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This guide was produced by Phil Tubman of the Learning Technology Group in CELT; it borrows
heavily from earlier versions prepared by Mark Bryson and Georgia Georgiou, Learning
Technology Group and Dr Wendy Beekes, Accounting and Finance.

HELP IS AVAILABLE IN MYPLACE VIA A LINK AT THE BOTTOM OF ALL PAGES.
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SECTION 1: THE WHAT, WHO, WHEN AND WHY OF MYPLACE

What fo
when

llows is a brief explanation of what MyPlace is, what you can use it for, who can use it,

you can use it and why you ismorksunllatersecions. i t .

WHAT IS MYPLACE?

\Y

WHO
Vv

Vv

Vv

MyPlace is both a personal reflective space and a social networking space and you can
use it for either or both purposes.

MyPlace is somewhere for you to keep an on-going record of your achievements,
interests, skills and experiences while you study for your degree.

You can record reflections on your experiences and invite (selected) others to comment
on them, or just keep them private for yourself. You can also publish your thoughts to all
MyPlace users.

You can comment on articles written by others to share your experiences with them. Many
students find this very useful to support them through their university life.

You can use this record of achievements and reflections to help you plan future activities,
compose CVs, job applications and so on.

You can 0Ot agybduwite.cThis neeans youe dareuse MyPlace for writing a range
of articles, and the important information will not be lost. You can pull out, for example, just
the CV stuff at the end of the year (or whenever you want!).

You can download your record and take it away with you when the time comes for you
leave the University.

LU Student Clubs and Societies can apply for a special page, in which they can create
events. MyPlace members can join clubs, and sign up for events.

USES MYPLACE?
Only LU students and staff can use MyPlace. Thi s means you donoét

We 61 |

need

t

6l urkersd from outside the univer siTheearenommuni t vy

unwanted advepts$®, and apopidden viruses to damage
WHEN CAN | USE MYPLACE?

You can use it whenever you like 24/7 throughout your entire time at Lancaster.

0 Occasionally, usually late on a Wednesday afternoon, it might be unavailable for a

short time for system updates.

You will only see the full value of this process of recording your achievements and
experiences by doing it!.
Experience suggests that students who start early in their studies are more likely to use it
effectively, but that is not to say it wondt hel
get nearer to the end of your university stay.
Useitregul arl y but dbercdnscious ef things dhat showddi bd recorded and
make sure you record them atthetime. Take care to 6tagd your articl
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V  You may want to make a mental habit of it by writing a summary at the end of each week,
each course, each term, each year and so on.
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WHY SHOULD | USE MYPLACE?

V Did you know that the average number of applications employers receive for graduate
vacanci es i sen Bigher ToP moletpdpslar eareer areas. In order to compete
effectively therefore it's not enough to study hard at a good university and get a good
degree. You need to draw on your other experiences to complement your academic
studies in order to be truly competitive in the job market!.

V Higher Education is very different from school and college. At university you have many
more possibilities, from joining clubs and societies, to winning elected responsibilities, to
starting a business or doing a work placement (and then there is your degree!). The other
side to this is that the emphasis is on you to participate, and this means you need to be
able to effectively recall your achievements and goals when writing your CV and applying
for jobs.

V  Certain universities (although not LU!) are trialing a system of degree classification which
will detail extra achievements alongside an overall classification. This may become the
norm for all universities in the future. MyPlace is a great space to record these
achievements and stay ahead of the game. Search G Blighgr| Education r o]
AchievementReportd f or mor e information about this.

V Considered use of MyPlace will help you learn how to develop an effective approach to
studying in higher education, which differs from school and college in that it involves a
considerable amount of self-evaluation and reflection. Good use of MyPlace can:

U0 Provide an insight into your preferred ways of learning and increasing subject
knowledge.

0 Demonstrate examples of how you are putting skills into practice.

V  This e-portfolio record will be really useful when any similar reflection is asked for, e.g. by
your department, by potential referees when seeking a reference for summer vacation
work, future study or full time employment or in preparing for a job interview.

V Your MyPlace record together with your degree award and academic transcript will
provide you with an invaluable resource for personal, work and study information needed
for filling in effective application forms for employment, the Lancaster Award, post-
graduate study, graduate training schemes and for compiling CVs.

V  MyPlace will encourage a greater sense of confidence, self-awareness and identity i the
areas you can choose to document may well be from wider areas than your studies, for
example your personal development from working as part of a team in running a student
society, from 6lifed experience gained from your

V We encourage students to create an e-portfolio of work (both curricular and extra-
curricular) which will prove invaluable for both your Lancaster Award application, and also
future applications for employment.

IN SHORT, PERSONAL DEVELOPMENT PLANNING SHOULD BE AN INTEGRAL PART OF
YOUR LANCASTER UNIVERSITY EXPERIENCE
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SECTION 2: GETTING STARTED IN MYPLACE

1. Go to http://myplace.lancs.ac.uk/ and log in using your usual network login and password.

2. You can read all MyPlace articles that other people have made public or that they have
chosen to share with you. You can always read anything that you write yourself.

