The Facilitator Tools Menu

Facilitators of communities get a facilitator tools menu which standard members do not.  You can find these on My Home, in the middle of the right hand side of the page.

The 5 options that facilitators get are: 
View Metrics, 
New sub-community, 
Community Settings, 
Membership Requests, 
Edit Search Sites.  
Facilitators can also expel members from the group by clicking on the member’s name, and selecting “Expel member”.  You can choose to send them a message if you like.
View Metrics 

Select this option to see summary information on the activity in your community.  You can choose to periodically share this information with your group, and you may wish to perhaps use it to assess the effectiveness of your group.
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Community Home > Metries
Download user counts per authority: XLS
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New sub-community
You may decide to create a sub-community, perhaps for steering group members, or people working on a sub-task.  Note that any sub-communities requests will have to be approved by the Improvement Service.  We suggest you discuss your requirements with us beforehand. 
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Create a Sub-community

Step 1

You are here: Welcome > All Communities > New Sub-community

Terms & Conditions

Communities of Practice S
USER POLICY

Please take a moment to read the following User Policy. If there is anything you do not understand, then
please Contact Us

Communities of Practice is a website provided primarily for use by the Public Sector in the United Kingdom
(*Public Sectar) by the Improvement and Development Agency for Local Government (*we" "us" "our’

for "IDea") on behalf of the Public Sector.

L. Acceptance of this User Policy

Your access and use of this website located at (www communities.idea.gov.uk), including any and all content,
information and materials provided within it (the "Content") (together referred to as "Communities of Practice),

i subject to your acceptance of, and compliance with, the provisions of this User Policy, which incorporates

four Discussion Forum Palicy, our Privacy Policy (both of which you should also read), and any other legal

notices and/or instructions which may appear on Communities of Practice and/or within any Content from time v
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Community Settings

In this section, you can edit all the settings for your community including the explanatory text that is listed with all the communities, the welcome text for your members, the features, the key words, etc.  We recommend you do not change your Community name.
[image: image3.png]C-O-HaBLrela-sW-U&

Scottish Knowledge Management Network

Home Forum Events Members Documents Wiki Newsfeeds Blog entries

You are here: All Communities > Seottish Knouledae Management Network > Community settings

Community Settings - Private Community Membership settings
Community Name @ Export list to spreadsheet

Name - 80 chars max @ Membership settings

Scottish Knowledge Management Netwark

@ Membership requests

Location € England and wales ©  Scotland

Optional Community Features

P Event Calendar P Documents

P wiki P News feeds

P Blog entries ¥ Master Calendar
Description

Community description - 200 chars max.

For people with an active interest in KM in the public sector in 4
Scotland , to provide mutual support to implement, improve &

promate KM through access to expertise, problem sharing, |
fexchange of practice, networking, and staying abreast of KM v

Welcome Text

Members welcome text - 600 chars max

[The Scottish Knowledge Management Network collaboration <]
space was set up to provide a means for people based in
Scatland (particularly in the public sector) who want to share
learning, expertise and work together to enable all of our
organisations to get better at collaborative working, capturing
jand sharing expertise and knowledge and encouraging

learining and innovation. This is a learning environment, built

on openness, discretion, trust, respect & a willngness to
contribute and share and encourage others to participate.





Clicking on “Export list to spreadsheet” gives you a spreadsheet of all members of your community with contact details, email address, joining date and last login date.

“Membership Settings” enables you to add or change facilitators, allow people with a specific email domain (e.g. @falkirk.gov.uk) to get automatic membership without approval, and to manually add members to the group by inputting their email addresses (though they must already be registered on the IS/IDeA site for you to be able to do this).

Membership Requests

“Membership requests” lists the people who have applied for membership to your group who have not yet been approved or denied access (please see the document “Approving or denying membership for instructions on how to do this).  An email notification goes to all facilitators when someone requests membership, and once a facilitator has approved or denied an applicant membership, that name disappears from the list.  (NB if you wonder who approved membership to a particular member of your group, you can view their profile and at the bottom of it, it says who approved their membership.)
Edit search sites
Use this to add useful sites that your members might find useful sources of information when they are looking for help and pointers. Adding new sites is simple and you can add up to 20.  When your group members use the Search tool, it will also search the whole of these sites along with your group’s content.
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You are here: All Communities > Scattish Knowledae Management Netwark > Search Sites

Edit search sites for this community
You can add up to a maximum of 20 sites. The arder of the websites has no effect on the retumed resuts. There are 3 in
the lst for this community © 2dd a new site

@Remove selected

T *%  Improvement Service Improvement Service website for all your 1S news,
www improvementservice org.uk

I ¥%  Gurteen Knowledae website An open resource for the Gurteen Knowledge Community - 2 global
www,gurteen.com learning community of over 15,000 people in 154 countries. The main

themes of the site are knowledge management, learning, creativity,
innovation and personal development.

%% Knowledaeboard KnowledgeBoard comm is a seff-moderating global community for
www knowledgeboard.com knowledge management.

Admin | Feedback | Help | Demo | Terms and Conditions is I&mA\




Facilitator notes - the facilitator tools menu.doc

