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Introduction 

Sakai is designed to help you set up your own online collaborative work environment. Sakai can be used to set up project groups for your research so that you can collaborate with colleagues both on and off-campus. 

How you use the features of Sakai depends entirely on your needs. You can limit your use of Sakai to basic course functions, like posting articles or sending e-mail to your colleagues. If you’re feeling more technologically adventurous, you can use the Wiki tool within Sakai to create a collaborative environment. You can create the Sakai that you want by choosing only the tools you need. 

Private or Public
By default, Sakai sites are private, meaning you choose the members. You can open the site up for other users to join via the global list of sites. 

In addition, you can designate resources public. The URLs for these links are very long. The wiki has an RSS link for read-only access by the public
Course or Project Site

Sites used for courses are identical to sites used for projects except for the roles available and the ability to link to rosters. 

Course Roles




Project Roles
Instructor




Maintain
Student [read only]



Access [read only]
Teaching Assistant [limited]
Teaching Assistant (whole course) [limited]
Access [read only]

Tools Overview
Announcements
The Announcements tool allows for one-to-many broadcasting. A site maintainer/instructor can use this tool to relay important information to participants in a project or course site. This information is posted on the site homepage and can be emailed to participants.

Project Site Use: Send announcements about upcoming events, meetings, or important documents.
Chat 
The Chat tool allows you and your site participants to engage in unstructured, archived, real-time conversations.
Project Site Use: Set a time for all participants to chat online

Discussion and Private Messages
The Discussion and Private Messages tool allows site members to engage in structured asynchronous communication. A discussion board can be useful to facilitate communication outside of meetings. 

Private messages allow users to have private one-on-one conversations with others. Messages are sent and received via the user's Inbox on the Discussion Board. 

Project Site Use: Posting instructions, questions, ongoing discussions
Drop Box
The Drop Box tool site maintainers and participants to share documents within a private folder. Each participant’s folder can be accessed only by site owner and that participant.

Project Site Use: Sharing confidential documents between two people

E-mail List and Archive tool
The E-mail List and Archive tool allows you to create a mailing list for your worksite, allowing for many-to-many broadcasting. Once the e-mail list has been created, participants can send e-mail to it from their Rutgers (or guest) email account. These e-mails will be sent to all participants (depending on their notification preferences). All e-mails will be archived and listed on the worksite within this tool. 
Project Site Use: Automatic Listserv 

Mailtool
The Mailtool allows you to send e-mail messages to any of your site participants or to other e-mail addresses not associated with your worksite. You can choose how many and which participants will receive your e-mail.
Project Site Use: Email one or more members from Sakai
News
The News tool allows you to display RSS news feeds on your worksite or My Workspace. An RSS feed delivers web content - typically news items - dynamically. This can be useful if you know of a good resource you would like to share with your site participants that updates its content regularly. Instead of having to link to the new articles every time one is added to the site, the RSS feed will automatically do this for you.

News feeds appear as tools in the left menu bar, and, when clicked, bring the participant to that news feed.

Project Site Use: Link to RSS feeds pertaining to your group

Resources
The Resources tool allows you to store materials online. You can upload, copy, delete, and organize materials with this tool. You can also share materials with other Sakai users and make your materials available to the public.

Project Site Use: Essential for all Sakai sites. Share resources of all types.

Schedule
The Schedule tool is a simple calendar system which allows you to keep track of events associated with different sites. Each worksite has its own calendar specific to that site. A consolidated calendar can be found under My Workspace which combines all events from each site to which you belong in addition to events you create just for yourself within My Workspace. Note that you cannot create events that will be viewable by other sites with this tool.

Project Site Use: Keep track of meetings and deadlines

Site Info
The Site Info tool gives you access to many of the options for your worksite. You can update your site participants and/or rosters, add or remove tools, change how tools work, and change some basic options for your site.

