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What is e-llaborate? 
 
E-llaborate is a new website for those involved in the delivery of the Manchester 
medical education designed specifically with your needs in mind. Due to the nature of 
the MBChB programme there are large numbers of placement tutors, module leaders 
and administrative staff widely spread across the North-West, linked via their 
teaching interests but disparate due to traditional communication channels. E-llaborate 
aims to provide a space for all of these people to commune with two main principles 
in mind; to build an effective community of practice and 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 resources with colleagues 
·  Schedule events and hold live chat sessions 
·  Find and question fellow tutors on best practice or offer advice 
·  Rate, review and edit documents in a collaborative environment 

 
Getting Started 

 
 

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

 
2) Network 
c) Join groups 
d) Find and add Friends and Associates 
 
3) Collaborate 
e) Join in a group task relevant to you - Rate, review and edit document 
f) Create a new group task and attach resources 
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Register 
 

 
a) Create new account 
 

 
 
 

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

 
·  Click on ‘Create new account’ 
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·  Fill in the ‘Username’ and ‘E-mail address’ fields (follow the guidelines 
listed on the page) 

·  When completing the fields concerning ‘Job Title’, ‘Location’ and ‘Med 
Ed Involvement’ the more information you provide, the better as this will 
enable others to find you and aid networking.  

·  When completed, an e-mail will be sent to e-llaborate’s administrator for 
approval.  On approval you will be sent an e-mail containing your log-in 
details. 

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

·  Click on the link contained in the e-mail response from e-llaborate’s 
administrator to take you to the ‘reset password page’. 

·  Click on the ‘log-in’ hyperlink which will take you the edit view of your 
personal profile. 

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

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

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

·  Once this has been completed scroll to the bottom of the page and click 
‘save’. 
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Network 
 

 
c) Joining a group 
 

·  Click on the ‘Groups’ tab on the navigation. 
 

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

 

 
·  If the group is public, clicking on the ‘join group’ link will instantly make 

you a member. If it is a moderated group upon clicking ‘request 
membership,’ a request will be sent to the groups’ administrator who will 
need to approve your membership. If it is a private group, you can only be 
invited to become a member by the groups’ administrator. 
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d) How to find and make links with people  
 
There are number of ways to find and make links with people on e-llaborate, if you 
are new to e-llaborate but know people who already members of a specific group you 
can add them to your Network list this way; 
 

·  Access the group in which your friend/ associate is a member via the ‘Groups’ 
Icon on the Navigation bar. (N.B. you must be a member of a group to view 
its’ members). 

·  Click on the number in the ‘members’ column related to that group. 
·  Select the person you wish to make your friend/ associate. 
·  Click on the ‘request relationship’ tab on their profile. 
 

 
·  Select whether you want them to be your friend (perhaps someone you know 

outside work as well or have a close working relationship) or associate 
(someone you  know professionally, or who shares professional interests). 

·  Fill in the pop-up box that elaborates on how you know this person and click 
‘Send’. This will send a request to that person and upon approval you will be 
added to your Network list. 
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Alternatively if you do not know what group/s the person you wish to add as a friend/ 
associate belongs to you can use the search facility; 

 
 

·  Type in the name of the person you wish to find on e-llaborate 
·  Select the ‘Users’ tab and if the person is a member on e-llaborate they will be 

listed beneath. Click on their name and follow the process shown above.  
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Collaborate 
 
e) How to access group tasks 

 
·  Navigate to the specific group you wish to participate in via the ‘groups’ 

tab on your personal profile and then select your desired group. 

 
 
·  Each Group may have one or more tasks and each task may consist of 

editing one or more documents 
·  If the group has a participatory task you can access it by clicking on the 

‘tasks’ tab and then selecting the task you wish to participate in 
·  Once inside the task you can see the documents (editable word documents 

via the collaborative editor) and the resources (supporting documents that 
will aid completion of the task). 
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f) Using the collaborative editor 
 

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

 
 
 

View Document – lets you see the whole document and download it 
for printing 

Edit Document – this shows the document as series of paragraphs, each 
of which can be edited 

Re-Draft Document – this view is only available to Group Leaders and 
allows them to incorporate comments and edits suggested by 
group members into the next Iteration 

Document History – this shows previous iterations of the document as 
the document has been revised and updated 

 
·  Click on Edit Document and then find the paragraph you wish to edit 

(Clicking on the Paragraph Tree on the right hand side, puts the paragraph 
to the top of the page 

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

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

 

 
·  If you want to comment on a paragraph bring up the ‘Paragraph Editor’ 

box as before then type your comment into the ‘Supply comment’ box and 
click ‘Submit revision’. Again this will be stored for other group members 
to view 
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·  To comment on changes made by another user select the paragraph that 
has the proposed revision and then scroll down to the appropriate revision 
in the Paragraph Editor box. Type in your comment then click ‘Reply’.  

·  The Group Leader can easily see and collate all these edits and comments 
in the Re-Draft Document view, and from them determine a new iteration 
of the document. By repeating this exercise as many times as required, the 
document can be edited and re-edited until the final version is agreed. 

 
g) Create a new group task, create new documents and attach resources 
 

·  PLEASE NOTE – you can only create a group task if you have ‘Group 
Leader’ status. Contact the system administrator to request status change if 
you need to create a group.  

 
·  You must first access the group you wish to create a new task for (see step 

e) and then click on the ‘add new task’ link on the Task tab. 

