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How to update your profile 

 

My Account - Change Settings 

 

 

  

   

                                                                 3 

                                                                                             

1. Hover your 

mouse over the 

icon at the top 

right of your 

screen which 

says “Welcome 

******” and then 

click on My 

account. 

2. Click on 

Details and 

upload a photo. 

3. Click on 

Display settings 

and change the 

language of your 

TwinSpace if you 

need it. 

1 

 

 

2 

3 
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How to invite teachers and visitors to your 

TwinSpace 

 

Step 1 – Login in to your TwinSpace. 

 

Step 2 – Click Invite teachers and visitors. 

 

 

 

 

 

Step 3 – Type in the email address of the teacher/visitor you wish to invite. To 

add more than 3 click the + button, then click Submit. 

Step 2 
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Step 4 – The system generates a proposed username and password for each 

teacher/visitor, which you can choose to accept or change to something of your 

own choice. You can also select the role that each one these new TwinSpace 

members will be assigned either: Visitor (viewing rights only); Teacher Member 

(some editing rights) or Teacher Administrator (full rights). Once you are happy 

with this click Submit. 

 

 

Step 5 – The system will now generate an email to the teacher/visitor that you 

have just granted access to the TwinSpace containing their username and 

password along with the url (web address) of the TwinSpace so they know 

where to go to login. A similar email is also sent to the Administrator that 

created the new teacher/visitor account with the same details. Your new 

teacher/visitor members have now been created successfully. 

Step 3 

Step 4 
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Step 6 – You will see confirmation that the new user has been successfully 

invited on your TwinSpace homepage.  

 

  

Step 6 
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How to invite pupils to your TwinSpace 

 

Step 1 – Login in to your TwinSpace. 

 

Step 2 – Click Invite Pupils. 

 

Step 3 – Add the First name and Surname of the pupils you wish to invite. To 

invite more than 3 click the + button, then click Submit. 

 

Step 2 
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Step 4 – The system generates a proposed username and password for each 

pupil who you can choose to accept or change to something of your own choice, 

provided that is made of a minimum of five and a maximum of eight characters. 

We recommend that you write these down or take a screen shot of the screen 

so you remember the detail and can pass them on to your pupils. Once you are 

happy with this click Submit and your pupils are finished. 

 

 

Please choose the role of the pupils: Administrator or Member. 

Step 3 

Step 4 
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Step 5 – You will need to give your pupils the correct URL (web address) of 

your TwinSpace so that they can log in correctly. To find this click on the Home 

page of your TwinSpace and make a note of the web address in your browser. 

That address is where your pupils will have login from. 
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How to add a Blog to your TwinSpace Activities 

 

Step 1 – Login to your TwinSpace. 

 

Step 2 – Click on Activities. 

 

 

 

 

 

 

STEP 2 
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Step 3 – Click Manage Pages. 

 

 

Step 4 – You need to create a new page for your Blog to live in, so type in the 

name of the page e.g. Wales Blog and click Add. 

 

 

STEP 3 

STEP 4 
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Step 5 – Click on your newly created page „Wales Blog‟. 

 

  

Step 6 – Hover your mouse over the black Welcome box and then click Add 

Application. 

 

 

 

Step 7 – Click Collaboration and then Add where it says Blogs. This adds the 

blog template to your „Wales Blog‟ Activities page. 

 

STEP 5 

STEP 6 

STEP 7 
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Step 8 – To start blogging all you and your partners need to do is click Add blog 

entry. 

 

Step 9 – Here is where you get to be creative and add content to your blog. 

Firstly, give your blog entry a Title and then type the content of your blog post in 

to the main „Content‟ box. You can use the functions above the content box to 

change the colour and size of the font of your post and add pictures, smilies, 

links and widgets (--> How to add Web content section) to your post. Finally to 

publish this blog entry click Publish. 

STEP 8 
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STEP 9 
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Step 10 – Your successfully posted blog entry. J 
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How to organise a Forum 

 

 

Forum  

 

 

 

Writing a 

Forum 

message 

 

Click on the 

Activity to 

which you want 

to add a 

Forum. 

You will add a 

new discussion 

thread.  

 

You select add application clicking on the black Welcome button - follow the 

same procedure as for adding a Blog; 

When you create a forum you have to decide what you want to discuss. If the 

forum is empty you will have to indicate the topic you would like to discuss, such 

as prejudice, or stereotypes or holidays, friendship, any topic that is relevant for 

your project. 

