What is e-llaborate?

E-llaborate is a new website for those involvethie delivery of the Manchester
medical education designed specifically with yoeeds in mind. Due to the nature of
the MBChB programme there are large numbers oept@nt tutors, module leaders
and administrative staff widely spread across tbelNWest, linked via their

teaching interests but disparate due to traditionaimunication channels. E-llaborate
aims to provide a space for all of these peoplmtomune with two main principles

in mind; to build an effective community of praetiand to actively engage in the
review of the medical curriculum.

What can e-llaborate do for me?

E-llaborate can help you:
Organise, manage and participate in group tasks
Share documents, presentations and other resowittesolleagues
Schedule events and hold live chat sessions
Find and question fellow tutors on best practicefter advice
Rate, review and edit documents in a collaboragivaronment

Getting Started

1) Register
a) Create new account
b) Complete personal profile information and add atpho

2) Network
c) Join groups
d) Find and add Friends and Associates

3) Collaborate
e) Join in a group task relevant to you - Rate, revaem edit document
f) Create a new group task and attach resources



Register

a) Create new account

Harme » Blogs » Adrrinistrator's blog
~ =
USER LOGIN @ e % SUPPORT
(¥ it
Usermane: LU Click below to ga ta the
My Home Page  Groups  Forums  Calendar ellaborate support page. Here
you will find short videos and
Password: written instructions on how to
Welcome to e-llaborate e
[Login] = Click Hers
Create new account
Request new password

Connect - network and make links with fellow
specialists mvolved with the Manchester University
medical school

Communicate - use the variety of commmmication
channels to correspond with your professional peers.

Collaborate - e-llaborate's unique collaborative editor
allows you to gain the views of your peers and work
together on word documents easily.

To access the e-llaborate site type the address
www.ellaborate.orgnto the Address bar of your browser

'._ ¢ http:ffvaw, ellaborate. orgf

Click on ‘Create new account’

USER LOGIN

Username:

Password:

Create new account
Fequest new passward



Fill in the ‘Username’ and ‘E-mail address’ fiel(fsllow the guidelines
listed on the page)

When completing the fields concerning ‘Job Titlepcation’ and ‘Med
Ed Involvement’ the more information you providee toetter as this will
enable others to find you and aid networking.

When completed, an e-mail will be sent to e-llab®sadministrator for
approval. On approval you will be sent an e-maiitaining your log-in
details.

b) Signing-in for the first time and completing you profile

Click on the link contained in the e-mail respofreen e-llaborate’s
administrator to take you to the ‘reset passwoggepa

Click on the ‘log-in" hyperlink which will take yothe edit view of your
personal profile.

Set your new password by filling in the boxes ‘pessl’ and ‘confirm
password’.

New users should also fill in their profile with amsich detail as possible,
including a photo of themselves.

To upload a photo of yourself onto your profiledkcdown to ‘Picture’
then locate your image via the browse option.

Once this has been completed scroll to the bottbtheopage and click
‘save’.



Network

c¢) Joining a group

Click on the ‘Groups’ tab on the navigation.

® /L

My Horme Page

p

Forums

Gru:uur:lz Search  Calendar Log Out

Find the group that you wish to join in the listdgoin by clicking on the
hyperlink in the ‘join link’ column.

Feguest
membership

If the group is public, clicking on the ‘join groulnk will instantly make
you a member. If it is a moderated group upon oligkrequest
membership,” a request will be sent to the groagshinistrator who will
need to approve your membership. If it is a privataip, you can only be
invited to become a member by the groups’ admatistr

