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Pre-Project Readiness Test

Please start with a short Video Introduction to X-Culture.

X-Culture Overview

The main purpose of the X-Culture project is to provide students with an opportunity to experience first-hand
challenges and learn the best practices of international collaboration. Working in cross-cultural teams for several weeks,
students develop a business proposal for an international company.

The project was launched in 2010, and about 500 students from seven countries participated in the first season. The
number of participants has grown every semester, reaching almost 3,000 students from 80 universities in 40 countries on
six continents as of 2013.

Undergraduate and Master’s students participate in the project, many of them with extensive prior international and
business experience.

The task and the format of teamwork, as well as the collaboration tools used by the teams, are reminiscent of those
used in the modern workplace, making the project a very realistic preview of work in corporate global virtual teams.

The project is also used as a research platform. We are trying to find out why some teams perform better than others
and what can be done to improve individual and team performance when collaborating internationally. The results of the
research will be shared with all participating students to further enhance learning and idea exchange.

Members of all teams that successfully complete the project receive X-Culture Global Collaboration Certificates.
Members of the best teams are invited to present their work at an X-Culture Symposium.

X-Culture is usually part of a course and accounts for 20-30% of the course grade. The project requires a
considerable investment of time and skills, so if students cannot fully commit to the project or do not have the necessary
skills, they are usually offered to complete an alternative project that doesn’t require global collaboration.

The Task
You can find a detailed description of the task in the Student Instructions file.
Briefly, the teams have two choices: (1) develop a market entry proposal for a company of the team’s choice or (2)
develop a solution to a business challenge presented by X-Culture corporate partners. The two options are very similar,
but the former one offers more freedom, while the latter one is more real-life oriented.

Performance Evaluation and Grading/Marking
The project typically comprises 20-30 percent of the course grade. The exact weight of the project and specific team
and individual evaluation criteria are set by each instructor and may vary from university to university.

The following individual and team performance indicators are taken into account:
1. Ability to meet deadlines: There are a number of deadlines that students must meet individually or as a team. The
Student Instructions file provides a complete list of all deadlines.

Briefly, timely completion of the following tasks is required:

- Pre-project readiness test (must be completed to be placed on a team));

- Report on progress with establishing contact with teammates;

- Report on progress with achieving an understanding with how the team will operate;
- Reports on the team’s choice of the company, product/service, and new market;

- Intermediate reports 1 and 2 on the participation rate in your team;

- Team report draft (not to be graded, just to make the team is making progress),

- Final team report;

- Post-project survey (must be completed to receive a grade/mark for the project).

2. Quality of the team report: In addition to your ability to meet each deadline, the quality of your team report will be
evaluated by at least four different instructors. The following aspects of the report will be evaluated:

- Accuracy and thoroughness of the company analysis;

- Feasibility and originality of the product;

- Quality of the market opportunity analysis, including the feasibility of the success criteria

- Accuracy and thoroughness of the market analysis;

- Feasibility of the suggested market entry mode and staffing policies;

- Feasibility and creativity of the marketing strategy;

- Quality of the arguments in support of the recommendations provided in the report (clarity, strength and
feasibility of the arguments — essentially how well you explain your decisions);

- Proper use of external sources and references;

- Clarity of presentation, formatting quality, readability, visual appeal, grammar.
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The quality of the team report accounts for 40-60% of the project grade/mark.

3. Peer evaluations: At the end of the project, you will be evaluated by your teammates in terms of your:
- Effort and commitment,

Intellectual contribution,

Help with writing the report,

Help with coordinating team efforts,

Other relevant aspects and comments.

Peer evaluations account for 10-30% of the project grade.

Please note that most of the performance indicators are individual. This means that even though you will be working
in a team, your grade primarily depends on your personal performance. Specifically, it is up to you and you only whether
or not you complete fully and on time the pre-project training test, report on progress with establishing contact with
teammates, intermediate report on participation rate in your team, and post-project survey, and what peer evaluations you
receive from your teammates. The only two project components where your grade may also be influenced by your team
members’ performance (or a lack of thereof) is the overall quality of the team report and the team’s ability to decide on the
company/product and report your choice on time.

This means that (1) you cannot expect your team members to do the work for you — most of it you will have to do on
your own - and (2) do not get upset if some of your team members are not performing well as the lack of their effort and
commitment will not have a major effect on your individual grade/mark.

Teams
Students are assigned to teams on a random basis. With so many students involved in the project, accommodating
individual requests for team composition is simply impossible. On the first day of the project, you will receive the names of
your 5-6 team members.
Once teams are formed, we will not be able to move you to a different team.

As an experiment, in 2013-2 “late” track, in cases when a team member is not actively participating in the project,
students will be allowed to exclude the “missing” team member their team. To exclude a team member, the team must
follow the following procedure:

- The teams will be completing weekly progress update surveys. At least 3 members of the team must vote

“exclude” (votes are anonymous) in each of any two consecutive progress update surveys.

- After the “exclude” vote is received, the project coordinator will contact the student in question and his/her

instructor to see there is a legitimate reason for the student absence.

- If it will be established that indeed the student is not participating with no legitimate reason, the team will once

again be asked to vote on the matter.

- If 70%+ of the team vote “exclude”, the team member in question will be dropped from the X-Culture project and

will not receive the X-Culture certificate.

The exclusion procedure is deliberately designed to be complicated. Exclusion from the project will have very serious
consequences for the student and it is our obligation to ensure that nobody is punished unduly and that every available
action is taken to help the student meet the team expectations, all without unnecessary conflict and loss of face.

Getting to Know your Team Members

One of the problems in global virtual teams is that the team members do not have a chance to meet face to face and
spend time together. As a result, the team members tend to no personal ties. This lowers their interest in teamwork and
satisfaction with the project.

Research shows that teams that take time to get to know their team member perform better. Spending only a few
minutes on asking team members about their interests, hobbies, studies, work experience, and interesting facts from their
lives helps a lot and leads to noticeable improvement in team performance. There are no task-related deadlines in the first
week of the project - spend this time on getting to know your team members.

Workload Distribution and Team Member Roles
It is up to the team to decide on the roles and tasks for each team member.
Often team members distribute the workload by assigning each team member to write one or two report sections,
team members work largely independently on their sections, and those individual sections are simple merged into a final
report at the end of the project. Our research shows that this approach often doesn’t work well.



A much better approach is when team members collaborate together on each report section. They would all
brainstorm each question, check each other’s work and provide feedback. Teams like this also tend to distribute workload
by function. Rather than each team member work on a particular report section, one team member may be responsible for
coordination, another one for searching for information and literature, another one or two for putting it all together, and
another one for final copy-editing and submission.

Team Leadership

There will be no centrally assigned team leader of your team. Each member of your team will simply receive the
names and email addresses of the people on the team, and it will be up to the team to decide how to distribute the
workload and coordinate the efforts of the people on your team.

Our research shows that teams that formally elect a team coordinator or where an informal team leader emerges tend
to perform better.

There is no bonus for being a team leader and no penalty for not being one.

Usually team members are flexible about who does what. What often causes problems is the delay in making that
decision. Teams that have a team coordinator tend to make decisions fasters. It works even better if the team coordinator
also keep track of who does what, informed the team about the progress, send reminders and do other coordination work.

If no leader emerges in your team naturally in the first days of the projects, don’t wait for someone else to tell you
what to do. Be proactive and take initiative. Your team will appreciate it. Please note, however, that many teams don’t
have a formal leader and still perform well. Having a team leader is not a requirement and your team may do well without
one.