3. 1 f you

THE OPENING SCREEN

These are links to your

c a nséction b af this documentefor helpdesk contact information.

is i other online learning s ——
o This is where the
@ [ https:jimyplace 2 tools (LULVE, Ry~
: most recent
Fie Edt View Favorites Too MyModu|es)
- ARTICLES appear - (& Notebo bel & - @otma...-
This is where (see below) s
= | ) Welcome - My: A Centre for the | B ~ d - [::rPage + T} Tools ~
you create * -
your prOfile W/ n!?fﬁ | Mentors Home My Blog LUVLE My Modules MyPGR Logout m Search G0
v
New To MyPlace? MOST RECENT ARTICLES [JRSS = RECENT COMMENTS This is where
CREATE A PROFILE o the most
On The ultimate sacrifice
Spinning Plates A Mid-Term Update by BB szymon kikia 7 recent
MyPlace is a place to keep el s
notes about your activites By u on 11.Nov.2008 at 13:53 in College/Course COMMENTS
and experiences, if you responsibilities, Voluntary Work, Work Experience/Placement 2 nts appear
want to you can share
these with your friends and :
colleagues. Internships! Help!
For some suggestions about By 111.Nov.2008 at 10:38 in For My CV, Work
the sorts of things you can do N ‘ A
on MyPlace see: = bonmmants
The ultimate sacrifice
B 10.Nov.2008 at 20:23 in HIS
» Postgraduate research i l
World War 3 Comments
but what is MyPlace for really? v

FIGURE 1: THE MYPLACE OPENING SCREEN
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If you want to use MyPlace with other people it will help you to have a full profile, describing your
background, special skills, interests, what you hope to do in the future etc.

If you want to enter your profile or already have a profile and want to edit it, follow these steps:

Even though MyPlace is
restricted to Lancaster

FIGURE 3 THE ADVANCED OPTI ONS

1

:

I

. , N . ,

1. Click on he OMopoffhepaged | i nk University members only you :
2. Click on he 6View Profil ea: shouldstilbecarefulnotto |, | o¢ ¢

reveal too much very personal

o 2 I

3. Click on he .Edit Profilebo information about yourself.

1

4. The first task is to name your area in MyPlace. If y o uJunéper 8errfig then your area (your
O0bl cogldbe@ uni per MBEPFragésé. You amytimeyduwmangi®@ t hi s

5. In the second, larger text box, type some appropriate information about yourself. Remember
t hat this profile wildl be vi ewabCommoblyenteredh er s (tl
information is your major, favorite activities, topics that interest you or your home town.

6. Next you can c h ohissneansaarsmall anage that wib appear near articles that
you write so that people can identify them more easily. Choose one of the images provided or
scroll down a bit and upload one of your own images to use instead. Use a .jpg image if you
can, it dowhatside the image is, asrMyPlace will re-size it automatically.

@\ p ‘ |
Home My ) VLE My M .
? When you have registered
on MyPlace, your college,
HELLO PROFILE FOR JUNIPER BERRY department and club/
society associations and
p Juniger Berry | myplace Name registered events are
SO Ecit Profile - Logout X .
Juniper Berry's Place dlSplayed here. Click on
About Mo them here to read all
WRITE A NEW ARTICLE new ttext articles which have been
¥ name is Juniper and I am a student in Biological Sciences. tagged with the association.
I BELONG TO interested in genetics mostly but global warmingis a hot topid
oo Please note that this
Your Colleges . S .
N functionality is not working
- Bowland
at the moment (3/11/09).
This should be fixed shortly }
FIGURE 2 - A MYPLACE PROFILE

Read on to | earn what el se you qmfie atdcontinue usingi ck 6 Sul

MyPlace.| f you want to see someone alnde s iprwo fpirlod,i | ®ldi ¢

Watches %)

Files 3
Remote Blogging Password )]

IRNOFOIELDR 6T P

Watches will be open by default (see fig. 4 below). Click on the green icon (u_}:') to expand each

menu.
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WATCHES

Watches is an optional feature in MyPlace that allows the program to point out things that you
want to watch for

V  What you define in this section is not visible to other people.

V It allows you to enter your interests so that MyPlace can automatically alert you to new
articles and comments that you think might interest you.

V Click an option to direct MyPlace to alert you in a particular way, by email for instance,
then

V Click the tags (categories) thatyou want to track, such as

V  MyPlace will send you an email message when an article (that you are eligible to read)
with either of those tags is submitted (by anybody).

V  You can also choose to be alerted when someone responds to one of your articles or
when one of sulamitsan drtfcle i neore drsfidends in section 4.

Watches )

Watches are a way for you to keep up to date with the content you're interested in. You can
have Watches tell you about new comments posted on your MyPlace and/or new entries from
vour friends or new entries that match the tags you're interested in.

How would you like Watches to notify you of new content?

O Via email and Notices on my homepage
® Just via email
O Just by Notices on my homepage

What would you like to watch?

[MIWatch for new posts by my friends

Watch for comments posted by other people on my own MyPlace
Watch for new entries with the following tags:

Default Tags

College Al
For My CV

Humour

6team wo

FIGURE 4 - SETTING UP WATCHES
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FILES
V In this section you can remove and upload images, which is useful if you want to
experiment with different avatars.

Watches Q
Files o

Attach new files here:

Browse.

Upload
Currently Attached

= DSCF232:1 1jpg
U b 48

EIEIE

Choose attachment(s) to remove:

[JDSCF2321_1.jpg

[Othumb_48_DSCF2321_1.jpg
[Othumb_32_DSCF2321_1.jpg
Othumb_16_DSCF2321_1.jpg

Remote Blogging Password 03

Save My Profile

FIGURE 5 - THE FILE UPLOAD OPTIONS

REMOTE BLOGGING PASSWORD
V This is only important if you want to try using one of the many specialised blogging tools
such as Microsoft Live Writer, Flock or ScribeFire.
V  This should be useful if you blog elsewhere, particularly if you do a lot of blog writing.
V See METAWEBLOG section on page 17 of this guide for full details of this.

REMEMBER TO CLICK 6 8BMITOTO SAVE ALL YOUR CHANGES!
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SECTION 3: READING AND WRITING COMMENTS AND ARTICLES

Once you have logged in and created a profile, you are now ready to begin reading and writing in
MyPlace.