GI‘Oll[ 28 USER LOGGED IN: |
Asa Kilgarriff
Groups My groups

Search for a group by name
-

PUBLIC CHAT
Contains

Group Description Manager Posts  Members  Join Link
UIDM Cluster & group for the UIDM cluster universities Tirn Cappelli 21 14
el Eehmetmn REsearEn This group is for members of the MMS ERSG T BErEES & 11 FEgEs
Strategy Group membership
The Fulse £ gathering of community news fsa Kilgarritf 24 23
A group open to all users
LTHTR working group wrarking group for LTHTR Administratar 0 4 o
membership
MSe Group MSc course aroup colin 4 5 Request
Lumsden membership
Demonstration Graup & general group open to all members administrator 9 6 A moderated group
NMGH 4 F&C review group amanda o 1 Request
Jones membership
RMCH Y4 Group of ¥4 students in FCM module in RMCH Semo [eren. S 5 Reguest
membership
Crampon Project 2 group for members and assaciates of the orampon project (oo pavies 4 3 Request
membership 11 12| 13 14 15 16 17
e[ 13 20| 21 22 23| 24
) X Editing and authoring aroup for textbook of medical i 25 2¢[ 27 28 2ol s1
Learning Medicine' Book Group gy cation, currently being written Kim Hurter 38 6 Invite only
A private group
4 group established to review the Year 4 Families and LINE
FCM Review Group Children Module Leena Patel 7 11 - i a5

=
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d) How to find and make links with people

There are number of ways to find and make link& \weople on e-llaborate, if you
are new to e-llaborate but know people who alreadynbers of a specific group you
can add them to your Network list this way;

Access the group in which your friend/ associat nsember via the ‘Groups’
Icon on the Navigation bar. (N.B. you must be a menof a group to view
its’” members).

Click on the number in the ‘members’ column relaiethat group.
Select the person you wish to make your friendbciase.
Click on the ‘request relationship’ tab on theiofde.

Asa Kilgarriff

Wigw Aza Kilgamff's guesthook Contact

Project Assistant
186 Waterloo Place, Oxford Road, Manchester

Interests

My interests range from music and film to Sheffield United FC,

¥ more
Ernail Asa Kilgarnff
I Request ralationship |

Select whether you want them to be your friendl{aps someone you know
outside work as well or have a close working relahip) or associate
(someone you know professionally, or who sharefepsional interests).

Fill in the pop-up box that elaborates on how yaow this person and click
‘Send’. This will send a request to that person apan approval you will be
added to your Network list.

Request relationship

My relationship is:
51 Friend
O Aszsociate

Elaboration:

Flease elaborate on this relationzhip (how/where you met, etc)

How do you relate to Asa Kifgarnif?
Send | Cancel



Alternatively if you do not know what group/s thergon you wish to add as a friend/
associate belongs to you can use the searchyacilit

® LR/QAT 2§

My Home Page GEroups Farums Search Calendar ContactUs  Log Out

Type in the name of the person you wish to fincedlaborate
Select the ‘Users’ tab and if the person is a merobes-llaborate they will be
listed beneath. Click on their name and follow phecess shown above.

Search

Content Lzer Profiles Lisers

Enter your keywords:

Chris Banks
Search results
Chris Banks



Collaborate

e) How to access group tasks

Navigate to the specific group you wish to partitein via the ‘groups’
tab on your personal profile and then select yasiréd group.

Groups Network Documents

1

The Pulse

My Home Page

Each Group may have one or more tasks and eacimi@gkonsist of
editing one or more documents

If the group has a participatory task you can axddsy clicking on the
‘tasks’ tab and then selecting the task you wispaxicipate in

Once inside the task you can see the documentsifézlivord documents
via the collaborative editor) and the resourcepgsuting documents that
will aid completion of the task).

L/QYT F X P

Groups  Forums Search  Calendar Contact Us Admin Log out

Review Task

iew Edlit

Outline Track Dey load Cey render

administrator on Wed, 09 -09:25

Resources
The purpose of this task is to review the attached docurment and suggest d or updates, vy Competencies Gained in PBL
Use the two resources attached for further information. Please leave your comments or a 5,
revisions using the collborative editar and I will then produce the next iteration for review.
T IR e e T o [ Medical Education in the UK

Documents

Test

ei—7 Tomorrows Doctors
ay
Lastundstad™ Add Resource more

23/06/2009 - 15:38

Create New Document

Caadd new comment 296 reads - Calendar



f) Using the collaborative editor

Select the Document you wish to work on as desdrdimve
You will have a choice of three or four ‘views’:

[View Document] | [Edit Document] | [Re-Draft Document] | [Document History]

View Document — lets you see the whole documentdanhload it
for printing

Edit Document — this shows the document as sefiparagraphs, each
of which can be edited

Re-Draft Document — this view is only availableGooup Leaders and
allows them to incorporate comments and edits stgdey
group members into the next Iteration

Document History — this shows previous iteratiohthe document as

the document has been revised and updated

Click on Edit Document and then find the paragraph wish to edit
(Clicking on the Paragraph Tree on the right hadd, puts the paragraph
to the top of the page

Click on the paragraph you wish to edit and then'Baragraph Editor’
box will appear as a pop-up

If you wish to edit the text, simply make the &gons in this editor and
click, ‘Submit revision’. Your proposed revisionlibe stored and shown
as an addition in the paragraph tree.

