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What is a Glow Group?
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Glow Groups are at the very heart of Glow and are fundamental to its communication and collaboration functionality. A Glow Group has two aspects, being both:

· a group of Glow users with a shared interest;

· a distinct area within Glow where those users can share materials, communicate and collaborate.

Glow groups are created and updated by teachers within the school.  Each department has a dedicated page to which all parents, pupils and teachers have “Reader” access.  Below this level, teachers can also create groups for individual classes to which pupils and teacher have access, for sharing class specific homework and revision information.

On the departmental page, you will find information about the different courses offered in the school as well as generic revision materials to assist with revision at home.  These pages are developed by staff teaching within school and so will evolve over time in terms of quality and content.  Glow very much arrived in schools as a blank canvas and teachers are still learning exactly what can be achieved.  However, already there is a wealth of information available to all and this can only improve over time.
1.
Navigating Glow Groups

1.
Click on “My Glow groups” on the left-hand side of your screen.
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2.
Select the Glow group you wish to visit.  In the Figure below we have highlighted the “Parents and Carers” group.
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3.
Once inside your Glow group click on the relevant hyperlink to view the full details of that topic.
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2.
Setting up alerts
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Alert: An alert notifies a user by email when there is a change on a site, for example an added news item or an update to a document. Each user can control what they are alerted about and how frequently.

You can set up alerts, so that you receive an email whenever new or changed items are published on particular Glow sites.

· Set up alerts for whenever there are any changes to a particular list web part on a site. For example, you might want to be alerted every time there is a new or changed news item on a particular site.

· Set up alerts for changes to particular items within a list web part. For example, you might want to be alerted every time there are any changes to a particular timetable.

All users, including those who only have Reader access to a site, can set up alerts.

2.1
How to set up alerts for a web part

A “Web Part” is an individual item on a Glow page which the page designer adds to build up their page.  These include photo galleries, document libraries, calendars, news …

1.
Log on to Glow.

2.
Navigate to the site where you wish to create an alert in “My Glow Groups”.
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3.
Click the title of the web part for which you want to turn on alerts. This displays the web part in full screen mode, with additional options available.
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4.Click Alert Me.
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5.
Fill out the “New Alert” details using steps 1-4 in the following figure:
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Note:
If your displayed email address is not correct, click 'Change my email address', make the required changes then click 'Save and Close'.

Under Change Type, select the relevant radio button to indicate the changes you want to be notified about.

Under Alert Frequency, select the frequency with which you want to receive alerts.

6.
Click OK, then click the 'Back to…' link at the top of the page.

2.2
Setting up alerts for items within a web part

1.
Log on to Glow.
2.
Navigate to the site where you wish to create an alert.

3.
Click the title of the web part that contains the item for which you want to turn on alerts. This displays the web part in full screen view with additional options.

4.
If you are using Microsoft's Internet Explorer browser on Windows, under 'Select a view', ensure that the relevant 'All' view is highlighted (Step 1) (for example, All Items, All Links, or All Events). If 'All' view is not highlighted, click the relevant 'All' option. Move your mouse pointer over the name of the item that you want to set up alerts for, until a drop-down menu displays (Step2). From the drop-down menu, select Alert Me.
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Alternatively, or if you are using another browser, click on the item to open it, then click Alert Me.

5.
Fill out the New Alert details as follows:

If your displayed email address is not correct, click 'Change my email address', make the required changes then click 'Save and Close'.

Under Change Type, Changed Items is automatically selected and you cannot change this. You will be alerted about any changes to this item.

Under Alert Frequency, select the frequency with which you want to receive alerts.

6.
Click OK, then click the 'Back to' link.

2.3 How to remove alerts  

1. 
Log on to Glow.

2.
Navigate to the site where you wish to remove an alert.

3.
Click the title of the web part that contains the item for which you want to turn on alerts. This displays the web part in full screen view with additional options.

4.
If you are using Microsoft's Internet Explorer browser on Windows, under 'Select a view', ensure that the relevant 'All' view is highlighted (for example, All Items, All Links, or All Events). If 'All' view is not highlighted, click the relevant 'All' option. Move your mouse pointer over the name of the item that you want to set up alerts for, until a drop-down menu displays. From the drop-down menu, select Alert Me.

Alternatively, or if you are using another browser, click on the item to open it, then click Alert Me.

5.
In the Alert Frequency section, click 'View my existing alerts on this site'.
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6. 
On the list of existing alerts, tick the tickbox of the alert you want to delete, then click 'Delete Selected Alerts'.

7. 
Click the 'Back to' link.

3.
The “Children” Page

This page is where you can access information on your child via Glow.  From the moment you first log in, you will be able to see details of your child’s (or children’s) attendance as well as details of their timetable.  In the near future, you will also be able to access regular “Tracking” reports and your child’s full reports.

Explanations of the figure below are on the next page.


Understanding the parent page
1. Click on the drop-down arrow and select the name of the child of whom you wish to see the details.

2. This table shows the overall attendance statistics for the session.

3. Basic details of the child you have selected will appear here.

4. This shows period by period attendance over a selected six week period.  This will allow you to track the attendance of your child in full detail.

5. A full copy of your child’s timetable including class and teacher details.

At some point in the next few months, it is intended that reports will also be accessed through Glow on this page.  At this point these “Data Views” are under development, so we are unable to show what this page will look like at present.  Details will be published in the “Parents and Carers Home” Glow group of how to access reports when these become available. 

4.
Logging Off

1.
It is very important to Log off when exiting Glow.  In the top right hand corner of the screen, click the “Log off” link.
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2.
Then, close your browser window so that the next user cannot use the browser history to see what you have been looking at.
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