After login you wild|l see t he6bdlbywP yoa cae always setnmn do
this page by clicking the Home link in the list across the top of all MyPlace pages.

LUVLE A
ome My Blog LUVLE Ky Modules MyPGR Logout | Search 6o

Help

LUVLE = Myhodules  WyPlace  WyPGR | Services

@ NuPlaca

" RSS
USER PROFILE PHIL TUBMAN'S MYPLACE SEARCH WITHIN
Philip Tubman } Search this MyFlacs
Uiew Brofile Private reflections on First week 2009 m
GO
-+ Write 3 New rticle sdfsdfadfedfsdfs RECENT COMMENTS
+ View my Draft Articles O 24,5ep, 2000 @t 03: 11 it ro Category - No Comments
* administer comments B pne TuBman
* Organise my friends Ondgdsd
* Mew Group new Term 2000 m
2 ESTHER ADU-DWUMAA
+ Backup My Content fadfdsf fedfsdfs On The future of Higher Education -
The Edgeless University
CATEGORIES On ZA.5ep.2009 @t 03: 11 In no category - Mo Comments
M snna ROBERTS
H ‘. c A On Feedback 2 - My R To Th
Click on the The future of Higher Education - The Edgeless University S
blue link to -
, the edgeless PHILIP TUBMAN
I n arti I R On Feedback 2 - My Response To The
ead an article university A
FIGURE 6 - THE MYPLACE HOME PAGE

As previously described, you can use MyPlace to write:

V private articles
V articles to share with friends
V articles for the public (all MyPlace users).

ﬂ This icon means that the article is private (i.e. only you can view it)

This icon means that you the article is shared between friends

i The LU icon means that the article is available to all MyPlace users.

AN

MYPLACE IS PERSONALIZED TO YOU, SO YOU DO NOT SEE ARTICLES THAT YOU ARE
NOT ABLE TO READ.
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READING AND COMMENTING ON AN ARTICLE
V  After clicking the blue link (see figure 6 above), you will be taken to the full article.

V The authorodos profile appears on the | eft, and
with the author. This means you will be able to share your articles with them (and them
with you!).

V  If you scroll to the bottom of the page, there is a text box where you can add a comment to
the article.

V The comments can be viewed by whoever the original author has specified (group of
friends or public). You cannot specify who reads your comments in the same way as if
you wrote the article.

LUVLE | MyModules  MyPlace MyPGR | Services | Help L \Y/| E j\

n T | | .
@ [ ») - T = Mentors  Home My Blog LUYLE My Modules AMyPGR Logout Search GO

EIRss

USER PROFILE PHIL TUBMAN'S MYPLACE SEARCH WITHIN
Philip Tubman X ) Search this MyPlace
Wiew Frofile The future of Higher Education - The Edgeless University ——
= Write a New Article RECENT COMMENTS
= Wigw my Draft Articles
= Administer comments <
. ; Ondgdsd
arganise my friends W hy h‘g her b4
* Mew Group 5
education °
+ Backup My Cantent m USt erﬂbrace On The future of Higher Education -
The Edgeless University
caTeGORIES technology
- (4]
= ambition On Feedback = - My Response To The
= CMALT Comments
= College
= College/Course responsibilities R’
= Comnitrment On Feedback 2 - My Response To The
- eLeaming —_— Comments
- For My C¥ DEM@S
= Initiative 2 Self Motivation . o . . Y
. LUYLE This is a governrent comrissioned report by think tank demos into the future of back L
. . On Feedback 2 - My Response T The
. higher education.
MyPlace . Comrments
= Part-time/vocational
edmpluvment £
Pep . Tt is well worth a read. It highlights the ‘perfect storm’ approaching higher education (On Feadback z - My Responze To The
= personal development planning e P 35 & e ¥ ep
+ Planring and Management (inclusivity, budget cuts and ‘the (free) information age’), and the path forward. The Comments
. Proactive author comrments that in the focus groups he felt like a record executive in 1999 this

FIGURE 7 - READING AN ARTICLE AND COMMENTS
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CREATING AN ARTICLE

There are several ways to create a new article but the simplest is as follows:

1. Click 6Homed at the top of the @Eeefebto get

2. Click this button on the left of the page [ A E 2 ARHCLEJ (see fig. 6)

3. You will see a page that looks like this:

o

g. v | ) https:/jmyplace.lancs. ac.ukimyplace/7kgdhd. nsf fentry 2OpenForm v| & |4 x L
Fle Edt Vew Favorites Tools Help
Google | 8~ v Search o @D - B+ B+ 1% Bookmarks~ () Notebook (@ Find + P Check = ] AutoFll + <, - [@ptubma...~
WG| ) New Entry - Phil Tubman's MyPlace - B - = - [:rPage ~ (G Took ~ )
@ LW A ,n!afﬁ Mentors Home MyBlog LUVLE My Modules MyPGR Logout [Search 60
USER PROFILE PHIL TUBMAN'S MYPLACE 1. This is JRSS
Philip Tubman where you
ﬁ o Prof - write the
<«——— titleofthe

i article

B Z UM ESE ST E | -Sthes- VI--Fom\at--V|--Fonlxlze--v
AD@|EE £E | | VEIm A-B-|D-

« Organ y friends
» Backup My Content
CATEGORIES T

2. This is
+ Ambitior 3. These are tools
iCoRage = <« wh_ere you
for editing the look write your
” of your article (add article

links, change font,
bold etc.)

[ PRPR— - .

