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Dashboard - mark your favourites - yellow star
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MY Dashboard - mark your favourites - yellow star
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Note: also the 
recent changes 
is different in 
your OWN 
dashboard, it 
displays only 
the stuff related 
to your 
favourites!
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Star watching/following separate pages
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From the tools menu you find the icon for “watch”,  after selecting it 
turns into “Stop Watching” to allow you to cease following the page
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Setting email notifications of the “Watched pages”
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From your name select “Watches”, you are directed to preferences of 
your account and particularly to preferences for the watched pages. 
There you find the link to email settings. Click that and then modify the 
email settings as you prefer, e.g. to get a list of changes once a day, 
once a week, etc.
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Editing pages, copying the progress report template
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In the page of the links to the the teams documents at edit mode, the default is 
“Rich Text” editor. Beside the Rich Text editor mode is the “Wiki Markup” mode.
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Creating a mind-map to your OWN Team page
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When you are in 
your own team 
page where you 
want the mind 
map to be, sift 
to EDIT mode, 
then click the 
“Add” button and 
select “Giffy 
diagram”. Strat 
doing. 
Next: making a 
link to a new 
page not existing 
yet i.e., Weekly 
report 
Hammerkit1
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Wiki markup for link to a new page
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In the edit mode take the Wiki markup, check from the right side if you cannot 
remember, but links are made [the link name visible in the page | the actual page 
name]
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How does the like look like in the page
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The link is red, because the 
page does not exist yet. After 
clicking it, it will open an empty 
page in edit mode allowing 
you to create the page. Before 
creating the actual page, go 
and copy the “weekly progress 
report template page” and then 
paste it to the empty page 
behind the red link.
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Copying an existing page
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Navigate to the “Weekly Progress Report” template page. Sift to edit mode and 
copy the whole page. Press cancel and navigate to the page where you have the 
newly created link to the “to be created page”. Click the link and paste the 
copied text into the empty page.
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Pasting the copied page

11

The copied content in the new 
page - now just save it.
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Other editing stuff
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Images, widgets etc., can be found from the “insert” button
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Other editing stuff..permissions of separate pages
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Go to the page you want to restrict the viewing or editing, then go to the “Tools”, 
click the “Restrictions” and in the pop-up click person and add or search persons’ 
names whom you want to be able to view or edit the page.
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Questions?

14

Or when you will have ask:
merja.bauters@metropolia.fi
http://twitter.com/linab69
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