Alice USER LOGGEDIN: &
. Asa Kilgarriff
View Edit
¥ Submitted by Administrator on Fri, 12/05/2008 - 12:4
PUBLICCHAT

Normal View | Edit View | History

Alice Alice Paragraph Tree
In an instant down went Alice after it, neve
get out
The ratfl TO comment on the

down, o paragraph type your r
found bl views in this box

Either tf f
went down to look about her, and to wond:
tried to look down and make out what she

anything: then she looked at the sides of tf
cupboards and book-shelves: here and the

She took down ajar from one of the shelves 3.1
MARMALADE " but to her great disappointme

il v deep,
for fear of kiling somebody underneath, so
she fell past it
“Wellt” thought Alice to herself "After such ¢
down-stairs! How brave they | 2ll think me To make a revisicn make
even if 1 fell off the top of the house!" {whic Cancel your alterations in this box &
“Down, down, desper and do: —— 4
her psychedsl 'F
fallen by this herself ‘After . 5

earth. Lef i

had Igamtsgvgdra\ things of tfm; ;hm in hg;f — . ‘ S —
not @ very good apporturity for showing off her knowledge, as there was no one to listen : .
ta her, still it was good practice to say It over) “-- yes that's about the right distance - but pown, down, desper and down’ 533 eone MEMEERS
then I wonder what Latitude or Longtude I've got o7 (Alice had not the slightest idea " P
what Latitude was, or Longitude either, but she thought they were nice grand words to
say) graph: 7
nitly she began again. 'l wonder if
Pre onder if 1 shall fall fight through the earth! How funny il
se ople that walk with their heads downwards! The or  2th
an d there was n it didn't
sound at all the right word) "-but I shall have to ask them what the name of th try i Paragraph: 8 v

If you want to comment on a paragraph bring upBaeagraph Editor’
box as before then type your comment into the ‘8uppmment’ box and
click ‘Submit revision’. Again this will be storddr other group members
to view

10



To comment on changes made by another user skéepatagraph that
has the proposed revision and then scroll dowhéappropriate revision
in the Paragraph Editor box. Type in your commaanhtclick ‘Reply’.

The Group Leader can easily see and collate aktlkdits and comments
in the Re-Draft Document view, and from them detaama new iteration
of the document. By repeating this exercise as niamgs as required, the
document can be edited and re-edited until the fieesion is agreed.

g) Create a new group task, create new documents @attach resources
PLEASE NOTE - you can only create a group task if you havet(r
Leader’ status. Contact the system administratoeqaest status change if

you need to create a group.

You must first access the group you wish to craatew task for (see step
e) and then click on the ‘add new task’ link on Trask tab.

Tasks Resources Forums Books

Review Task 23/068/2009 - 15:37

Add New Task

Now fill in the fields by giving the Task a titlend a description of what
the task involves. You can also provide a timelos task when you want
it to end. This will be entered automatically irgach of the Group
members calendars.

To add a new document to a task first navigate y@ay inside the task
via the ‘Groups’ and then ‘Tasks’ tabs and theokctin the ‘Create New
Document’ link. Locate the file on your computea ¥he browse feature
and then after giving your document a suitable titick ‘upload’. NB The
file must be a Word or .rtf document in order tadanto e-llaborate.

If you wish to attach a useful resource (anythimgporting documents
that might help other users complete the task)rgast first create the
resource (this is accomplished very similarly teating a task, instead
click on the ‘Resource’ tab on the group home é#eath tclick on ‘add new
resource’.

Once completed to see the task as other usersesiltlick ‘Preview’ or to
finish click ‘Save’.

11



h) Contact Us/ Support Site

If for any reason you are having trouble with ddieate you can contact
the administrator with your queries or requestgfoup leader status via
the ‘Contact Us’ icon.