Communication

It is up to your team to decide how you will communicate with each other. Much like in the corporate environment, you
will receive only the names and emails of your team members, so you will have to initiate contact via email. Once contact
is established, you will have a host of free and effective communication tools available to you to discuss ideas and co-edit
the team report. Some teams work using only emails and document attachments. Most also use Skype. Other popular
tools are Facebook Groups, Google Docs and Google+, Dropbox and Doodle.

A detailed explanation of how each of these tools works is provided at the end of this document.

You can use any or all of these tools, or you can use none of them.

Our research shows that teams that go beyond simple email communication and use more advanced tools such as
Skype and Google Docs tend to perform better.

Please note that the tools listed above are the same or similar tools that are used by corporate employees and
managers around the world. We encourage you to try at least some of them. Multi-user voice conversations and video
conversations provide a much richer communication medium than email. Dropbox and Google Docs make co-editing a
team report much easier than sending multiple email attachments back and forth. Scheduling a team meeting using
Doodle is very easy, and Google Docs provide an excellent opportunity for an anonymous discussion if you need to
discuss a sensitive issue and openness is important. Learning to use these tools will help you in your future career.

Team Charter

A team charter is memorandum of understanding among the team member with respect to the project goals, team
member responsibilities, coordination, communication, as well as procedures in case something goes wrong. It is only an
informal agreement and the team may renegotiate certain issues if such need arises.

Our research shows that teams that discuss and agree on these issues early on in the project perform better.
Therefore, one of your first tasks is discuss how your team will operate and prepare an informal team charter that outlines
your:

Goals and expectations: Is your team trying to produce a winning business proposal or just a proposal that is good
enough for passing grades in your courses? Develop personal and professional relationships that will carry on after
the project is over? Other goals?

Communication: How frequently will the team members communicate and using what tools?

Roles and Workload Distribution: What are the roles and responsibilities of individual team members, particularly with
respect to finding and organizing information, writing report sections, copy-editing the report, submitting the report,
coordinating team member efforts.

Deadline enforcement: Do you have fixed deadlines? Who monitors if individual team members meet their deadlines? Are
there any rewards completing the tasks on time or punishments for missing deadlines?

Dealing with problems: How will the team handle emergency situations when, for example, one or more team member
miss a deadline, not complete their tasks, or the quality of work is poor?

Below is a sample Team Charter that you team may use to develop your own:

* * * *



X-Culture Team 123
Team Charter
Each person is expected to be an active member of the team, complete all assigned tasks, and communicate with their
teammates throughout the project.

As a team, we agree to the following:

Goals and Expectations: Our goal is to win the X-Culture competition. To maximize our chances, each team member will
invest a considerable effort and time (at least 2 hours per week, and more if needed in the weeks preceding important
deadlines) and complete all tasks to the best of his/her abilities and in a timely manner. We will meet all deadlines and
submit a high quality, original team report.

Communication Method & Frequency of Communication: we will communicate at least 3 times per week and use email,
Facebook and Dropbox to communicate and share our work.

Roles and Workload Distribution:

o All team members are expected to participate in brain storming sessions, collected information and provide informed
input and idea when making decisions with respect to the team’s client company, product, market, entry mode, HR
and marketing strategy;

o Emilia Gonzalez will be the team coordinator and his role will be to organize team meetings, manager brainstorming
and idea generation sessions, assign tasks, keep track of the progress made by the team, send reminders,
redistribute the tasks if needed, and perform other coordination and organization functions;

Using input from the initial brainstorming sessions:

o Lou Frankland will be responsible for developing initial drafts of the report sections: Company, Product, Market

o Riikka Mikko will be responsive for developing drafts of the report sections: Economic, Political, Cultural
Environment.

o Emiko Suzuki will be responsive for developing drafts of the report sections: Entry Mode, HR, Marketing

Using input from Lou Frankland, Riikka Mikko, and Emiko Suzuki:

o Yao Tin will be responsible for working with the team members throughout the project and assigning them preparing
their sections, merging all sections into one coherent report and doing final copy editing and submission of the report
draft and the final team report;

Scheduling and deadline enforcement: All team members are expected to meet their deadlines as assigned. If a team
member cannot meet a deadline for any reason, he/she must inform the team in advance so that alternative arrangements
could be met. If a team member does not complete his/her work on time or the work is not of expected quality, this will be
reflected in low peer evaluations given to the team member.

Dealing with Unexpected Problems: we will immediately inform our team members when an unexpected problem prevents
us from completing an assigned task on time and will work with our team to find a solution. If a team member cannot
complete his/her work on time, or if the work is of low quality, the rest of the team members will complete the tasks to
ensure high quality of the final report.

*% *kkkkkkkhkhhhhhkhkkikx *kkkkkkkkhhkk *kkkkk

Surveys

During the project, you will be asked to complete several on-line surveys. The information will be used to evaluate
individual and team performance, monitor progress, identify and correct problems, and improve the X-Culture project in
the future. Your feedback and suggestions will be much appreciated!

To ensure that your instructor can identify you and you can receive credit for completing the survey, your name and
team number will be recorded. Once the project is over, your personal information will be deleted, and only de-identified
data will be used for further research.

The data collection has been approved by bodies governing the ethical conduct of research (i.e., the Research Ethics
Committee of the Institutional Review Board at the university hosting the project, and equivalent committees in local
universities, when required). Please note that if you object to the use of the data you provide during the project for
research purposes, you can request that the data are completely deleted once the project is over.

During the project, you will be asked to complete the following surveys:

1. Pre-project readiness test (about 20 min to complete), to be completed once you have reviewed this document.

The test will evaluate how well you know what your team will be working on and how.

2. Contact Established report (about 5 min to complete): The data will be used to make sure all team members were

able to get in touch with one another and started working on the project.




3. Reports on the team’s choice of the company, product and market (each about 5 min to complete): The data will
be used to make sure the teams have started working on the project and provide help to the teams that are
struggling.

4. Team progress reports 1 and 2 (each about 5 min complete): Again, making sure the teams are doing well and to
provide help to teams that may be struggling.

5. Post-project survey (about 30 min to complete): Students describe their experiences while working on the project
and provide peer evaluations and suggestions for improving the project in the future.

The information you provide is very important and will be used to develop better ways to prepare students for work in
international teams in the future.

Once the data are analyzed, you will receive a copy of the results so you can compare your personal experiences with
those of other students, see what worked and what didn’t, and learn more about international team dynamics and
performance.

For each survey, you will receive an email with your personalized link to the survey about four days before the
deadline.

Plagiarism

Every team report will be automatically scanned with sophisticated software to detect plagiarism.

This means that your instructor and team members are guaranteed to know if you plagiarize.

Any student found guilty of plagiarism will be handled according to each university’s academic code of conduct.

One misconception that students have is that rewriting something is not plagiarism because they are “putting it in their
own words.” If the source is not officially acknowledged, it is plagiarism. Copying and pasting actually accounts for only
a small percentage of plagiarism. The majority of plagiarism is a result of text manipulation. Simply stated, plagiarism is
using someone’s work without giving the appropriate credit. As summarized in a NMC document,

1. Copying and pasting text from on-line media, such as encyclopedias, is plagiarism.

2. Copying and pasting text from any web site is plagiarism.

3. Transcribing text from any printed material, such as books, magazines, encyclopedias or newspapers, is
plagiarism.

4. Simply modifying text from any of the above sources is plagiarism. For example, replacing a few select words
using a Thesaurus does not constitute original work.

5. Using photographs, video, or audio without permission or acknowledgment is plagiarism.

6. Using another student’s work and claiming it as your own, even with permission, is academically unethical and is
treated as plagiarism. This is known as “collusion” and is bad. Very bad....

