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How to Collaborate ς Teamwork using the webfoilio 

Important: Each student should work on a single page (e.g. an additional folio page created by 

themselves) or agree on which page you will work on ς otherwise your work could be over written. 

The other option is agree when to meet and work on it together. 

As the team leader you will  

1. Retrieve the webfolio from Atlas 

2. Change the title of the webfolio to include your team name 

3. Share the webfolio with collaborate permission with other members of your team 

How to retrieve the webfolio from the resource centre on the Atlas workspace 

1. Go into their Atlas account on the MPharm 1 2015-16 workspace. 

2. Choose resources 

 
 

3. In resources, go to the resource ȅƻǳ ǿŀƴǘ ǘƻ ǳǎŜ ŀƴŘ ŎƭƛŎƪ ΨŎƻǇȅ ϧ ǎǳōƳƛǘΩ 
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4. ¢Ƙƛǎ {ŎǊŜŜƴ ǿƛƭƭ ǘƘŜƴ ŀǘǘǇŜŀǊΣ ŀŦǘŜǊ ǊŜŀŘƛƴƎ ƛǘΣ ǎŜƭŜŎǘ ΨŎƻƴǘƛƴǳŜ 

 

 
 

5. bƻǿ Ǝƻ ǘƻ ȅƻǳǊ ΨŀǎǎŜǘǎ ǎǘƻǊŜΩ ƛƴ ǇŜōōƭŜ Ǉƭǳǎ 
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6. ¸ƻǳ ǿƛƭƭ ŦƛƴŘ ǘƘŜ ǿŜōŦƻƭƛƻ ƛƴ ǘƘŜ Ψōȅ ƳŜΩ ƻǊ ΨŦƻǊ ƳŜΩ ǘŀō in your assets store 

 

 

Change the title of your webfolio once it is in your assets store 

7. ²ƘŜƴ ȅƻǳ ŦƛƴŘ ƛǘ ƛƴ ȅƻǳǊ ΨŀǎǎŜǘǎ ǎǘƻǊŜΩ ŀƴŘ ȅƻǳ ǿŀƴǘ ǘƻ ŎƘŀƴƎŜ ǘƘŜ ǘƛǘƭŜ ǘƻ ƛƴŎƭǳŘŜ ȅƻǳǊ ǘŜŀƳ 

name or number, please do the following 

a. Click on the webfolio to highlight it 

b. Click on edit at the bottom of the screen 
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c. This screen will pop upΣ ŎƭƻǎŜ ǘƘŜ ǿƛƴŘƻǿ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ΨȄΩ ƛƴ ǘƘŜ ŎƻǊƴŜǊΣ ǎƘƻǿƴ 

below 

 
 

d. Click on the green settings button at the top of the page (shown below) 

 

 

 
 

e. The following screen will pop up, please include in the title in place of (2), your team 

name or number. This can be done by typing in the top box, shown below and click 

on the ΨxΩ to close the small window. 
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To share the webfolio with team-mates with collaborative rights: 

8. Click oƴ ǘƘŜ ǿŜōŦƻƭƛƻ ǘƻ ƘƛƎƘƭƛƎƘǘ ƛǘ ŀƴŘ ŎƭƛŎƪ ƻƴ ΨǎƘŀǊŜΩ ƻƴ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ ǎŎǊŜŜƴ 

 
 

9. The following screen will pop up,  

 

tƭŀŎŜ ǘƘŜ ŜƳŀƛƭ ŀŘŘǊŜǎǎŜǎ ƻŦ ǘƘŜ ƻǘƘŜǊ ƳŜƳōŜǊǎ ƻŦ ȅƻǳǊ ǘŜŀƳ ƛƴ ǘƘŜ ΨǘƻΩ ōƻȄ ŀƴŘ ŎƭƛŎƪ ƻƴ 

ΨǎƘƻǿ ŀŘǾŀƴŎŜŘ ǇŜǊƳƛǎǎƛƻƴǎΩ 


