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Getting Started: 

Once you have received your email invitation to join the TSNAA wiki, follow the link and set up an 

account on WikiSpaces.  

Username: When you create your WikiSpaces profile, create a username. We recommend using your 

first name and school district spelled out—such as Amy-WylieISD or Nichol-Rockwall 

Log in at www.wikispaces.com    

 

  

 

 

Tip: Click the Keep 

me signed in box 

on when you log in. 

Saves a little time! 

From your My Account page, navigate to the TSNAA wiki pages 

two ways:  

·Click the TSNAA link under Favorite Wikis  

·Upper right toolbar click on My Wikis and select TSNAA  
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 Manage your Wiki Settings 

From your My Account toolbar, go to Settings 

 

 

 

From Settings you can:  

Change your username, email, and password or delete your 

account. 

You can also add profile information, including a picture.   

From Settings you can:  

Change your settings to customize 

how you want the wiki to notify you 

of activity. 

Email Monitored Changes—we 

recommend setting it as one email 

per change OR per day. The wiki will 

automatically send you a notification 

so you know when things are 

changing. The notification email will 

contain information, and if you are 

interested in the topic, sign into the 

wiki to participate in the discussion 

or view the changes. 

Save your changes! 

Remember:  Don’t respond to wiki email 

notifications. They are information only. If you 

wish to reply or share information, log into the 

TSNAA wiki.   
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TSNAA wiki 

 

            

Think of the wiki as a 3-ring binder. 

On the left in purple are all of the pages (content tabs in 

your 3-ring binder). Click on a page to go to that topic. 

Each page has its own area for posting information, 

documents and links for websites AND each page has its 

own discussion forum. (These are the papers/notes 

pages you have in each content tab of your 3-ring binder.) 

With the exception of the Home page, ALL TSNAA 

wiki members can add documents and information, 

and start or reply to a discussion.  
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Pages: 

On each page, go to the Discussion forum using the toolbar in the 

upper right corner. Click on the area with the conversation bubble 

symbols. (See enlarged view of toolbar below.) The number tells 

you how many discussion responses there are on that content 

page. 

 

Discussions: 

Click on any subject to read the discussions posts and reply if you 

have information to share.  

Click New Post to ask a new question.  
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Starting a new discussion thread: 

Subject: Make sure your Subject is clear about the 

content of the post. This is helpful for future nurse 

leaders who may need the archived information in 

the discussion. 

Enter your question/details in the message.  

Click Post.  

Remember—no student names, initials or other 

identifiers.  

Read or participate (reply) to a discussion 

thread:  

Click on the subject of the discussion thread.  

Scroll through all of the responses in the thread.  

To respond, use the Reply box at the bottom of 

each thread. 

Remember—no student names, initials or other 

identifiers.  
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Sharing Documents or Information on a Page 

 

 

 

 

 

 

 

 

 

 

Sharing documents, websites or other information (non-discussion): 

Got to the page with the topic that matches the information you wish to post 

or documents you wish to share. 

Click Edit in the page’s Toolbar.  

This will open the editing page and display the Editing Toolbar (function is 

very similar to a Word document). 

1. Click on the screen in the location you wish to 

place your document. The cursor will be 

blinking in the position where you want the file 

to be uploaded.   

2. Click on   

3. Click on Upload files  

4. Your computer’s file browser will open. Go 

to the location of the document you wish to 

post and click on it, then select Open. 

Tip:  Before clicking the 

File button, click on the 

page to place your cursor 

where you want the 

document to be placed.   
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The file will upload in the 

Images and Files screen.  

Once it is fully uploaded, click 

once on it and it will appear 

on the Page.  

Upload any additional files. 

Click Save.  

Tip:  You can move the file 

around, but it is much easier to 

place your cursor on the page 

where you want the file before 

uploading it.    
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Adding a web page link: 

1. Go to the correct topic page 

2. Click on Edit to pull up the toolbar  

3. Click on the page where you want the 

link to display 

4. Click on  

5. Click on Web Address 

6. Enter a title for the link in the Link Text 

box.  

7. Type in the full web address in 

Address box (I recommend copy and 

paste from your Web browser address 

line so it is the correct URL.) 

8. Click on New Window 

9. Click Add Link 

10. You can move the link around on the 

page if necessary, then click Save. 

To post links to web 

pages in Discussion—

simply type (copy & paste is a 

good idea for accuracy) in the 

full web address.  
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Wiki Email 

Send emails using the Wiki. You can send to individual members using their username OR to the 

entire wiki (this will replace the listserv).  

 
 

 

 

 

 

 

 

 

 

 

 

In the upper left black 

toolbar, you can see if you 

have any emails in your 

Wiki account.  Click on the 

gray box with a number in it 

for a drop-down list of 

new/recent emails sent in the 

wiki. 

Click on your name to go back 

to My Account. You can 

access your wiki email Inbox 

in your My Account.  

Click on envelop in My 

Account toolbar to go to 

Inbox.  

Read, respond and 

Compose Mail from your 

inbox.  