7. Acquiring work from commercial sources is academically unethical and is treated as plagiarism.

8. Translation from one language to another is not using your own words.

9. Using an essay that you wrote for another class/another purpose without getting permission from the
teacher/professor of both the current class and the class for which the original work was used is SELF-
PLAGIARISM and is basis for consequence or penalty. You may use your previous work as a basis for new
research but include the original work in your bibliography.

It is acceptable to support your answer with references to and short extracts from the work of others, but you must
acknowledge the work of others by citing the source. It is recommended that you use APA citation style. You can find a
brief summary on how to use it here or a more extended presentation on here (focus on slides 15-23). Do you best with
respect to the reference style, but don’t stress out too much about following it precisely — minor deviations from the APA
citation style are acceptable.

Submitting Team Reports

We use a centralized electronic team report submission system that works on the Turnltin platform. When the team
report draft (Deadline 7) and your team report (Deadline 8) is ready for submission, each team will have to choose one
student who will electronically submit fir the report draft and then the final report on behalf of the entire team.

Please note that many instructors require a separate hard-copy submission so that they do not have to print out the
reports. In cases like this, the hard copy received by the instructor must be identical to the electronic copy submitted
through Turnltin.

To submit your team report through Turnltin, the member of the team who will be handling the submission on behalf of
the team will have to follow these steps:

Part 1. Create Turnltin account (time required about 60-90 seconds).
1. Go to www.turnitin.com.
2. Under the email box in the upper right corner, click on the link “Create Account”.
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. Email Password SIGH IN
.
tu rn ltl n Create Account Retrieve Password

Englizh (United States) |Z|

3. On the next window, under the “Create a New Account” heading, click on the “Student” link.

4 )

email address
password (Login to Turnitin)

Forgot your password? Click here.

Create a New Account

Please select whether you will be using the service as an instructor or a student.

student

instructor

k teaching assistant /

4. Follow the directions on the New User page.
Class ID#: see X-Culture Student Instructions for the ID for your semester.
Class enrollment password: xculture
In the “name” field, please type in your full name.

Part 2: Submitting the paper (time required: about 60-90 seconds)

5. Once the form is completed, you can log into your account. Your home page will list your classes, click on the one
titted “X-Culture Project (X-Culture March 2012)".

4 N\
m enroll in a class what is plagiarism? citation help
NOW VIEWING: HOME
University of New South Wales
class 1D class name instructor
4820385 X-Culture Project (X-culture 2012 March}) Taras, Vas
\ A
6. Click on the "Submit" button.
~



http://www.vtaras.com/Student_Instructions.pdf

Class Homepage

This is your class homepage. To submit to an assignment click on the "Submit” button to the right of the assignment name. If the Submit button is grayed out, no submissions can be made fo the
assignment. If resubmissions are allowed the submit button will read "Resubmit” after you make your first submission fo the assignment. To view the paper you have submitted, click the "View"
button. Once the assignment's post date has passed, you will also be able to view the feedback left on your paper by clicking the "View" button.

Assignment Inbox: X-Culture Project

Info Dates Similarity

Start 19-Feb-2012 6:30aM

X-Culture Team Business Proposal @ Due 31-May-2012 11:59PM g
Post 30-Jun-2012 12:00AM

7. Choose Single File Upload.

4 )

Submit Paper: by File Upload (Step 1 of 3)

Choose a paper item submission method:

[ Single file upload  [w]

First name «

‘Olhﬂ |

Last name =

‘Taras |

Submission title =

‘123 |

Requirements for single file upload:

+ File must be less than 20 MB
« The maximum paper length is 400 pages.

& File types allowed: MS Word, WordPerfect, PostScript, PDF, HTML, RTF, OpenCffice (ODT),
Hangul (HWP} and plain text.

If your file exceeds 20 MB, read suggestions to meet reguirements.

Browse for the file to upload =

Choose File | Mo file chosen

Upload

Cancel. go back
o J

8. For the title of your submission, enter your team number. Please enter only the number, do not include words such
as “team” or “team #” Also don’t forget to use the template provided in the Student Instructions for the title page of
your team report.

9. Click on "browse" to locate the paper saved to your computer. Please include the number of your team into
10. Click on the file and click "open".
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11. Click the "upload" button at the bottom. You will see “Step 1 of 3” on the top of the page.
12. STOP, and WAIT for the next page to appear.

p

Submit Paper: Step 2 of 3

Author Olha Taras
Title 123

Preview Paper
Apple iPen Proposal o
Team# 123 El
Client (Company): Apple
Chosen target country: United States of America
Product/Service (a brief description, 3-10 lines):
The product that we are proposing is an iPen, designed by Apple. The iPen will
allow its user to sync
the pen directly to his or her computer, iPhone, or iPad, in order to transfer any
written information
directly into an electronic form. This will be marketed similarly to most other
Apple products, and will
work in sync with most other Apple products.

Eligemnbnme mF mmmmm G loadim e bl m ommmm - D00

Submit Return to upload page
. J

13. Click "submit" to confirm your submission.
14. Once the submission is finalized, you will see “Your submission was successful” on the top of the page.

@ Your submission was successful. This is the digital receipt for your paper. Only the first page of the document is included in the digital receipt.

paper title: Team # 123

paper ID: 230569664

author: Last, First

go to portfolio

When you return to the home page, you will see that your assignment has been submitted and you can now only “view” it,
but not “submit” a new one. You will also see the similarity index, which is the % of your report that has been copied and
pasted. Usually, <20% is considered acceptable.
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Class Homepage

This is your class homepage. To submit to an assignment click on the "Submit” button to the right of the assignment name. If the Submit button is grayed out, no
submissions can be made to the assignment. If resubmissions are allowed the submit button will read "Resubmit” after you make your first submission to the
assignment. To view the paper you have submitted, click the "View" button. Once the assignment’s post date has passed. you will also be able to view the feedback
left on your paper by clicking the "View" button.

Assignment Inbox: X-Culture, 2013, Aug-Oct, REPORT DRAFT

Infa Dates Similarity

Start 05-Aug-2013 7:10AM

2013 Aug-Oct, TEAM REPORT DRAFT =2 Due 31-Dec-2013 11:58FM 12% Il
Post 31-Dec-2013 12:004M

If you click on “View” you will be able to see what specific sections of the report have been copied and pasted, even if the
text has been paraphrased to hide plagiarism.

It is often appropriate to insert occasional short quotes or information from other sources, as long as they are properly
referenced. However, it is unacceptable to copy-and-paste work of others and present it as your own.

If you plagiarize, your instructor and team members will know about it.

/ 123 \

Originality GradeMark PeerMark tu rniti n Q 1 2 tyo _—
BY OLHA TARAS SIMILAR TITEE
OAVE, QI MESCHTHES Were In1Sned and [EEen 0 me STOTe 10D So0d. JODS and woznas
gained a high amount of dollars as a result from the sales (“History of Apple™ 2013) Match Overview [ M Rt |
=] Match 4 of 4 »
In the nineties, special tvpes of computers and Apple brands, such as the Macintosh
and the Power Mag were produced by the company and introduced to the market. However, 1 Submitted to Broward ... 1 0/
Student paper 0

afier the ninetics. there was a downfall in the sales of Apple Company. This was because

competilion from other companies began to increase, and Apple had to figure out what to do i .
= REieEteg e § Submitted to Cardinal ... 1 %

Student paper
Student paper o
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Biggest Mistakes
Not reading instructions carefully:
Some students try to save time by not reading project instructions. Although this may save a few minutes at first, lack of
understanding of what needs to be done will lead to much bigger losses of time in the long run.