Alternatively the answer to your problem may beme of the instruction
videos located on the e-llaborate support site.liftketo this is located on
the right on the screen.

12



i) Glossary of terms

Administrator — The person who sanctions all new users and granghgnaintains
the general running of e-llaborate.

Administrator View — The view available of to a group leader’s torapp/ change/
reject proposed changes to a document made by wtbes.

Associate- One of two relationships that can be made wiklleotsers when
networking. An associate is another user with wiyoon have a professional
relationship with.

Board — An area on a user’s personal profile where aisages left my other user’s
are visible.

Books— A collection of editable documents.
Calendar — User’s can view events set by others or set tven.

Comment— A message left by a user relating to a spepdi@agraph in a document,
the whole document or another user's comment.

Contact Us— Send a message to e-llaborate’s administrabus. dan be about
requesting to become a group leader and creativegvegroup, creating a new forum
and any other queries or troubleshooting.

Content — All of the information on e-llaborate, rangingin documents and
resources, groups, forums and polls to users dedda events.

Document— An uploaded word document made available tanalinber of that
specific group to collaboratively work upon.

Edit View — The view of a document available to all memloéthat specific group
to make proposed changes and provide comments.

Event— A date set on the calendar.

Forum — A discussion group. These can be attached teafgpgroup or be a
community wide forum concerned with any topic rethto medical education.

Friend - One of two relationships that can be made witieotisers when
networking. A friend is another user with whom ytave a more amicable
relationship with.

Group — This is an area on e-llaborate where users ¢ogather with a specific
purpose. A Group’s objective can revolve aroungdexiic task, comprised of
documents to be edited collaboratively by the gi®uagembers.

Group Chat — The chat box inside a group where all of thenennember’s of that
group can converse in real-time.

13



Group Leader — The founder of the group who is responsiblarfeiting users,
setting tasks, uploading documents and resouraktharmanagement all the
proposed changes and comments left my other graumphbars.

Group News— All of the updates in that group. News stories partain to calendar
events, forum discussions, polls and more.

Guestbook— An area of your personal profile where othersisan leave you
messages.

History — A view available in a document where all iteyat of that document can
be seen allowing users to see its’ progression.

Log-Out — Once you have finished what you are doing ilaledrate you should log-
out.

Manager — This is the group leader.
Member — A user that belongs to a specific group.

Moderated Group — A group in which you have to ask permission fiitwe group’s
leader to join.

My Home Page- This is your personal profile.
Network — These are all the other users that you have mad@ationship with.

News Item— This is a group notification that can be credtgdroup leaders wishing
to keep their group members updated.

Normal View — This is the plain view of a document in whick thurrent iteration of
the document can be seen.

Notifications — If subscribed to the group’s notifications yoill veceive a weekly
digest to your email address of all the recent tgslthat have occurred.

Open Group — This is a group that is open to all members-talmrate and does not
require any authorization to join.

Paragraph Tree— When in edit view this is a breakdown of thewoent where you
can see all the proposed changes made to the datume

Paragraph Editor — When in edit view this is the pop-up box thgbegrs when a
specific paragraph has been clicked upon. Insidgé#nagraph editor you can make
proposed changes to that paragraph, provide consmarthe paragraph or provide
comments on comments left by other users.

Poll — This is a question designed to solicit opinimnf other users. These can be
attached to specific group or be community wide la@@bout anything you like.

14



Post— This is a document or resource attached to @fsgpgroup.
Private Group — This a group in which you must be invited todomee a member.

Profile — This is your home page on e-llaborate that éostgour photo, professional
and personal interests.

Proposed Revision- This is a suggested change made to a documengrop
leader will then accept, alter or deny this.

Resource— This is supporting document that can be attathedask to aid
completion.

Search- You can use the search facility to find conterfgrmation listed on user’'s
profiles or other users.

Support — This is the support site. Consult this if havtificulties with navigation
around the website; contact the administrator aitlother problems.

Task — A task can be comprised of several documentsappgorting resources and is
the overall purpose of a collaborative working grou

The Pulse -This is e-llaborate’s news group that containdahest developments in
medical education.

Version History — This is a list of all the current and previotesations of a
document.
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