 
·  Now fill in the fields by giving the Task a title and a description of what 

the task involves. You can also provide a time on this task when you want 
it to end. This will be entered automatically into each of the Group 
members calendars.  

·  To add a new document to a task first navigate your way inside the task 
via the ‘Groups’ and then ‘Tasks’ tabs and then click on the ‘Create New 
Document’ link. Locate the file on your computer via the browse feature 
and then after giving your document a suitable title click ‘upload’. NB The 
file must be a Word or .rtf document in order to load into e-llaborate.  

·  If you wish to attach a useful resource (anything supporting documents 
that might help other users complete the task) you must first create the 
resource (this is accomplished very similarly to creating a task, instead 
click on the ‘Resource’ tab on the group home and then click on ‘add new 
resource’. 

·  Once completed to see the task as other users will see click ‘Preview’ or to 
finish click ‘Save’.  
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h) Contact Us/ Support Site 
 

·  If for any reason you are having trouble with e-llaborate you can contact 
the administrator with your queries or requests for group leader status via 
the ‘Contact Us’ icon. 

 
·  Alternatively the answer to your problem may be in one of the instruction 

videos located on the e-llaborate support site. The link to this is located on 
the right on the screen. 
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i) Glossary of terms 
 
Administrator – The person who sanctions all new users and groups and maintains 
the general running of e-llaborate. 
 
Administrator View  – The view available of to a group leader’s to approve/ change/ 
reject proposed changes to a document made by other users.  
 
Associate - One of two relationships that can be made with other users when 
networking. An associate is another user with whom you have a professional 
relationship with. 
 
Board – An area on a user’s personal profile where all messages left my other user’s 
are visible. 
 
Books – A collection of editable documents. 
 
Calendar – User’s can view events set by others or set their own. 
 
Comment – A message left by a user relating to a specific paragraph in a document, 
the whole document or another user’s comment. 
 
Contact Us – Send a message to e-llaborate’s administrator. This can be about 
requesting to become a group leader and creating a new group, creating a new forum 
and any other queries or troubleshooting. 
 
Content – All of the information on e-llaborate, ranging from documents and 
resources, groups, forums and polls to users and calendar events. 
 
Document – An uploaded word document made available to all member of that 
specific group to collaboratively work upon. 
 
Edit View – The view of a document available to all members of that specific group 
to make proposed changes and provide comments. 
 
Event – A date set on the calendar. 
 
Forum – A discussion group. These can be attached to a specific group or be a 
community wide forum concerned with any topic related to medical education. 
 
Friend - One of two relationships that can be made with other users when 
networking. A friend is another user with whom you have a more amicable 
relationship with. 
 
Group – This is an area on e-llaborate where users come together with a specific 
purpose. A Group’s objective can revolve around a specific task, comprised of 
documents to be edited collaboratively by the group’s members. 
 
Group Chat – The chat box inside a group where all of the online member’s of that 
group can converse in real-time. 
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Group Leader – The founder of the group who is responsible for inviting users, 
setting tasks, uploading documents and resources and the management all the 
proposed changes and comments left my other group members. 
 
Group News – All of the updates in that group. News stories can pertain to calendar 
events, forum discussions, polls and more. 
 
Guestbook – An area of your personal profile where other users can leave you 
messages. 
 
History  – A view available in a document where all iterations of that document can 
be seen allowing users to see its’ progression. 
 
Log-Out – Once you have finished what you are doing in e-llaborate 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 from the group’s 
leader to join. 
 
My Home Page – This is your personal profile. 
 
Network – These are all the other users that you have made a relationship with. 
 
News Item – This is a group notification that can be created by group leaders wishing 
to keep their group members updated. 
 
Normal View – This is the plain view of a document in which the current iteration of 
the document can be seen. 
 
Notifications – If subscribed to the group’s notifications you will receive a weekly 
digest to your email address of all the recent updates that have occurred. 
 
Open Group – This is a group that is open to all members on e-llaborate and does not 
require any authorization to join. 
 
Paragraph Tree – When in edit view this is a breakdown of the document where you 
can see all the proposed changes made to the document. 
 
Paragraph Editor – When in edit view this is the pop-up box that appears when a 
specific paragraph has been clicked upon. Inside the paragraph editor you can make 
proposed changes to that paragraph, provide comments on the paragraph or provide 
comments on comments left by other users. 
 
Poll – This is a question designed to solicit opinion from other users. These can be 
attached to specific group or be community wide and be about anything you like. 
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Post – This is a document or resource attached to a specific group. 
 
Private Group – This a group in which you must be invited to become a member. 
 
Profile – This is your home page on e-llaborate that contains your photo, professional 
and personal interests. 
 
Proposed Revision – This is a suggested change made to a document. The group 
leader will then accept, alter or deny this. 
 
Resource – This is supporting document that can be attached to a task to aid 
completion. 
 
Search – You can use the search facility to find content, information listed on user’s 
profiles or other users. 
 
Support – This is the support site. Consult this if having difficulties with navigation 
around the website; contact the administrator with all other problems. 
 
Task – A task can be comprised of several documents and supporting resources and is 
the overall purpose of a collaborative working group. 
 
The Pulse – This is e-llaborate’s news group that contains the latest developments in 
medical education. 
 
Version History – This is a list of all the current and previous iterations of a 
document. 
 
 
 

 