FIGURE 8 - WRITING AN ARTICLE

4. When youdve fini s hedscrolydpwnithg pagepand selecieosesoaroee,

Gagsb (categories) for so thagdgeefigtObelow) easi er
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TAGS

ToE TAGS

V Help you think about issues that are
relevant to reflecting on your learning, work

Choose the categories to add this document to:

Tags You've Used Defaul . s

i experiences and other activities;
Commitrment T Collet . .
Furness Hume V  Help identify areas where you may need to
Humour Mavig plan for more activity
bowvies hhyPle . .
MyPlace v Sport V Help you pull together information on a
Aeademic Skills Caree theme for a job application or c.v.
Adaptability & Flexibilit ~ Ambit V Make it easy for you and other readers to
Computer Literacy Cornn i i
Initigtive & Self Maotivation Decis find related articles
Interpersonal Skills Entreg f
Numeracy 2 = You may want to think about what tags to use by
Achievements work. referring to the list in the appendix.
Commetcial awareness ~ gulle_[_ Well-tagged evidence of achievement and interest
Commitment art-i . .
T voun WIll help you gather useful material from your
eI e Work record for applications and when thinking about

anfaence

Cultural sensitivity future courses.
Customer focused ; R .
Decision-making v Press @ontrold and click to se
Affiliations at a time.

Mo Agsaciation

You can create your own tags as well as using the
IS5 ones in the boxes. It is important that you create a
consistent system of tagging your blog entries.

Andfor add new categories here:
Articles are automatically tagged under broad
date categories, e.g. '‘Autumn 2008', etc, so you
can easily see the progress of your entries through

FIGURE 97 APPLYING TAGS time. If you are involved with any taught courses,
their names should appear in the Modules section
of tags.

College and department affiliations can be
selected here, and these articles will also appear in
the college or departmental area of MyPlace

NEW! Tag Cloudaw on the homepage,
displaying the top ten tags used throughout
MyPlace. You also have your own tag cloud in your
profile area. For more on tag clouds, look at page
18 of this guide.

SHORT SUMMARY

This section allows you to provide a couple of sentences that will follow the title in the list of
articles on the home page as a Otasterd or enti ceme
way that is not always possible from the title alone. Summaries are also used in RSS feeds from

MyPlace. Youdon 6t have to provide a summary.
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FILES

Theileed section |l ets you upload documents or images t
to reference files in the body section or people will not see them as attachments. You can add

' inks to f il esorotheruwébsites usimylthe ahdie-lihk icon () in the editor and

links to images using the tree icon ( -‘i). See below for more on adding images to your blog.

READERS
This section is very important!

V  This is where you choose who can see your article.

V You must aPublished statesa(toé 460 Iheealse un)jess you change an article
from the 6Drafté it wildl remai n chosertemakdite t o eve
publically available in MyPlace or shared it with friends.

Tag(s) + ] ‘
Short Summary >

Files 1. Select this option
Readers to publish a public

article (open to all
MyPlace users)

You have three options for defining who will have access to thisentry once it is published (only you can see it wi

) : . s d
© Everyone in MyPlace can read thisarticle €

This will make the entry visible to anybody who logs in to MyPlace and anybody can commenton it

O Only the following people and I can read this entry <
2. Select this option
Note: Friends and groups can be used at the same time. You can alwaysseeall your own articles.Only yoy g publish an article

articles can be seen by other people. .
: i to selected friends

Select the groups that would you like to give access to: ;' ---------------- or grou pS,
, These are my groups
[Ccounty College [LTG Dstudentllentors<_| .
, of friends

Select friends thatyou want tobe able toread and commenton{
1 .
1 These are my friends
[ GeorginaWood [IMarkBryson []Michael Reffold y

| - -
[OuMichael Regan [JRich Ranker L |nd|V|dUa”y

O Only!Icanread thisentry. <

This will make the entry completely private Only you will be able to see it and nobody else will be able to read or comme 3 " SeIeCt th|S Option
to publish an article
to yourself only.

*ublished Status

@ Draft

O Published «¢

4. Select this option
to publish an article.

Save Changes It W|" be draft by

default.

FIGURE 107 WHO CAN READ MY ARTICLE?

CLICK THE [ Save Changes ] BUTTON TO SUBMIT YOUR CHANGES.
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NEW! DRAFT ARTICLES

Articles are saved as draft by default. See Figure 10 (above) to show how articles can be changed
to published status. You may want to save the article for publishing later, in which case it would be
appropriate to leave it in draft status. You will receive an email alert every 2 weeks to remind you
about articles | eft tiforgetthcampldte ospuldisthus, so you donéd

MORE ON UPLOADING FILES
You can attach additional files to your blog entry if you wish.

1. CIickonthegreenicon(ué“;')next to OFil es

0
2. Attach your f i Bresswsheyd.cl i cking on 6
3. Find the relevant file and click on 6Uploadé.
Files

Attach new files here: ‘

Browse

Browse \

11

Browse ‘

FIGURE 11 - UPLOADING FILES

4.  When you have successfully uploaded a file you need to include a link to it in the text area
of the article so that readers will have access to it - if you don't include a link the file will
be visible only to you when you edit the article.

5. Uploaded files will be listed in the files section of your article like this:

Currently Attached

= boogie.jpg

Choose attachment(s) to remove:

[Jboogie.jpg

[ Remove Files

FIGURE 127 AN UPLOADED IMAGE

LINKS TO IMAGES

If the file is an image (with .gif or .jpg file extension only) you can add it to the text of the article as
follows:

1. Click in the message are where you want the image to appear
Page 15 of 30
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2. Click on the 'insert/edit image' icon ( &) in the editor toolbar
3. Select the image you want to appear from the 6 | ma g e(seé Rigs 13 below). The list
shows any suitable image files that you have already uploaded to the current article.

Insert/edit image

Image URL

Image list

»

After uploading an Image description| |boogie.jpg
image, it will
appear in this drop
down menu, and Dimensions HE]
YOU can Insert it —— A

into your blog.