Assigning a particular chapter of the project to each team member and then putting individual parts together to form a
team report:
The value of teamwork is in the exchange of ideas, discussions, brainstorming, checking each other’s work and
correcting mistakes. You will be working with people from around the world — don’t waste that opportunity to interact and
put your minds together. One of the biggest mistakes a team can do is to divide the questions among the team
members so that each team member answers one or two questions, the answers are then just put together, and the
report is submitted without team members reading each other’s work.

You will often find — and it will be too late — that some of your team members didn’t do their work, or did a poor job, or
their work contains plagiarized parts. If you want your team to produce a good business report, check and comment on
each other’s work throughout the project.

Experience shows that best reports are produced when teams rely on collective wisdom. One of the more successful
strategies is described below. You can use a different strategy; this one is just an example of what has been shown to
work.

1. Once the company and the product are agreed upon, each team member generates ideas for answering each
question. It can be done in a teleconference using Skype, or on a Facebook Groups discussion board, or using a
Google Daocs file where all questions are listed in a text document and everyone can write some thoughts and
comment on each other’s input. The discussion can be open and go on for about a week or two, though each team
member will invest only a few minutes writing his or her initial thoughts and then maybe a few more minutes
commenting on others’ suggestions.

2. Only after all questions have been brainstormed and initial ideas have been gathered, the team divides the
gquestions among the team members, and each writes more detailed complete answers to the questions that he or
she is responsible for. This part may take another week or two, and this is when each team member will have to
work for a few hours writing up his or her part.

3. Once the final draft of the team report is put together, every team member reads the entire report, makes
corrections and adds comments and suggestions for further improvement. It works best if a single copy of the
document in Dropbox is co-edited by the entire team using MS Word’s Track Changes or Google Docs (see
instructions at the end of this document for how to use these tools). This way, all suggested revisions are visible in
one document.

4. Each team member reviews the corrections and suggestions in the part he or she originally wrote and sees if the
proposed changes are feasible. If there is no disagreement about the changes, they are accepted, and the final
version of the document is finalized. If there is disagreement about some of the proposed changes, the team may
discuss them further until a consensus is reached.

5. Once all corrections are incorporated, the final report is submitted by the group.

This is only a suggestion for how your team may organize its work process. You may have a better way of doing things, or
a different approach may be more suitable for your team.

Procrastination:
Some teams wait until the last few days before they start working on the project. They commonly provide such reasons
as “one team member would not respond to our emails, and we didn’t want to start without her,” “we could not schedule
a meeting to decide on what to do,” “nobody was doing anything, and | didn’t want to be the one who does everything.”
There will be always something that is not quite ready or someone who doesn’t want to do his or her share. It's best not
to wait and start working anyway. If nobody proposes the next step, you do it. If someone is not responding, start
without him or her but keep sending updates to the person, so when he or she finally responds to your calls, he or she
knows where the team is. Most likely, the other team members are just as lost and frustrated as you are and are just
waiting for someone to take the first step. Don'’t be afraid to be that one and do more than the bare minimum. Your team
will appreciate it, and your initiative will likely lead to an enthusiastic response.

Challenges and Best Practices
Time-Zone Differences make communication in global virtual teams very slow. If you are in the U.S. and you send an
email to your team member in Japan, the person is likely sleeping and will not see your message until your tomorrow.
When the reply is sent, you will likely be sleeping, so you will not see the reply until two days later even if each team
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member replies once the message is read. So the team members are rarely able to exchange more than 2-3 messages
per week.

It works best if teams have occasional real-time conversations via Skype, Facebook, or Google+. Even if not all team
members can join the teleconference, such approach speeds things up.

Not being able to schedule a teleconference: It may be a real hassle for global virtual teams to find a time that works for
all team members for a teleconference, or to vote on an issue. Sending emails back and forth takes time and often
leads to much confusion.

It works best when the team uses Doodle.com to find a time that works for everybody or to get everyone’s vote on an
issue.

Email overload: Often, when teams rely on email-only communication, they end up with dozens of emails that are difficult
to follow and are full of redundancies and conflicting information.

It works best if the team creates a Facebook, Skype, or Google+ group or a Google Docs discussion board. This way,
all correspondence is permanently saved and it’s easy to review the entire conversation.

Conflicting copies of the document in email attachments: when teams rely on email attachments to co-develop the team
report, it may be hard to track which attachment is the latest version of the file. Somebody always makes edits in an
older version of the file and the team ends up with conflicting copies of the document. Merging those files may be a real
challenge.

It works best if the team uses Dropbox or Google Docs to co-develop documents. This way, there is only one copy of
the document stored in the cloud and everyone is working with exactly the same single copy of the file.

Calendar differences: Members of global virtual teams come from countries that have different holidays and academic
calendars. Your business day may be your team member’s holiday. This often disrupts teamwork flow and leads to
unexpected delays.

It works best if you find out in advance when each team member will be unavailable and plan your workflow accordingly.

Language proficiency differences: Your team will likely choose English as the working language. For most team members,
however, English will not be their first language. This may lead to communication difficulties. Moreover, those who are
not fluent in English tend to do a poor job if asked to write a complete report section.

It works best if the team members who are not fluent in English are assigned tasks that do not require them to produce
finished written pieces. For example, they can be assigned to search for information and literature, perform coordination
tasks, submit the reports, and possibly write initial drafts of some report sections. Team members who are more fluent
in English, in turn, should be assigned to do more writing and possibly final copy editing of the report.

Cultural and Other Differences: Your team members will differ in many other ways. You all will be coming from different
cultural backgrounds, and your values, attitudes, traditions, working and communication styles will be different. You will
also be taught and evaluated by different instructors, so you will likely have different levels of skills and different
understanding of the task.

It works best if you try to turn those differences into opportunities. You come from different backgrounds, have different
knowledge and have different ideas. It is like you have access to different libraries. Brainstorming tends to be
particularly effective and more creative ideas are generated when team members are different. So rather than assigning
different report sections to different members and letting them work independently, communicate frequently, use
brainstorming and discussions whenever possible. Don’t dismiss the ideas of others just because they are different from
yours. Learn from each other. The more different ideas you have on the table, the more likely you are to have a solution
that is the most creative and effective.

Lack of commitment from some team members, “Missing Students”:
Some students have a busy work schedule, family obligations, or get sick. As a result, some team members don’t’
actively participate in the project. Some may send an email or two first and then disappear; some never send any
messages. In most cases, the “missing” team members turn up toward the end of the project. After all, they need to get
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a grade for their course. That creates even more problems as most of the work is done by then, and the team no longer
needs the help of the “missing” team member.

It works best if you do the following:

- Right at the start of the project, discuss what each team member expected to do and what happens if they don't.

- Keep sending emails to the “missing” team members every several days even if you never hear from them.

- There will be two quick surveys when you will be asked who on your team is not actively participating in the project.
Make sure to provide the names of the “missing” students. The information will not be used to punish anyone but to
help identify problems and see if help can be provided to correct them.

- Don’t wait too long. If after several days you don’t hear from a student or two, start working on the project with the
students who replied to your emails. Keep sending updates to the “missing” students, but don’t wait too long for
them. Just do what you can with the available resources.

- If despite your best efforts to get in touch with the student you never hear from him or her or his or her input remains
very limited, give low peer evaluations to the “missing” student, and his or her poor performance will be reflected in
his or her course grade.

Lack of leadership, difficulties with workload distribution and team coordination:
With no formally appointed team leader, and no prior experience together, some teams experience challenges due to a
lack of leadership. Everyone is waiting for someone else to tell what needs to be done and how. The time is running out;
the team is not making any progress. Frustration builds and team members start blaming each other for the problems.

