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Introduction

The purpose of this short guide is to provide information and general recommendations for staff and students on the use of Web 2.0 tools (specifically blogs and wikis) for producing coursework, and for preparing coursework produced in blogs and wikis for electronic submission via Turnitin®UK.

For general guidance on the mindful use of Web 2.0 and other externally hosted web services, including issues around data protection, staff and students are referred to the following documents:

· Web 2.0 Services and Other Externally Hosted Services – Guidance for Staff

· The Internet, Web 2.0 and Other Externally Hosted Services – Guidance for Students: How to be Webwise

Both of these documents are available via the Corporate Affairs intranet pages at: 

http://staff.napier.ac.uk/services/secretary/governance/DataProtection/Pages/InternetServices.aspx


When might blogs and wikis be used for coursework?

Read/write web tools like blogs and wikis are increasingly being used to support individual and collaborative coursework.  They may be used either at the request of the module leader as a formal requirement for producing a particular piece of work, or students may opt to use a blog or a wiki (or a similar web authoring tool like Google docs) to organise and manage their work.

Blogs (short for web logs) can be useful for individual pieces of written work and lend themselves well to producing reflective journals, patchwork texts, online essays and project diaries.  However blogs can also be maintained collectively too.  Blogs can be private and viewable only to permitted contributors and readers, or they can be public and allow readers to post comments.

Wikis are collaborative web authoring spaces that allow members of the wiki (who are invited to join by the wiki creator) to write content (e.g. a group report) together online without needing to be in the same place at the same time, and avoiding the need to have multiple versions of documents in circulation.  Wikis track the contributions and edits of the group members, and automatically archive all previous versions of each page in a wiki so that earlier versions of pages can be reinstated.  Due to these various features, wikis are often seen as an excellent tool for supporting group work.  Like blogs, wikis can be set up to be private or public spaces for shared authoring (e.g. Wikipedia).
There are a great number of blogging and wiki services available online. Many are free while some are subscription based. Wordpress and Blogger are amongst the most popular free blogging services, while PBWorks and Wikispaces offer two of the most popular wiki services.  


General guidance on using blogs and wikis for producing coursework
When externally hosted blogs and wikis are being used to produce coursework, staff and students should keep a number of factors and recommendations in mind:

· Be fully aware of what the Web 2.0 guidance (for staff and students) available at the link provided above stipulates and advises regarding privacy, data protection and copyright

· Ensure the ability to contribute as an author to blogs and wikis is restricted to the student or group of students responsible for authoring the coursework in question (and to the tutor for the purposes of providing formative feedback and monitoring progress )
· Consider where public access to read the content of blogs and wikis should be removed (this is generally a good idea where coursework is being produced, and particularly where the content of that work involves reports or evaluations that address the feelings, experiences or professional practices of individuals, groups or organisations)

· Students are responsible for backing up coursework being produced in blogs and wikis, and should do this on a regular basis (see the further guidance provided below). For group work, it may be wise to nominate a specific individual or two to take care of regular back-ups.
· Work produced in blogs and wikis may need to be reformatted for the purposes of electronic submission via Turnitin®UK (see the further guidance provided below)

· Where blogs and wikis are being used as the means to present a piece of coursework in final form for assessment, the student(s) should ensure (a) that a back-up copy of the final work is kept and (b) that the content of the blog or wiki is not altered before the work has been assessed and final results for that trimesters modules have been received

· In relation to the above point, it is recommended that the module leader stipulates that an electronic back-up copy of the coursework is submitted by the assessment deadline (either as a back-up for work to be assessed online, or in addition to paper-based copy submitted)


Backing up work produced in blogs and wikis
Students should back up coursework being produced in blogs and wikis on a regular basis (for example weekly, or after any major addition or revision), and should not depend only on the archiving features and service maintenance arrangements of the hosting service.
Work produced in blogs and wikis will tend to be largely text-based, although blogs and wikis may also feature embedded images, audio and video clips depending on the nature of the work being produced.  Where work is largely text-based, copying and pasting text into a MS Word document (or similar) for creating a back-up copy is straightforward and will usually suffice.
However, most blogging and wiki services have an ‘export’ feature that will allow you to create a full back up of your blog or wiki. The guidance that follows outlines the steps involved in exporting a blog created in Wordpress and a wiki created in Wikispaces. The process for other blogs and wikis will be similar. Please note the screenshots below show the process as it looks on Windows XP.


Exporting a blog from Wordpress 
The following steps show how to export a complete copy of a blog from Wordpress (including all content and features) to create an exact copy of the blog as it was at the time of exporting.
1.  First log in to Wordpress.  Then go to the ‘Dashboard’ for the blog to be exported.
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2. Find the ‘Tools’ option on the left side of the screen. Click on ‘Tools’.
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3. Within the Tools menu click on the Export option.
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4. Within the Export window click on  Download Export File.
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5. When prompted click on Save in the File Download window.
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6. In the Save As window select where you want to save the download. Then click on Save. 
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7. In the ‘Save in:’ destination you will now have a Wordpress XML file. This contains a full back up of your blog that can be imported into Wordpress should the original be lost, deleted, or corrupted.
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Saving the basic web content of a Wordpress blog

If you simply want to save an ‘offline’ copy of the basic web content (HTML) that comprises your blog, this is done very easily by following the steps below.

1. With your blog displaying in your web browser, select File then click on Save As.
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2. In the Save Webpage window select where you want to save the copy of your blog. Within the  Save as Type menu click on Webpage, complete (*htm, *html).  Then click on Save.
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3. In the ‘Save In:’ destination you will now have a folder containing a back-up copy of the basic web content for your blog (the example below is for a blog that was titled Tutor’s Tales). You will be able to open up these pages using a web browser without needing to be online.
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Exporting a wiki from Wikispaces

The following steps show how to export a complete copy of a Wiki from wikispaces.

1. Log into Wikispaces and view the wiki to be exported. Under Actions, click Manage Wiki.
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2. Scroll down to the Tools menu. Click on the option Exports.
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3. Choose which format to export your wiki in (HTML, WikiText, or PDF). The HTML option will give you an offline copy of the basic web content for your wiki. Once selected, click Export Wiki.
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4. After a few moments wait while the export is processed you will see ‘Status: Ready’ and you will then be able to ‘Click here to start your download’.
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5. You will now see the File Download window. Select ‘Save’ to save your wiki back-up to your PC.



Preparing coursework produced in blogs and wikis for submission via Turnitin®UK

When preparing work produced in blogs, wikis and similar tools for electronic submission via Turnitin®UK, staff and students need to keep in mind that Turnitin®UK accepts the following formats:

· MS Word

· WordPerfect

· RTF

· PDF

· PostScript

· HTML

· and plain text files (.txt)
In most cases, it may be easiest for students to create a simple MS Word copy of the written content (including images) that they have developed online for submission to Turnitin®UK.  As indicated above, many blogging and wiki services will offer the possibility to export content as HTML or even (as in the case of Wikispaces) as a PDF. Audio and video material created as part of a blog or wiki cannot be submitted to Turnitin®UK, and so if the content of such elements in integral to the content of the coursework the tutor will need to view these elements within the blog or wiki itself.