Alignment -- Not set -- v

Vertical space

Horizontal space

FIGURE 13 - INSERTING AN IMAGE IN AN ARTICLE

You should also enter an image description but the rest of the settings are optional. If necessary,
re-size the image after inserting it in the message by dragging a corner of it with your mouse
pointer. If you press 6 S H | whilsbdoing this it will keep the proportions intact.

If you want to change the size or description of an image you have already inserted in an article,

edit the article, click on the image and then click on the 'insert/edit image' icon ( &) in the editor
toolbar to bring up the options box in fig. 13 above.

LINKS TO OTHER (NON-IMAGE) DOCUMENTS
When you have uploaded a file it will be listed in the files section of your article like this:

Currently Attached
_ hello.txt

Choose attachment(s) to remove:

[Jhello.txt

| Remove Files

FIGURE 147 A UPLOADED FILE (NON-IMAGE)
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You need to create a link to it so that it is accessible in your article:

1. In the Files section of the article, browse for your file on your computer or network

drives

Upload it so that it appears in the 'Currently attached' list of files (see Fig. 14 above)

3. Right-click on the uploaded file and select ‘copy shortcut' (or ‘copy link location' or
whatever your particular browser offers).

n

Curren thy Attached

FIGURE 15 RIGHT CLICK THE LINK AND CHOOSE COPY SHORTCUT
4. Enter some text in the message area of the article that will be the link to your file and
highlight that text.

5. Click on the 'insert/edit link' icon (= )in the editor toolbar
6. Paste the shortcut into the URL text box.

Insert/edit link

/76uh7f.nsf/articles/ 99333

Link URL [/mypl

Target Open link in the same window ¥
Title

Class -- Styles -- ¥

Update | l Cancel

FIGURE 16 i PASTE THE SHORTCUTINTO 6L I NK URLS®

7. Of course any URL can be used, so if a file exists on a different web site already, just
use its URL there - you don't have to upload it separately in MyPlace.

N.B. If you use Firefox you can shortcut this procedure by dragging and dropping an uploaded file
from the Files section into the message area. This copies the filename into the message area and
makes it a link to the uploaded file. If necessary you can click on the link and link option in the

toolbar to edit the link.
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METAWEBLOG

You should also be able to write MyPlace articles using any blogging tool that works with the
MetaWeblog API, which is a protocol defining how blogging tools should interoperate. Examples
include Mi crosoftds Wi nd,oFwek ahdithe d&ireldix iadd-®nm ScribeFire. Most of
these tools are freely available, we have not tested all of them with MyPlace but those we have
tested appear to work reliably. Please refer to the products own documentation and help files if
you want to use any of these tools with MyPlace. A separate guide to using Flock with MyPlace is
available on the LTG web site; some other product specific guides may be available later
depending on demand.

I f youbéd Ilike to try this you can get a blogging toog

http://www.smashingmagazine.com/2008/08/01/15-desktop-blogging-tools-reviewed/

Microsoft Live Writer is available from http://windowslivewriter.spaces.live.com/default.aspx

The 06Soci ail FloBkrlaokesaeuseful tool if you expect to do a lot of blogging or blog
tracking. Thereisalsoanadd-on f or Firefox called O6ScribeFirebd.

To configure an account with any of these for MyPlace you will need to install it and then set up an
account. The details you need for setting up the account are:

a) Blog homepage: http://myplace.lancs.ac.uk/myplace.nsf

b) User name: (use whatever your real namauniers it app
Berrdddd NOT use your University network |l ogin bec.
c) Password: -t his is the o6remote blogging passwordé yo

MyPlace profile T right at the bottom of the form. The password is stored securely but
best NOT to use the password you use for your network login.

d) Weblog provider: Normally you select from a list; MyPlace supports the 6 Met awe bl og API €
so select that option from the list.

e) Remote posting URL: actually this is the address of a script, use
http://myplace.lancs.ac.uk/writer.nsf/write

f) The only other thing you might need to set are proxy details T use automatic if it is
available or if not use http://wwwcache.lancs.ac.uk/ for proxy address and port 8080.

NEW! TAG cLOUD
A tag cloud records the tags you use, to help you manage

TAG CLOUD your articles more effectively. Basically, the larger the text
size, the more you use that tag!

.‘.1‘;',: ty y Flexit ty Commercia

wareness COMMIitment You can see that in the example on the left,

ket Computer Literacy County Commitment and Voluntary Work are key
e — — features oMyPladeiifs Entsepreneurial less
e so, but still more than Leadership.

| employment Tea: We think that tags are very important, and will help you in the
orking Skills Time management Training long run, when you are writing your CV or Lancaster Award.

others VOlUntary Work
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Click on your name to go to your profile, and your tag cloud is on the right hand menu.

Generally, if you see a tag in your personal tag cloud that is small, you should consider writing an
article on this subject. Make sure you tag your articles consistently.
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SECTION 4: MYPLACE FRIENDS

You can publish articles to everyone or just a few selected people (your friends) if you wish. To
publish only to a few selected people, you first need to createali st of friends. This is

1. Click on 6My Blogb to get to your own MyPlace
2. Click on O60Organise my friendsbéd, this is where
(break with) existing friends.
3. To add a new friend start typing the first few characters of their name in the text box
labelled 'l want to make friends with'.
4. Currently you can only add people to your friends if they already have a blog on

My Pl ace. Select the appropriate name from the
button.
Make Friends

To add somebody to your list of friends search for them using the field
below and then choose "add to friends"

Iwant to make friends with

rich
My
Richard Cudworth
Richard Du Feu
Richard Jenkins
Richard Newby

r o et W T e,

FIGURE 17 - ADDING A NEW FRIEND

5. You can also remove friends from groups using the break friends section by selecting
the appropriate photograph/ avatar and clicking

V  When you have added some friends, you can create groups (Fig. 18 below)

V The purpose of groups is that it is a lot easier to share with several friends each time you
create a new article.

