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	UTO Training

Workshop: Introduction to Wikis



Technical Assistance:

· Website: www.asu.edu/helpdesk
· Phone: 480.965.6500 (24/7 support)

· Email: helpdesk@asu.edu
· Online Help wiki: http://help.wiki.asu.edu
· Wiki Home Page: http://wiki.asu.edu
Instruction

1. Wikis
· Wiki Workshop Site: http://wikiworkshop.wiki.asu.edu
· Brief video

· Definition: allow users to interact with and change content

2. History & Overview

· Started as an interoffice program, in over 10 years it’s turned into 1,000s…

· MediaWiki – largest wiki

· Platform wikipedia uses

· Open source

· Can get plug-ins on mediawiki site that will allow you to reskin it, among other things

· ASU sites cannot be reskinned

· Uses: Wikipedia, Help Wiki, LT Lab, Course Admin

· Controversy

3. How to Get Started
· Wiki Home: http://wiki.asu.edu 
· There are two ways to create a wiki:
CourseWiki:

· Wiki is tied to your Blackboard course shell through the SLN or class number

· To add a Wiki to an existing course, go to http://my.asu.edu/courserequest > log in > choose mycourses > choose session > choose course > click Resources > choose ASU Course Wikis from the drop-down box > click Add
· Students visit http://coursewikis.asu.edu, log in and any Wikis in which they are enrolled will be listed; you can add an external link to your Blackboard shell to link them directly to the CourseWiki

Personal Wiki:
· Wiki you create by going to http://wiki.asu.edu
· Allows it to be public

· You own it and manage it
4. Wiki Basics
· Go to the Wiki Home: http://wiki.su.edu
· Can copy code from a site you like and use it in yours

· Can have as many wikis as you wish
· Membership available to ASURITE IDs only

· Members with “owner” membership can create an ID & PW

· Can edit from home or anywhere

· Wiki Manager (located on Wiki Home) shows you the Wikis you have created and allows you to add users, change title, etc.
· Link to Wikipedia’s Editing Cheatsheet, and additional reference links, are on Wiki Workshop site
5. Creating a Wiki
· Click the Create a Wiki! button in the middle of the page

· Wiki shortname: this will be the URL

· Title: This the title of the page that will be displayed

· Description: this is for you to note the purpose

· Access level: various levels of access/editing rights are available

· Add Group Member: this is where you can add users

· Group Members: Click the arrow next to the name to promote or demote their access

Permissions: 

· Group Member – read only

· Sysops – editing rights

· Owners – editing rights and can add/remove users
· If another site exists with your name, an error message is displayed stating: 

Error: This wiki name is unavailable.
· Note: sometimes the page is created even though it gives you an error message; if it is in the list of wikis located in the Wiki Manager, it was created

6. Wiki Manager
· Displays all of the sites you’ve created in a list at the top of the page

· When you click on a Wiki in the list, you will have access to modify the following:

· Wiki Title

· Description

· Access level

· Published in Directory option
· Note: for the items above, you must click Save to keep your changes

· Add and manage group members
Add a User

Under Add Group Member section, place cursor in box next to Username > type ASURITE ID and click Add User > the user is added under the Group Member column

Modify User Membership

Click the arrow to the right of the person’s name > right-facing arrow promotes member’s role > left-facing arrow demotes member’s role

Remove a User

Click the minus sign to the right of the person’s name
7. Adding Headers/Content
· A welcome message is added to your site

Click Edit on the top tab > click once in the text box and select all (Ctrl A) > press the Delete key on your keyboard > type your headers (see below)
Adding Headers
· Create your headers before you create your content

· A Table of Contents is created when you add headers, which contains clickable hyperlinks to the various headers

Note: Table of Contents is only added to Main Page

· Type the following headers:

· Welcome to my new Wiki World

· About this Wiki

· About [Your name]

· Contact Information
Select a header > click large A in the toolbar above the text box > this converts your text to a header by adding two equal signs on either side of the text (== Header ==) > click Save Page
· You must click Save Page to keep changes; Preview only shows you a preview

Adding Content
· Type the following in each of the sections:

· About this Wiki:
This is an example of bolded text. This is an example of a bolded word or phrase within a sentence.

· About [your name]:
Next level headers (===Header===):

· Today’s Schedule

· Tonight’s Schedule

· Content is a list (# for numbers, * for bullets)

· Contact Information:
Click here to go to the ASU website (external link)

More about Melissa VerSchage (link to new page) - intro text and link to document (resume)

Remember to save frequently because there is no auto-save available.

8. Uploading Files

· You cannot link to documents in Blackboard, you must upload files to Wiki then link to them
Click Upload File in the Toolbox in the lower left section of the menu on the left > click Browse next to the Source Filename field > choose your file > click Open > type a description in the Summary field (optional) > click Upload File
9. Copying a File Name for Embedding an Image
· When you upload a file, a summary page is displayed with the file name and basic details about it

· You must reference the exact file name when embedding an image on a page (meaning displaying the image)
Copy File Name & Embed Image on Page
Image: File Name is displayed at the top of the page > highlight it > click Edit > click Copy > click Main Page in the left menu bar > navigate to the page you want to place the image on > click Edit > paste the file name > highlight the file name you just pasted > click AB on the formatting toolbar (double brackets will be placed on either side) > click Save Page
[[Image:FileName.jpg]]
10. Copy a File Link
· To add a link to a file (.doc, .ppt, .pdf, .xls, etc.), you must use an External Link to the uploaded file

· Once you’ve uploaded the file, you will receive a confirmation page showing the linked file name

· Hover over the file name > right-click the file > choose Copy Shortcut
· If you need to get the URL (shortcut) to an image already uploaded, click Special Pages > then click File List > hover over the file name > right-click the file > choose Copy Shortcut
11. Inserting Images:
To display an image on the page, type the following:

[[Image:FileName.jpg]]
12. Create New Page
To create a new page, simply type the name of the page in double brackets:

[[Page Name]]
13. Inserting external hyperlinks:
To show the URL:

Type or paste the URL: http://www.asu.edu/interactive
To rename the URL:

Paste the link onto the page > add one space > add single brackets to either side: [http://www.asu.edu/interactive Name of Link]

To display the link at a number (as a resource):

Paste the link onto the page > add single brackets to either side:

[http://www.asu.edu/interactive]  -- the link will be displayed as [1]
14. Inserting Internal Links (links to pages within the Wiki):
Copy the page name from the URL (usually the last set of words after the last /) > go to the page you want to paste the link on > click Edit > click Paste > highlight the information you just pasted > click AB on the formatting toolbar (double brackets will be placed on either side)

[[Main_Page]]
To Rename an Internal Link:

To rename an internal link, add a vertical link after the page name and the new name (no spaces) > [[Main_Page|Main Page]]

15. Inserting Link to .doc
You must upload the file first by clicking Upload file > right-click on the document name when finished uploading > click Copy Link > paste the link on the page > follow the external link format to rename it or just show it
16. History Tab
· Lists various edits to site

· Click a link to view a specific version of a page (from earlier edit); can compare versions and can rollback to previous versions

· Click radial button next to version you want, click Compare Selected Versions
· It shows a side-by-side comparison with edits

· Choose rollback if you want the earlier version

· Click Previous diff to compare to different verion
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