There are a number of reasons your team members may be reluctant to take initiative. For most of them, this is the first
time they work in a virtual team and the first time they work with foreigners. For most of them, English is a foreign
language, and they may have difficulties communicating or are just shy to start a conversation. Most of them don’t have
prior leadership experience. Some team members come from cultures where modesty is valued, and they may be
worried that if they try to assume a leadership role they will be perceived as too aggressive or inconsiderate.

It works best if you personally take initiative. Don’t be afraid to make the first step. If you see that something is not done
right, just send your team members your vision for how things should be done. If nobody knows what needs to be done,
just send your suggestions for who should do what. Don’t be pushy, just say “I see we have a problem here, why don’t
we do the following...” Your teammates are likely as lost as you are and they will appreciate that someone is finally
taking a leading role. It's better to try and fail than never try. If someone else is trying to manage your team, be
supportive.

Wrong emails and other technical communication problems:
Occasionally, email addresses provided by students don’t work for reasons such as errors in the email addresses,
outdated or over-flooded email accounts, or technical issues. If you receive a message transmission error when trying to
reach your teammate, let your instructor know right away, and we will try to resolve the problem. Please do not contact
the project coordinator directly — talk to your instructor. It may take some time to obtain the correct email address and in
some cases there may be no way to get in touch with the student. While you are waiting for the updated email address,
don’t stop working on the project. Continue working with your team. When the missing student finally gets in touch with
the team, just update him or her on the progress you've made so far, get him or her up to speed, and continue working
together.
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On-line Collaboration Tools

This section provides a detailed description of how to use various on-line collaboration tools as well as links to short 1-
3 minute videos that provide additional real-time, on-screen guidelines. Here is a brief break-down of which tools are

optimal for various tasks:

Task Optimal On-line Tool (Detailed Instructions Provided Further Below)
Translate text to and from  Google Translate, http://translate.google.com/
English

Open discussion, names
of authors of the
comments displayed

Facebook Groups

Skype conference call, using text-only, or text and voice communication, or
text and voice and video, can remain active for the entire group for as long
as needed, even weeks. All written comments will be stored for anyone in
the group to review.

Google Plus, “hangout” — equivalent to Skype’s conference call, but supports
up to ten-person video conference.

Anonymous discussion,
names not displayed,
when teams need to
discuss a sensitive matter
and need to be able to
speak freely

Google Docs, a co-edited file, works best if Google Docs Spreadsheets are
used. Column A provides original comments, Columns B (C and so on) show
responses to the comment.

Voice only or Voice and
Video Conference

Skype, limit 2 users with video, up to 10 with audio, up to 10 with video for
upgraded (for money) accounts.

Google+ Hangout,limit 10 with video and audio.

Facebook Video Chat, limit 2 users with video.

Anonymous or open
voting

Google Docs Forms

Scheduling a meeting

Doodle

Document co-editing

Dropbox, works best if you prefer to work with “real” MS Office documents
and have multiple documents that you collectively write/edit.

Google Docs, works best if several people need to be editing the file
simultaneously; often used in conjunction with a video conference on Skype
or Google +.

MS Word “Track Changes” function for tracking what changes have been
made and who changed what.

Below are detailed instructions for how to use each tool. Remember, these are just suggestions. You may use none of
these tools, or you may use other tools that work better for your team (for example Twitter for instant sharing of ideas,
Microsoft Office Sharepoint, and others).


http://translate.google.com/
http://www.facebook.com/groups
http://www.skype.com/intl/en-us/features/allfeatures/conference-calls/
http://www.google.com/+/learnmore/
http://www.google.com/google-d-s/documents/
http://www.skype.com/
http://www.google.com/+/learnmore/
http://www.facebook.com/videocalling/
http://www.google.com/google-d-s/forms/
http://doodle.com/
http://www.dropbox.com/
http://www.google.com/google-d-s/documents/
http://office.microsoft.com/en-us/word-help/track-changes-while-you-edit-HA001218690.aspx
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Google Translate

Google Translate allows instant translation of written text among dozens of languages. While translation is often not
perfect, it usually conveys the message very well. It is a web-based application, and translation is done directly in your
web browser. Simply visit www.translate.qgoogle.com, select the languages you want to translate the text from/to and click
on “Translate”.

Translate From: Ukrainian ~ *m4  To:English ~

English Spanish Ukrainian English Spanish  Ukrainian

MpoekT X-Culture € npekpacHow Harogow ana *  X-Culture project is an excellent opportunity for

CTYAIEHTIB NO3HAROMWUTUCH 3 MHOAEMMW 3 THLLKX students to meet people from other countries.
KpaiH.
i A <€)

You can also listen to the translated text by clicking on the 1) button.
Additional video instructions: http://www.youtube.com/watch?v=_GdSC1Z1Kzs

Doodle

Students on your team will be on different continents and finding a time for a teleconference that works for all parties
may not be an easy task. Doodle is a simple tool for scheduling meetings. Simply go to www.doodle.com, click on
“Schedule an event”, provide event description, list possible dates for the meeting, and send out invitations to your team
members to indicate which of the proposed meeting times work for them. After everyone responds, it is easy to see what
time works for everyone for the meeting.

Poll: Board Mesting

Summary: 4 participants, 0 comments

Rolf has created this poll.

June 2009

Tue Tue Wed
9 16 24

9:00 AM - 10:30 AM || 5:30 PM - 7:00 PM | 8:00 AM - 9:30 AM | 5:30 PM - 7:00 PM

Rolf M. OK OK OK OK

Dr. P. Merten OK OK

Linda Grau OK OK

Tim Rudolph oK

o i~ (o “

Joseph MNet] fol ol e fal
o o () i«

2 2 1 4

Count

Additional video instructions: http://www.youtube.com/watch?v=UK280QKNSj|58



http://www.translate.google.com/
http://www.youtube.com/watch?v=_GdSC1Z1Kzs
http://www.doodle.com/
http://www.youtube.com/watch?v=UK28QKNSj58
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Dropbox

“Dropbox” is the name of software that offers a convenient way to share files across different computers and users.
Dropbox is a file hosting service that creates a folder on your computer that looks and operates just like any other
document folder on your hard-drive. To copy files into or from the folder, you simply drag and drop them with your mouse
as you would with any other folder. The difference is that the files are actually stored “in the cloud” on a remote server,
and you can access them from any internet-enabled device, such as your desktop, laptop, iPad, or iPhone.

You can use Dropbox to access your files from multiple computers or to share the documents in the folder with other
people. This way, many people can be developing or editing the same MS Word or Excel file as if they were using the
same computer. Every time you make a change in a file or save a new file to the folder, the latest version becomes
automatically available to all people who have access to the folder. And unlike Google Docs that create “not real” MS
Office documents, Dropbox allows you to work on “real” MS Office files or any other type of files.

Dropbox works best when each team member is using his/her personal computer or mobile device and can install the
software onto it. If the team members are relying on shared computers in labs or libraries, Google Docs may be a better
way to co-edit documents as Google Docs does not require installation of the software onto the computer. However,
Dropbox can also be used without installing the software onto the computer. You can access Dropbox document folders in
a web browser, open then in MS Word, Excel or other programs, edit, save and upload back to Dropbox to make them
available to your teammates.

Before Dropbox, people would email files to their own email account so they could access them from another
computer or send files as email attachments to people they work with. That method would create multiple copies of the file
which often creates confusion. Dropbox takes care of that by essentially creating an extension of your hard drive that you,
or your colleagues, can access from anywhere.