V To add your friends to a group, create a new group (see the link on your 6 My  Bpageg 6
(fig. 18 below), give the group a name and add some or all of your friends to it by clicking
the checkbox next to their image).
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2. Give the
USER PROFILE JUNIPER BERRY'S PLACE Qroup a name
here.
7 Juniper Berry
1. Click here @ View Profile Group Name /
to create a
new group o N i | hockey team |
View Draft Articles Members 3. Select the
\:1 nister comments v group members
P di Dm Dl .. @ @a 7 wa | | from your
‘ " friends by
Backup My Content clicking the
checkboxes
here.

FIGURE 18 - ADDING FRIENDS TO A NEW GROUP

V You can remove people from this list at any time. To do this click on the appropriate
phot ograph/ avatar and click on O6save changesbd

V If you have a group of friends created, when you create or edit an article you can choose
(in the Readers section) one or more groups of friends to publish to.

V You don't have to put yourself in your groups of friends, as you will always be able to see
all your own articles. Whoever can see an article can also comment on it and see any
other responses.

V If you change a group by adding new friends or removing friends from it, there will be no
effect on articles where you have previously used that group unless you choose to change
those article(s) by editing them; the new group information will only be applied to the
article and any comments at the time when you re-submit the article.

YOU CAN REQUEST TO BE SOMEONEGS FRIEND BY VISITING THEIR BLOG AND MAKING
A REQUEST. CLICK ON SOMEONEG NAME TO GO TO THEIR BLOG. OR SEARCH FOR
THEM USING THE SEARCH BOX IN THE TOP RIGHT HAND CORNER OF THE HOME PAGE.
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NEW! SECTION 5: CLUBS/ SOCIETIES AND EVENTS

Student clubs and societies (and interest groups) may have a homepage in MyPlace, with a
calendar used to organize events. These events can be exported (in .ics format) and
downloaded into your own MyModules, Outlook, Yahoo!, Gmail etc. calendars. This ensures

SO HOW DO YOU DO THIS?
Clubs and societies are listed on the right menu of the MyPlace homepage, underneath the
Newest Blogs and Active Members sections. To join a club or society, click on your chosen club,
& ma listedo ¢ i

or

click

6show all

cl ubs

you can manage your academic and social life in one place.

etiesod

When you have clicked on your chosen club, you will be presented with this page:

LUVLE MyModules

@ N Plara

Mentors Home My Bloc

MyPlace | MyPGR

HELLO

Philip
Tubman
Edit Profile -
Logout

CLUBS & SOCIETIES

Archery - Club

Services

WRITE A NEW ARTICLE Jidsls

I BELONG TO

Your Colleges

« No Colleges

Your Departments

« No Departments
Your Clubs/Societies

* None Found

I Am Attending

* None Found

CURRENT MEMBERSHIP

Help

L

VLEGISH:A

Search GO

fF/oU=Users

typetextjavadocumentwritehello

space

bodmin moor's interloper's

NEW MESSAGES (0)

You have no unread
messages

4

JOIN THIS CLUB!

UPCOMING EVENTS

# There are upcoming events for this club

EVENTS CALENDAR

September, 2009

Show all news blogs this

month!

RECENT ACTIVITY

Your recent articles
= myplace test or

notes-dev 1

w
&

10 11 12

o

a s

CLUBS & SOCIETIES

~har

o Mamhare

f your

Name of
club or
society

chos

Other
members of
the club or
society

Click here to
join the club

4//%
- OEaE

This is the
events
calendar
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SO NOW | V& JOINED MY CLUB, HOW DO | SIGN UP FOR THE EVENTS?

This is really easy as we have provided a monthly calendar on the club/ society homepage. All the
events are clearly shown in black boxes on the specified date, all you need to do is click on your
chosen event, and read more details:

When you click on an event, you will see the following screen:

CLUBS & SOCIETIES -- EVENT

I-"-"l i 7}‘1'-.1'] | A
: : What 6s
Event Title * ’ gon‘]g on?
Event
Date & Times
When
Starting on 23/o9/2009 at 17:59 P
N “ exactly?
Finishing on 24/09/2009 at 17:59
User's can sign up for this event until =2 days before it starts.
Venue <« Where? And
here _ how much?
Cost 4 
free Further

Event Description /’ details

Super event description

Confirmed Attendees N
Wh o 6 s

g u: going?

You need to be a member of this ¢lub if you want to attend this

event. Join now! ‘  Join the

« Back to the Furness College event here
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CooL, | va@ SIGNED UP TO ALL THE EVENTS | WANT TO ATTEND, BUT

HOW WILL | REMEMBER ALL THIS?

This shoul dndét dleouraregigteredb | e m, a s
wovesnenr o events from all your club/ society associations will
@1M1yPlace be listed in one place.