Note: If you are not a maintainer or instructor for the site in which you are working, you cannot edit the site with this tool.

Project Site Use: Use this tool to add new participants, remove participants, change permissions for participants, change tools, reorder tool list.

Site Stats
Site Stats allows you to view user statistics for your worksite. You can check how many visitors have been on the site, how much user activity there has been, and the edits a user has made.

Project Site Use: See how many participants have visited the site and when

User Info
The User Info tool allows you and your site participants to see the Sakai profiles for all site participants.

Note: this tool has no connection to the Rutgers Directory. The only information that appears in your Sakai profile is information you have specified.

For information on Sakai profiles, see the Profile tool documentation.

Project Site Use: See how many participants have visited the site and when

Web Content (URL)
The Web Content (URL) tool allows you to display a website or webpage within your worksite.
Project Site Use: Display home page, other Rutgers page, or other tools

Wiki
A wiki is a collaborative website which can be directly edited by anyone with access to it. Ward Cunningham, developer of the first wiki WikiWikiWeb, originally described it as "the simplest online database that could possibly work". Wikipedia is one of the best-known wikis (from http://en.wikipedia.org/wiki/WIKI)

Sakai offers a wiki tool to help you collaborate with students, instructors or colleagues. The Wiki tutorial is available on the Sakai Co-op under Resources > How To > Wiki Tutorial.doc.
Project Site Use: Edit reports, agendas, minutes, etc.  Make lists of projects, assignments, ideas, etc.
Site Creation
1. Click on My Workspace tab
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2. Click on Worksite Setup


3. Click on the NEW button at the top
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4. Choose Project Site then click Continue
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5. Give your site a Name (max 18 characters) and Description. Only put a short description if your site will be listed on the public list
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6. Choose your tools. You can add or remove tools at any time.
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At the bottom, you can choose to re-use material from another site. 
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Click Continue when finished

7. If you chose Email Archive, News, or Web Content, you will need to specify more information. Click Continue when finished
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8. Set the status (most of the time you will want to publish) and the global access. Click Continue when finished
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9. The next screen shows a confirmation of the tools and settings. Click Create Site at the bottom.

10. Your site will show up at the top of the screen on a tab. Also check the pull-down box for additional site you belong to.
Site Info – the “control panel” in Sakai

Adding Participants

1. After your site is created, you will need to add participants. Click on Site Info. You will see a list of current participants. To add a participant, click Add Participant button at the top.
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2. For Rutgers employees or students, type the NetID in the top box. For outside participants, type their full email.
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3. Under Participant Roles, you can elect to give them all the same role (access) or choose some for a different role (maintain). You can also change this later. Click Continue.

4. Choose a role and click Continue.
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5. You can choose to send participants and email letting them know they have been added to the site. This is optional, but generally a good idea. If the participant has not been added before, they will get an email with instructions on how to create an account. 
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6. Review then click Finish on the confirmation screen.
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Roles 
The “maintain” role gives full permission on the site. The “access” role is read-only.

1. Changing Roles
Under Site Info, beside the person’s name, under the Role column, you can change a person’s role. Click Update Participants when finished
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Tool Permissions
By default, users with an “access” role have read only access. They cannot add announcements, upload resources or add events to the calendar, for instance. However, you can change permissions on individual tools to allow them to do so. 

1. Click on the tool


2. Click on the red Permissions button at the top
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3. Choose which permissions you would like to give then click Save
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4. For Resources, you can grant permissions for ALL resources OR just a particular folder
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Security
Sakai is generally secure, but may not meet security guidelines for some projects. There are less than 10 administrators on campus that can access your sites but will not do so without your consent. 

Sakai Co-op
My site is called the Sakai Co-op. The purpose is to share information, documentation and to let everyone play and have fun. 
Tamara Swedberg


Instructional Technology Specialist


732.932.5475 Ext. 716


Civic Square, Room 539


tamara.swedberg@rutgers.edu
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