Dropbox gives you 2GB of storage space for free to start, and there is a small fee if you need more.

Getting Dropbox

To get Dropbox, you would need to download a small program. Usually you would get an invitation from a colleague
who already uses Dropbox, and if that’s the case, simply follow the link in the email invitation. Or, you can get it directly
from the Dropbox website (www.dropbox.com).

(55 st o [ —

ted 5 Latest Headlines | | 6-TECH Online 3 UNCGenie _| UNC Greensboro Crisis.

% ispartan | | Appro

%+ Dropbox

Watch a Video

© Download Dropbox

Once you click on the link, you will be asked if you want to save the file that installs the program. Click on “Save File.”


http://en.wikipedia.org/wiki/File_hosting_service
http://www.dropbox.com/
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»« Dropbox

Il Back to home

Opening Dropbox1.1.45.exe @

You have chesen to open

/> 5| Dropbox 1.1.45.exe
which is a: Binary File

from: http://cdn.dropbox.com

Would you like to save this file?
Save File

Opening Dropbox 0.7.110.exe l&,l

You have chosen to open

‘i) Dropbox Setup [&J

Welcome to

5| Dropbox.exe 12.9 MB — dropbox.com DrOprX Setup
Save File  Cancel Install
1. Save the Dropbox application 2. Open the Dropbox Installer 3. Follow Setup Instructions
Click Save File when prompted, From your browser's Downloads window, double Follow the instructions to get Dropbox set up on
click the .exe file that just downloaded. your computer and you will be good to go!

Once the file is saved (by default on your Desktop) simply click on it and follow the installation steps. Besides
choosing a User Name and Password, the only choice you will have to make in the process is where the Dropbox folder
will be located. Most people choose right on the Desktop or in My Documents.

Calls for
Papers

i

Dropbox ToDo.docx

Once the program is installed, you will see the Dropbox folder on your Desktop (or in the other location you've chosen).
From this point on, it will look and behave just like a regular folder.
You can also access the folder by clicking on the icon in the lower right corner of your screen.
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Right-clicking on the icon will give you a few extra options, including changing your preferences or going directly to the
Dropbox page.

Open Dropbox folder
Launch Dropbox website

Recently changed files

21.8% of 3.8GE used

All files up to date

Get more space

Pause syncing

Preferences...

Help center
Exit
L0 UYL EVINIEE: IR s 3

If you want to access your files from another device (computer, iPad), install the program on that device (follow the steps
described above) and log in using your User Name and Password. From that point on, once the computer or mobile

device is on, Dropbox will be up and running. All files will be updated automatically, and you will always see the latest files
saved to Dropbox.

If you are using a computer that does not have Dropbox installed, you can access your document by simply going to the
Dropbox site and logging in into your account.



gww.dropbox.com,’ho mes:

@Gus e maee F Lb @is 2ic [ cu [Fspso0 [ pow @) GMCVaca (D) Grants D A (D 2 W CulturalNs D)

wv_taras@uncg.edu JE’ Account 4 Upgrade

< Dropbox

& Get Started [ Files &) Events &8 Sharing & Help
%% Dropbox
<4 Search your Dropbox | o Upload | g MNew folder |§ Share a folder | [ Show deleted files | More W
File Mame « Size Modified

5 ADAPTING MINDS

|§ Andres

=3 Bridgett

[C5] Buyer's Agents

[Z] Collaboration Project

|§ Donald

[5] house

[5 Literature

& Piers

& Research, Farhad, Matthew

& Satisfaction Paper - Rebecca, Piers, Vas

& Shavin
& Tool Use
<# | bookmarks_9_10_11.html 81.19KB 9,/10,/2011 12:08 PM
9 Get extra space free FOR SALE BY OWNER.docx 1.27TMB Yesterday 1:30 PM
k © Install Dropbox Olha Taras Lecture 2.docx 12.62KB 8/28/2011 T:18 PM

~

v

You can see all your files, download them and upload new files, etc.

Sharing a Folder

If you want to share a folder in your Dropbox with your colleagues, right-click on the folder and select “Share with.”

You will be taken to an options window where you can specify who you would like to share the folder with.

/

w# Donald

@ Science Club

| . Elizabett o

gt X-Cultur bt

i Ambidex Open Command Prompt

&l ol Open in new window

ak ADAPTIN £2 Dropbox 2
Bridgett

% -g | Share with 4 a MNobody

ok Satisfacti S .
e [5]  Shared Folder Synchronization L Specific people...

<k - E”‘.f: Restore previous versions

w. Collabor

o, Andres Ty Combine supported files in Acrobat..,

@ Literatur Scan for Viruses...

.

~
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Type in the email(s) of the person(s) you want to invite to share the folder. Once that person accepts your invitation
(clicks on the link sent to him/her via email), all of you will have access to the file in the folder. No uninvited people,

however, will have access to your files.

/

[“} Shared folder options for 'Bridgett’

Invite others Members (2}

Invite collaborators to this folder

Enter recipient email addresses here

(Optional) Send a personal ge with your invitati

Enter a message

£

Share folder e

~

J

To invite others to use Dropbox
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If your partner is not using Dropbox, you can send an invitation. Every successful invite gives you an extra 250 MB of

storage space, so it's better to use an invitation than to go directly to the Dropbox website to get the program. Go to the

Dropbox page and log on to your account.

At the bottom of the page, click on “Referrals” under the “Community” column.

[ Get extra space free

) Install Dropbox

24.2% in use

Community
Referrals
Twitter
Facebook

Pricing Wik

Features Developers

Tour Partners

-

E @

ET{ ([T

About Us
Dropbox Blog
Our Team
Press
Terms
Privacy
lobs

Olha Taras Lecture 2.docx
Olha Taras Presentation 9-
Preliminaries HW Set(1).dc
Repair Costxlsx

Science Club.docx

Support
Help Center
Forums
Votebox
Feedback
Contact Us
Copyright

~

Then, simply type in email addresses or invite your Facebook or Twitter friends.
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Ve
. -
Invite your friends to Dropbox!
For every friend who joins and installs Dropbox, we’ll give you both 250 MB of
bonus space (up to a limit of 8 GB)!
Invite by email Invite friends from Facebook or Twitter
Invite your contacts (Gmail, AOL, Hotmail, Yahoo, etc) Always have your stuff when you need it with @Dropbox.
is free! http://db.tt/YSqvaNt
Email
Password
Retrieve contacts 44 charac
or invite email addresses: Share on Facebook Tweet o

Send invites

or use this link with friends:  http://db.tt/RKHzCtd Copy link

Video Tutorials
There are many video tutorials on the Web for how to install and use Dropbox. The following seem to offer the most
effective instructions:
What is Dropbox: http://www.youtube.com/watch?v=NVKSfBG1jPo
A detailed step-by-step tutorial: http://www.youtube.com/watch?v=GJJgAKPEPPo



http://www.youtube.com/watch?v=NVKSfBG1jPo
http://www.youtube.com/watch?v=GJJgAKPEPPo
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MS Word “Track Changes” Function

When multiple people co-edit a text file (e.g., team report), one of the biggest challenges is knowing what changes
have been made by other co-authors. For example, you receive a document in an email attachment or open one from
Dropbox, and the document looks different from what it was when you worked with it last time. But, what exactly changed,
and who made those changes? “Track Changes” function in MS Word allows for tracking changes you are making, so
your co-authors can see what revisions you made and accept or reject them (go back to the original version) one by one.

The best way to learn how the “Track Changes” function works is to switch it on as described below and play with it
for a few minutes. It’s really easy once you try it.