You can also export events out of the club/ society
calendar (in .ics format). From here it can go into
your own Outlook, Yahoo!, Gmail, Hotmail etc.
calendar, to help you keep your social life and your
academic life in one place.
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IVLYy

NEW! COLLEGE AND DEPARTMENT AREAS

MyPlace has areas which display all articles that have been tagged with your non-academic

affiliations, such as colleges and departments.

wit Fuanéss QCaywil appear dere:

@E‘v/‘f}'lplace Mentors Home My Blog LUYLE My Modules MyPGR  Logout

L S = EIRsS
r'q—ﬁlﬁREEgi (OLLEQE MOST RECENT ARTICLES IN COLLEGE FURNESS
g Aditya vadali )
Edit Profile - Lagout Furness College Fiesta A

By m ADITYA YADALI on 18.5ep.2009 at 16:35{n Furness Mo Comments

[ WRITE A NEW ARTICLE ]

I BELONG TO

Four Colleges

= Furness

Your Departments

= Centre for Enhancerment of
Learning and Teaching

Your Clubs/ Societies

= Archary

= Hiking

I Am Attending

* None Found

NEW MESSAGES (9)

[ Philin Tubman has jeined the
club Hiking, 4:24 pim Friday 18
September
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SECTION 7: FREQUENTLY ASKED QUESTIONS

WHAT IF | v& WRITTEN SOMETHING THAT | WANT TO RETRACT?
V Once an article is published, it canét be turned
V However you can effectively unpublishan article by editing it and c
section so that you are the only person able to read it.

WHAT IF | WANT TO CHANGE SOMETHING | WROTE EARLIER?

V You can make changes to articles you wrote earlier. If an article has already received
comments from other people you can check the option to alert people who have
commented to the change and make a brief note about what has changed. This will be
visible to people reading the altered article.

On 24.09.2007 10:19:09 in Sport. Last modified on 18.09.2008

o This entry has been modifed since it was first published. Change

History...

FIGURE 19 - ARTICLES SHOW A CHANGE HISTORY WHEN MODIFIED

V Yo u cchang the text of comments you made.

V  Particularly in articles that are primarily for your own personal reflection it is recommended
that you resist the temptation to alter what you wrote at the time because much of the
value of the reflective process is being able to see the changes in your thoughts over time,
this may be lost if you re-write the record later.

WHAT IF | AM OFFENDED BY CONTENT?
V Please report anything that you find offensive to learning technology immediately!

REPORT ABUSE

If you are offended by the content of this page you can report it to the MyPlace admin team, who will
investigate it further.

To report this page please follow this link.

V  Contact learning technology at learningtechnology@Ilancaster.ac.uk or by phone on 01524
594207 (9 am to 5 pm Monday to Friday, with voicemail).

V The owner of an article can remove (delete) individual comments made by themselves or
others. Please do not remove something that you have reported before it has been
investigated.

CAN | SUGGEST IMPROVEMENTS TO MYPLACE?

V Absolutely. There is a special blog called Suggestion Box that you can use to add
comments and suggest enhancements or new applications which might use MyPlace.

V There is a link to the Suggestion Box blog at the bottom of most MyPlace pages, clink the
link to read previous comments and add your owr
suggestion but if you donét ask itds even | ess |
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SECTION 8: SUMMARY OF CHANGES TO MYPLACE

B/

MyPlace has changed a lot since last year; the following is a list of the most
significant improvements:

1.

MyPlace now has the same tab navigation as other LTG tools, such as LUVLE and MyPGR

Articles tagged with department or college appears on the appropriate department or
college home page in MyPlace as well as on the MyPlace homepage. Only people who
belong to a given college or department can post articles to those areas but any MyPlace
user can read and comment on them. See page 24 for further details.

There is a new section for Clubs / Societies, where you can join Clubs / Societies, and
sign up for events. These pages are administered by the Club / Society. All events that you

sign up for wild.l appear on your homepage (on the
See page 21 for further details

Thereisanew 6t ag adhelpuybworganize your articles. There is a general tag cloud

on the homepage, which says the 10 most popular tags being used by ALL MyPlace users,

and also a tag cloud in your profile area, with your 10 most popular tags. This is to help you

organize your article for any future use (such as when you are writing your CV, you can

only download articles specifically about that by using tags properly). See page 18 for

further details.

You can now change the titte of yourar t i cl e in 6editdé mode, and del
your article.

You can now find friends more easily, as our o]
University, not just those already registered on MyPlace, as in 08-09.

Each arti cl e hdsplaying hdwhniahy times thenartiele has been read, and by

how many unique users.

You may occasionally see an article remain at the top of the home page instead of being

O6pushed downd as | ater articles are aasioalyd Thi s

and will be used sparingly to retain articles containing important information in a prominent
place for a bit longer. Previously articles could be pushed off the home page very quickly if
there was a rush of new articles being submitted.
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APPENDIX: TAGGING CATEGORIES

Selecting categories helps readers of your blog identify particular topic areas and these will appear
on your blogbés homepage. A list of the wvari
(iiif) career-related issues and (iv) work experience is provided below.

ACADEMIC SKILLS

e ADAPTABILITY AND FLEXIBILITY: To be able to reflect, manage change, or modify your own
behaviour or approach in response to changing circumstances and the needs of others, in
different contexts and situations. If you're not sure what to write here, try thinking about how
you've adjusted to being at university and mixing with new people. If there are particular
concerns you would like to discuss you can find a contact address through the student support
website.

e COMPUTER LITERACY: To be proficient and experienced in word processing and software
packages. To be able to use email, the web and the Internet as communication, information
gathering and research tools.

¢ INFORMATION AND RESEARCH SKILLS: To recognise when information is needed (for any
purpose - not just your studies). To know where to find the specific information required. To be
able to compare and evaluate information from different sources. To organise, apply and
communicate information effectively. To synthesise and build on existing information to develop
fresh insights and solutions.

¢ INITIATIVE AND SELF MOTIVATION: To be capable of initiating a plan of action. To be
confident in taking responsibility for setting goals and motivating yourself to see things through to
reaching your objectives. Finding yourself in new situations often means new coping strategies.
This could be finding a job to meet financial needs or deciding you need to do something about
personal fitness, so joining the gym. Whatever it is you decide, this is about setting a course of
action and seeing it through to meet your goal.

