Regional Personnel Development Alliance
-Steps for Using the Wiki


· Submit a User Agreement to your Regional Personnel Development Alliance Facilitator. 
· You will receive an email with your User Name and Password inviting you to join the wiki associated with your Alliance. 

To access the Regional PD Alliance Wiki: 
1. Go to http://www.pds-group.wikispaces.net/
1. Enter the Username and Password that have been provided to you. 
1. Once logged in, the first page you will see is the “Home” page. This page provides general information on purpose of the particular wiki. 
1. The navigation bar on the left contains a list of pages that are contained in the wiki. The first page listed on the navigation bar is “New and Events”. The purpose of the News and Events page is to provide opportunities for Regional Personnel Development Alliance members to post upcoming information on Regional Personnel Development Alliance meeting dates, locations, and times.
1. The second page listed on the navigation bar is “Minutes and Docs”. The purpose of the Minutes and Docs page provides minutes and related documents from Alliance meetings.
1. The third page listed on the navigation bar is “Action Plan”. The purpose of the Action Plan page provides the most recent version of the Regional Personnel Development Alliance action plan. This action plan was developed by the Regional Personnel Development Alliance members to address regional exceptional student education personnel development issues.
1. The fourth page listed on the navigation bar is “Resources”. The purpose of the Resources page is to provide regional, state, and national resources pertinent to the work of the Regional Personnel Development Alliance members.


What are discussion pages?
A discussion page is a forum where people can post and respond to messages. Each wiki has its own discussion page. On a discussion page, you can start a new topic or you can participate in an existing one. For each discussion topic, you can see:
· the author 
· how many people have viewed or replied to the message and 
· when the last reply was posted

To go to the discussion page, click on the "discussion" tab at the top of your wiki page.

How do I start a discussion topic?

To post a new discussion topic:
Go to the "discussion" tab at the top of the page you'd like to post on.
1. Put in a subject and begin composing your message.
2. Click "Post" when you are finished with your message.

To respond to a previous discussion topic:
1. Click on the topic on the discussion page.
2. Write your reply message.
3. Click "Post" when you are finished.

Can I be notified of changes made to my discussion pages?
Yes. go to "My Account,” and set your preferences to receive e-mail notifications when people respond to one of your previous discussion posts. 

Can I sort discussion posts?
Yes. You can sort discussion topics based on Subject, Author, Replies, Views, or the Last Message Posted. To do so, go to your "discussion" tab. At the top of the current discussions, there will be the five headings. Click on one and the messages will be sorted appropriately.

You can also search for keywords of a discussion. Each discussion area has its own keyword search filter which allows you to search through previous discussion topics for specific words or phrases. Enter your search word(s) and press Enter. 

How do I change the time zone that appears on my history or discussion pages?
1. Go to "My Account."
2. Set your preferences for "Time Zone."
3. Click "Save."

How can I change the number of messages listed on one discussion page?
1. Go to "My Account."
2. Change your preferences for "Results Per Page."
3. Click "Save."

How can I change the number of messages listed on one discussion page?
1. Go to "My Account."
2. Change your preferences for "Results Per Page."
3. Click "Save."

Who can post discussion messages on my wiki?
Only members of your wiki will be able to post discussion messages. 

Can I delete a discussion post?
Only the wiki organizer can delete an entire discussion topic or an individual post within that topic. 



Can I receive e-mail when changes are made to my wiki?
Yes. E-mail notifications are available when changes are made to a single wiki page or an entire wiki.

To receive e-mail notifications for a page:
1. Go to the page you would like to receive notifications for.
2. Click on the "notify me" tab at the top of the page.
3. Change the monitoring preference.
4. Click "Update Monitoring."
5. To receive e-mail notifications for an entire wiki:
6. Go to "Recent Changes."
7. Click the "notify me" tab.
8. Change the monitoring preference.
9. Click "Update Monitoring."
10. [bookmark: stop-emails]Once you do this, you will receive e-mail updates when any user other than you makes a change to the page or wiki. 

How do I stop receiving e-mail notifications about changes on my wiki?

To stop receiving e-mail notifications:
1. Return to the "notify me" tab for the page(s) you are monitoring. If you are monitoring an entire wiki, go to any page, click the "notify me" tab and then "wiki wide notification page."
2. Click "Stop Monitoring."
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How to use the  Discussion Tab...



How to use the  Notifications Tab...
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