 

1 

2 
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You might wish to discuss different aspects of a particular topic, so you might 

want to add sub-categories to the same topic of discussion. You might want as 

well to introduce different thread to the discussion; if for example we were 

discussing “Prejudice”, and as a subcategory “prejudice against women”, a 

thread for discussion could be “all the proverbs that show prejudice”; another 

thread could be “equal opportunities”, and so on. 
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How to create a Wiki 

 

The procedure for creating a wiki is the same as for a blog (pp 10-12); the only 

difference is that you select wiki instead. 

When you add the application to one of your Activities pages, you will get just 

this: 

 

As the system prompts you will need to enter some text. 

Do not get discouraged by the Creole formatting interface that might look 

complicated; it is enough to open the drop down window and select the HTML 

format. 
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First of all you must decide if you want to create different folders for your files. It 

is up to you to decide how you want to organize your material. You open your 

folder and select the command add a document. At this point you can choose 

the file from your hard disk. 
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How to add Documents and Files  

 

Step 1 – Login to your TwinSpace. 

 

Step 2 – Click on Activities. 

 

 

 

Step 3 – Click Manage Pages. 

STEP 2 
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Step 4 – Type in the name of the page that you are creating i.e. „School 

Addresses‟ and click Add. 

 

 

 

Step 5 – Now your new „School Addresses‟ page is created you need to add the 

STEP 3 

STEP 4 



 

Page 22/35 

TwinSpace Guidelines 

content. Hover you mouse over the icon at the top right of your screen which 

says „Welcome ******‟ and then click Add Application. 

 

 

 

Step 6 – Click Content Management and then where is says File Archive and 

click Add. 

 

Step 7 – Now click Add Folder, giving it a title and then click Save. 

 

 

STEP 5 

STEP 6 

STEP 7 

STEP 8 
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Step 8 – Click into your newly created folder. 

 

 

 

Step 9 – Click Add Document. 

 

 

Step 10 – Click Browse and then select the 

files/documents/presentations/spreadsheets/videos that you want to upload and 

STEP 9 

STEP 10 
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click Open. 

 

 

 

Step 11 – Click Upload Files and your work will appear in the folder in the 

TwinSpace. J 
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How to add Photos  

 

Step 1 – Login to your TwinSpace. 

 

Step 2 – Click on  Project Activities. 

 

 

 

 

STEP 2 
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Step 3 – Click Manage Pages. 

 

 

Step 4 – Type in the name of the page that you are creating i.e. „School 

Addresses‟ and click Add. 

 

 

 

Step 5 – Now your new „School Addresses‟ page is created you need to add the 

STEP 3 

STEP 4 
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content. Hover you mouse over the icon at the top right of your screen which 

says „Welcome ******‟ and then click Add Application. 

 

 

 

Step 6 – Click Content Management and then where it says Image Gallery 

click Add. 

 

Step 7 – Now click Add Folder. 

 

 

Step 8 – Click into your newly created folder  

 

STEP 5 

STEP 6 
 STEP 7 

STEP 8 
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Step 9 – Click Add Image. 

 

 

Step 10 – Click Browse and then select the photo(s) that you want to upload 

and click Open. 

STEP 9 

STEP 10 
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Step 11 – Click Upload Files and your photo(s) will appear in the folder in the 

TwinSpace. J 

STEP 11 
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How to add Web content  

 

Step 1 – Login to your TwinSpace. 

 

Step 2 – Click on Project Activities. 

 

 

 

 

STEP 2 
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Step 3 – Click Manage Pages. 

 

 

Step 4 – Type in the name of the page that you are creating i.e. “School 

Addresses” and click Add. 

 

 

Step 5 – Now your new “School Addresses” page is created you need to add 

the content. Hover you mouse over the icon at the top right of your screen which 

says „Welcome ******‟ and then click Add Application. 

STEP 3 

STEP 4 
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Step 6 – Click Content Management and then where is says Web Content 

Display click Add. 

 

Step 7 – Now click on the little notepad icon with the green plus sign. 

 

Step 8 – This is where you need to find the embed code from the website that 

your widget is coming from.  

STEP 5 

STEP 6 
STEP 7 
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Examples: 

 

The BBC Weather one is found by clicking on the word Embed. 
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The YouTube code for example can be found to the right hand side of the video 

where it says Embed. 

 

Each website is slightly different but wherever you see the word embed or 

share a code won‟t be far away. 

 

Step 9 – Now you need to go back into your TwinSpace. Then you need to click 

Source, now you paste the code into the box. 

 

STEP 9 
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Step 10 ï Click Source again and then click Save. Your widget will now be 

embedded in your TwinSpace page. J 

 

 

 

 

 

 

 

This manual was realised with the support of the eTwinning UK Support Service 

and the eTwinning German Support Service. 

STEP 10 