¢ INTERPERSONAL SKILLS: To be capable of interacting with a wide range of people in
academic, social and personal situations from a wide range of cultural backgrounds. An
important element of University life is meeting all sorts of people from different cultural
backgrounds. Remember this is private and confidential so you might want to use this category
to record how you are getting on with people on your corridor, or those you've met through your
course, or societies you've joined. You could include members of staff.

e NUMERACY: To be able to manage and understand monetary issues relating to your own
personal finances. To have the ability to understand and use numerically related data in the form
of statistics, graphs, performance figures, projections and budget sheets.

What you write here may relate to an element of your degree scheme but it could also be
connected to how you're managing your personal finances at university. If you have particular
worries then advice can be found in LUSU and through Student Support Services.

e ORAL COMMUNICATION: To use speech effectively to express ideas, communicate a specific
message, present an argument, speak in a seminar, convey thoughts and feelings, make a
presentation, listen and respond effectively to an audience.

What you write here might relate to your decision to take a more active role in seminar
discussions or making a presentation. It could also be an important element of your part time job
or leisure activity.
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e PLANNING AND MANAGEMENT: To be effective in prioritising and managing your time and
workloads. To show an ability to co-ordinate tasks, people and activities in your personal life as
well as formally in relation to social, voluntary and work situations.

Prioritising the demands of your academic work with day to day living can take some getting
used to. Developing strategies for ensuring a healthy balance of work, survival and play is a skill
in itself. These are certainly worth recording, together with any tips you've picked up.

e PROBLEM SOLVING & DECISION MAKING: To be able to find solutions to personal, work
and social situations. To identify, interpret and apply information. To develop logic and clarity of
thought, even under pressure. To be creative in your thinking. To be secure in your ability to
make informed choices.

This could apply to something related to either your academic work, a volunteer or paid job or
something more personal. An issue arose and you had to make a decision about how to deal
with it. This might involve seeking further advice.

e TEAM WORKING SKILLS: To be an effective member of a team when working either formally
or informally in a work, sport, social, subject based, short or long-term activity. To have an
understanding of the different roles as well as an awareness of the qualities needed for
motivating others, team building and leadership.

How you work with other people is of key interest to employers. You may participate in a group
project as part of your course, or be on a committee of one of the many societies in the
university.

e WRITTEN COMMUNICATION: To develop your own creative style. To be able to express
yourself on paper artistically or in a structured, precise and relevant manner appropriate to your
reader, which confirms a sound grasp of grammar and spelling. Examples often are found in
comments by your lecturer on an assignment.

DEFAULT TAGS

e COLLEGE: Include all activities which you have taken part in which are related to your college.
This may include being a JCR member, arranging and attending college functions etc.

¢ HUMOUR: Include any jokes (funny jokes please J !), cartoons etc.
e MOVIES: Include reviews of movies seen (especially the good ones!)

e SPORT: Include all of the sporting activities you take part in here (including any university clubs
and positions of responsibility you have in the teams in which you play).

e TEACHING: (FOR STAFF ONLY) Include any teaching experience you have gained (lectures,
seminars/tutorials) and how you plan to improve your teaching for the future (e.g. by taking
courses from CELT).

CAREER RELATED SKILLS

e AMBITION: Any long-term aspirations and career goals which you want to achieve and any
steps you need to take to achieve this. Include any training courses which you will need to take
to achieve your ambition.

o« COMMITMENT: Explain situations where you have shown commitment to a task. This may be
in your academic work or in your social life.
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e DECISION-MAKING: Consider any situations where you have had to take big decisions and the
process by which you came to the decision you did.

e ENTREPRENEURIAL: Discuss situations where you have started some activity which involved
some risk-taking and saw the activity through successfully.

e FLEXIBLE: Explain situations where you have had to respond differently to the way you initially
intended to and what made you change your actions.

e LANGUAGES: What foreign language skills do you have? Are you skilled at written
communications in this foreign language, as well as oral communication?

e LEADERSHIP: Consider situations where you have shown leadership ability. What did you
learn about yourself in this role?

e PROACTIVE: Consider situations where you saw what was needed to be done and took
appropriate actions without needing to be required to do so (the opposite of reactivity).

e RESULTS-ORIENTATED: Consider situations where you successfully reflected on and
monitored your activities on an ongoing way in terms of achieving the final goals you had set for
yourself or were set for you.

e SELF-AWARENESS: Consider any situations when your awareness of how you personally
impacted on situations and other people, and consequent adjustments to how you behaved in
such situations as a result, helped make those situations run more smoothly or more effectively.

e SELF-PROMOTION: Consider situations where you behaved confidently and appropriately
assertively to achieve necessary outcomes (e.g. in getting a job, being selected for a team role
etc.)

¢ WILLINGNESS TO LEARN: Explain situations when you have been required to learn new
knowledge, skills and/or techniques.

WORK EXPERIENCE TAGS

e COLLEGE/COURSE RESPONSIBILITIES: Detail any course or college responsibilities you
currently have (e.g. staff student forum representative). What did you learn about yourself in
taking on these roles?

e PART-TIME/VOCATIONAL WORK: Detail any part-time or vocational work you have
undertaken. What role did you play? What were you responsible for? What did you find
easiest/hardest about the tasks given? Did you supervise anyone?

e VOLUNTARY WORK: Detail any voluntary work you have undertaken. What role did you play?
What were you responsible for? What did you find easiest/hardest about the tasks given? Did
you supervise anyone?

e WORK EXPERIENCE/PLACEMENT: Detail any work experience/placements you have
undertaken. What role did you play? What were you responsible for? Did you supervise
anyone? What did you find easiest/hardest about the tasks given?
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