Note: The instructions provided here are for the 2007 version of MS Word. Earlier versions, such as MS Word 2003
also have the “Track Changes” function. Search through the file menu options to find it or use F1 Help function for
directions.

Turning On/Off Change Tracking
To turn on the function, follow the following steps:
Open the document that you want to revise.
On the Review tab, in the Tracking group, click the Track Changes image.
To add a track changes indicator to the status bar, right-click the status bar and click Track Changes. Click the Track
Changes indicator on the status bar to turn track changes on or off.
Make the changes that you want by inserting, deleting, moving, or formatting text or graphics. You can also add
comments.

K-Culture Training.docx - Microsoft Word Picture Tools
es Mailings Review View EndMote Acrobat Format
_J _J _J _'_2:, —L'_‘I Final: Show Markup
— . B
18 Mew Track
Comment Changes = L
Comments Tracking

To turn off the function, simply click on the “Track Changes” icon again. If the icon is highlighted (looks yellow), the
function is on, if it is not highlighted (looks grayish), it is off.

If you customized the status bar to include a track changes indicator, clicking Track Changes in the Tracking group
will also turn off the indicator in the status bar.

Page: 1ofl  Words: 0 | Track Changes: On [* ]

Turning off change tracking does not eliminate/accept the tracked changes in your document. To ensure that there
are no more tracked changes in your document, be sure that all changes are showing, then right-click on each change
and select Accept or Reject commands for each change in the document. You can also click on the Accept or Reject
options in the Review ribbon or select Accept All or Reject All if you want to deal with all changes at once.
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You can change the color and other formatting that Word uses to mark changed text and graphics by clicking the
arrow next to Track Changes and then clicking Change Tracking Options.

You can view all changes, including deletions, inline instead of inside balloons that appear in the margins of your
document. To show changes inline, in the Tracking group, click Balloons, and then click “Show all revisions inline.” When
you click “Show all revisions inline,” all of the revisions and comments in the document appear inline.

To prevent you from inadvertently distributing documents that contain tracked changes and comments, Word displays
tracked changes and comments by default. Final Showing Markup is the default option in the Display for Review box.

Comment

A related function is “Comment.” If you don’t want to make any changes but would like to leave a comment on a
particular part of the document, select the section of the document that you want to comment on (a word or a larger
section) and click on “New Comment” in the Review tab to the left from the Track Changes button. A bubble will appear to
the right of the text where you can leave a comment for your co-authors to see. Comments can later be revised or
deleted.

Compare

“Compare” is another function that you may find useful if you haven’t been using “Track Changes” and need to figure
out what exactly is different in the new version of the document. Click on the “Compare” icon in the Review tab to the right
of the Track Changes button and follow the instructions to select the two documents that you want to compare.

Video Tutorials

Additional guidelines can be found here: http://office.microsoft.com/en-us/word-help/track-changes-while-you-edit-
HA001218690.aspx

There are many video tutorials on the Web for how to install and use the MS Word “Track Changes” function. The
following seem to offer the most effective instructions:

Instructions for MS Word 2007/2010: http://www.youtube.com/watch?v=uANGRpCEucg

Instructions for older versions of MS Word: http://www.youtube.com/watch?v=2vcOYPnuPms

Google Docs

Google Dacs is a powerful, real-time collaboration and document co-editing tool. Multiple users can edit a document
at the same time while seeing each other’s changes instantaneously. In Google Docs, users can produce text documents,
slide presentations, spreadsheets, drawings, and surveys. The formats used are compatible with Microsoft Office and
Open Office, so you can switch between these programs as needed.


http://office.microsoft.com/en-us/word-help/track-changes-while-you-edit-HA001218690.aspx
http://office.microsoft.com/en-us/word-help/track-changes-while-you-edit-HA001218690.aspx
http://www.youtube.com/watch?v=uANGRpCEucg
http://www.youtube.com/watch?v=2vcOYPnuPms
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While Google Docs documents are not “real” MS Office documents, they have most of the document editing functions
of the MS Office. If you still prefer to work with the “real” MS Office documents, Dropbox may be a better option for you,
but Google Docs allows for simultaneous co-editing, which is a big advantage. If two users open a file in Dropbox at the
same time, the program automatically creates multiple copies of the document and merging the two later on may be a
hassle. In Google Docs, co-authors can literally co-edit the document at the same time, and you can see in real-time what
changes your team members are making. Google Docs also tracks changes, so it is easy to see who made which
changes.

One of the disadvantages of Google Docs is that the files are displayed in a web browser. That is, all interactions and
files are contained in Google's Internet servers (the cloud) and are accessible from within a web browser window. If you
don’t have access to the Internet, you cannot access your file unless you downloaded a copy to your hard-drive earlier.

Creating, Editing, Uploading and Downloading Google Docs files

In order to use Google Daocs, you will need to register for a Google account. If you already have one through Gmail,
then you can use the same login to access Google Docs. If you do not have a Gmail account, you will have to sign up for
one, so you can also use the Gmail and Calendar feature within Google. Otherwise, you can just sign up for a Google
account with an email address of your choice and a password (this type of account does not provide the use of Gmail).

Note that while it's possible to view a document, spreadsheet or presentation without a Google Account (via an
invitation), you'll need to create a Google Account to edit the document, spreadsheet or presentation and to continue
accessing Google Docs.

If you don’t have a Google account, go to www.google.com and click on “Create an Account Now.”

Sign in with your
Google Account
Email: ||

ex pat@example.com

Password
Stay signed in

Can't access vour account?

Don't have a Google Ac C
Create an account now

Fill out the form that comes up next.


http://www.google.com/
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GOugle accounts

Create an Account
If you already have a Goozle Account, you can sign in here.

Required information for Google account

Your current email address: .tarasitc@hatmail com

e.g. myname@example.com. This will be used to sign-in to your acco
Choose a password: sesesesee Password strength Strong

Minimum of 8 characters in length

Re-enter password: [esesnense

Stay signedin

Enable Web History Learn More

Default Homepage Set Google as my default homepage
Your default homepage

you open your browser

in your browser is the first page that appears w

Once a Google account is created, go to your mailbox and open the message from Google. Click on the first link to verify
your account.

Once you have created a Google account and are able to access Google Docs, you can begin creating or adding
documents to your account:

1. Click on New on the Menu bar and select which type of file you would like to create. For the purposes of this tutorial, we
will be using the Document option.

@ y v |.@ https://docs.google.com/= v ﬂ 4l %
Links ! eSpartan Email (@) iSpartan Email ’ UNC Greensboro Crisis Information Site  § UNCGenie
W & | @ GoogleDocs -8 ¢

Mail Calendag Documents Web Reader more v

New Features! | taras@ucalgary.ca |

docs [ Search Docs ] [ Search Templ.
Create new v Upload...
All items - Share v Folders v Delete | Rename More actions v 0-00f0 | Last modified v
Owned by me

Name

Opened by me
Shared with me
Starred

Hidden

Trash

Items by type v
More searches v

Welcome to Google Docs! Click the "Create New" button to create a new online document or the "Upload"” button to edit a file frc
Your documents will show up here. Learn more

2. Google Docs will open a new window that will allow you to create a word processed document. Once the file is created, it

will look like a regular MS Word or Excel file, and you can work with it as you normally would. Name the document by
typing in the file name in the window on the top left.
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3. To save your document, you just need to click on the Save button. You can also use the Save and Close buttons if you
are finished working with the document.

4. You can also choose File on the Menu bar and then Save. In either case, it will save the file using the text at the top of the
document as the file name.

5. In order to upload an existing document, you just need to click on the Upload button on the Menu bar. Then you will need
to click on the Browse button and find the document that you would like to upload.

Mail  Calendar Documents Phc

Google

Docs

A
= _| Allitems

_T Created by me
‘E,'.'? Starred
Hidden

6. Editing files is very similar to how it is done in MS Office.

7. On your computer, you probably have some sort of organization to storing your documents. This usually involves folders
and sub folders. In Google Docs, you have the same option for organizing your files. To create a new folder simply click
on New on the Menu bar and choose Folder.



28

Googler—

Docs

18 Document

= Spreadsheet e
ﬂ Presentation

= Folder

[ rrast

= 7 Allfolders

! Items notin falders

= [E TR FORE RTENTS

Sharing Google Docs
A wonderful feature of Google Docs is the ability to share your work with others. You have many options for ways to

do this. You can give access to a document where the viewers are only able to read the document and not make any
changes. You can also give access to a document where people can collaborate with you by making changes. You will be
able to see the changes that each person has made to your document. In this lesson, you will learn how to share your

document with others and how to publish the final version.
Note: In order to collaborate on a document, the person you share the document with must have a Google Account.

Otherwise, they can only view the document.

1. The easiest way to share Google Docs files is to set Sharing Settings so that the file can be edited by anyone with the link
and then send the link to your team members.

Saved & Share E

Sharing settings. ..

Email editorsiviewers__.

Email as attachment. ..

Publish to the Web...

2. The link can be copied directly from the address bar in your web browser, or you can get it by clicking on the “Share”
button.
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A more sophisticated way to share the file includes the following steps. Click on All Items in your left navigation menu to
show all the items that you have in your Google Docs account. Select which one you would like to share with another
person by clicking the checkbox in front of the document. Then click on the More Actions button on the Menu bar and

select Share.
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You have the option to invite others to be Collaborators or Viewers. Collaborators are able to view as well as edit any

documents that you share using this option. Viewers are only able to view the document. They are not able to make any
changes to the document. After selecting the Collaborator or Viewer option, you will need to type in the email addresses
of the people with whom you would like to share the document. Separate addresses with a comma. Then click on the
Invite Collaborators/Viewers button.

Please note: If you'd like to allow Collaborators to add and delete other collaborators and/or viewers, select the checkbox
next to “Collaborators may invite others” under Advanced permissions. Collaborators, once given this permission, can
share the document by forwarding their invitation to others.

To successfully add a mailing list, you must select the “Invitations may be used by others” checkbox (under Advanced

permissions at the bottom of the screen). This allows all members of a group to access the document using this one
invitation.
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5. A window will pop up that will ask you to type in a message that will be emailed along with the invitation to access the
document. Type in your message and click on the Send button. You have the option to CC yourself on the message by
making sure the checkbox is selected next to “CC me.”

4 N\

Tell theze paople about the document? [
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6. Anyone that receives the invitation can then click on the link within the message to begin viewing and/or editing the
document. They will need to log in with their Google Account in order to edit if they are a collaborator.

Video Tutorials
The Google Docs tutorial provided here was developed based on materials offered at

http://onlineconnections.wikispaces.com/file/view/Google+Docs+Tutorial.pdf. You can visit the page if you need more
information.

There are many real-time video tutorials available on-line. The following is recommended:
Simple, “fun” version: http://www.youtube.com/watch?v=eRqUEGIHTEA
Longer, more detailed version: http://www.youtube.com/watch?v=0Bh8bMC7XEU

Video Conferencing
Experience shows that the teams that have face-to-face interaction tend to perform better. Communication is much

richer when you go beyond emails and actually talk to your teammates once in a while on the phone, or even better, use
free video-conferencing options such as Skype, Google+ or Facebook Video Chat.


http://onlineconnections.wikispaces.com/file/view/Google+Docs+Tutorial.pdf
http://www.youtube.com/watch?v=eRqUE6IHTEA
http://www.youtube.com/watch?v=OBh8bMC7XEU
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Skype

Skype is a popular voice and video conferencing program that allows you to place a call to other Skype users as well
as call people on their telephone numbers. All you need is a computer with a microphone and speakers (video optional) or
a mobile device such as an iPad or a smart phone.

The huge advantage of Skype is that it already has hundreds of millions of users, and it is likely your teammates
already have accounts. You simply add their names to your address book, and as long as you are logged in, you will see
when your team members go on-line and can call them when they are available.

Another big advantage of Skype is that it is “always on-line;” as long as your computer is on, your Skype account is
active. Your teammates can see that you are available, and you can see which of your team members are also on-line.
You can keep working on your stuff, but if you have a question or need to discuss something, you can simply call, talk and
then continue working. Because Skype is free, some people never log out and effectively always remain connected. This
is as if you are working in the same room.

One of the limitations of Skype is that it allows video conferencing only between two users at a time (you can see only
two people), though it supports multiple-user audio conferences (only voice).

Skype-to-Skype calls (including video) are free, but there is a small fee to place a call to telephone numbers. For the
purpose of the X-Culture project, you will likely be using Skype to talk to your teammates who have a computer and are
also using Skype, thus you will be able to talk to your teammates (and see them if your computers have video cameras)
for free.

To download Skype, go to www.Skype.com . The software is so simple to use that we don’t provide further
instructions here. Once you install the software, you will be able to use it in seconds.

If you need further instructions, there are many tutorials available on-line. The following links are recommended:

Text-only tutorial: http://www.educationworld.com/a_tech/techtorial/techtorial107.pdf

Video tutorial: http://www.youtube.com/watch?v=Wgx2noZy7CU

Google+

Google+ is a new platform that was introduced as recently as the summer of 2011. It is much more powerful than
Skype and essentially combines Skype, Facebook, and Google Docs in one. The biggest advantage of Google+ over
Skype is that Google+ allows video conferencing (or Hangouts as Google calls it) among up to ten people simultaneously.
That is, you can talk and see ten people at the same time. It’s like your entire team is at the table with you. You can even
co-edit and share files in real time.

As long as you have a Google account (one that you created for emails or for Google Docs is all you need,) you are
ready to use Google+.

Like Skype, it is so extremely easy to use that we don’t provide further instructions here. Once you login, you will be
able to use it in seconds.

If you need further instructions, there are many tutorials available on-line. The following links are recommended:

How to video-conference in Google+

Video tutorial: http://www.youtube.com/watch?v=K5kdr7N6nPg

Text only: http://www.wikihow.com/Use-Google%2B-Hangouts

Since Google+ does much more than just video conferencing, here is a link to a list of tutorials that cover more
Google+ features:
http://freelancefolder.com/20-of-the-best-google-guides-and-tutorials-to-get-freelancers-up-and-running/

Facebook Groups

Facebook recently added a video chat option, so you can now effectively do everything Skype offers. This option also
has most of the features of Google+. It may not be as powerful as Google+, but with almost a billion users, it is very likely
your team members already have Facebook accounts. So, finding them and communicating (messages, instant
messaging, voice, and video) with Facebook may take only a few seconds.

You probably already have a Facebook account and know how to use Facebook for chatting and calling, but if you
don’t, here are links to on-line tutorials that provide very clear instructions:

Video and text: http://blog.facebook.com/blog.php?post=10150223135777131



http://www.skype.com/
http://www.educationworld.com/a_tech/techtorial/techtorial107.pdf
http://www.youtube.com/watch?v=Wqx2noZy7CU
http://www.youtube.com/watch?v=K5kdr7N6nPg
http://www.wikihow.com/Use-Google%2B-Hangouts
http://freelancefolder.com/20-of-the-best-google-guides-and-tutorials-to-get-freelancers-up-and-running/
http://blog.facebook.com/blog.php?post=10150223135777131

