A guide for tutors

What is Ning?
www.ning.com was launched in October 2004. It is primarily a platform on to which
you can create a social network. You can use the tools provided or you can search for
or create your own applications to add to your social network.
Ning provides you with the freedom to build your own social network and to add or
remove tools to suit the needs of your network.
This guide will support you in the technical use of Ning but will also highlight how
different tools can be used in your learning and teaching and where you can find
further research and support in the pedagogical uses of online tools and applications.

Getting Started
In this section you will learn how to:
 Create your own social network
 Add some basic features
 Choose the layout and colour scheme of your network
Go to http://www.ning.com
This screen will appear across the top of the page.
To create your network think of a name. For the purposes of this guide our network
will be called careers guidance. Enter this into the ‘Name Your Social Network’ field
and again in the ‘Pick a Web Address’ field and click on ‘create.

The ‘sign up’ page will then appear. Complete your details, think of a password and
click on ‘sign up’

After you click on ‘Sign Up’ this page will appear:

2. Choose a
tagline for your
group. For this
group the tagline
is ‘Putting you in
the right
direction’

1. You can decide
whether or not you wish
your network to be
available to everyone or
invitation only. If this is
network to support a
course ‘private’ will be
the best option

3. In this box describe your group. Who it is
for and what its purpose will be

4. Enter
keywords
here

Careers, guidance, planning

Choose you language and click on ‘Next’
The Features page will then appear

This page illustrates the flexibility of NING. Primarily the ability to add and remove
features you wish to suit the purpose and learning and teaching outcomes you wish to
promote.
Click on ‘Next’ leaving the features as they have been provided (we will go over this
later on in the guide)

The appearance page will then appear. From this page you can change the appearance
of your network by choosing the templates which are available or by inserting your
own logos and style sheets.

Choose a style then click on ‘Next’

You will then be asked to create a ‘Master Key’. This is unique to you as you are
now the administrator of the site. Only administrators have the power to change the
site appearance, site features and invite people to join. Click on ‘Go’ and your
network is now created.

Maintaining your Network
In this section you will learn how to:
 Invite members to your network
 Control who can access and view your network
 Set limits to your members activities
 Set network questions for new members to complete
Once you have created your network and chosen the features you wish to use to
support the learning aims of your group you will need to invite people and maintain
your area.
To invite people to your network click on ‘Members’ along the top menu

From the next page click on ‘Invite More People’ from the area just below the menu

Enter the email addresses of the people you wish to invite into the area provided, add
a message if you wish and send.

You can go back to the main area by clicking the ‘Main’ tab at the top of the page.

Access and Privacy
You can change who can access the site by setting privacy and control limitations
Click on ‘Manage’ found on the right hand side of the menu tab bar.
This page will then appear offering you a choice of management options.
Click on ‘Privacy & Feature Controls’ in the middle of the page

From this menu can you make decisions about who can access your network and
individual groups.
1

By checking public your network will be available to everyone to join and
will be visible to anyone looking or searching through the networks.

2

By checking private and invitation only you control who can join your
network. The only way to access or view the network is to be a member.

3

You can also control the feature controls.
You can give permission for members to form their own groups within the
network, allow members to create events to advertise to others and invite
people to, you can also decide to approve new members but if you have
invited people you should already know who they are – this function is useful
if your group is not private and gives you control over who joins.
If you click on approve videos and pictures before they are uploaded you
control over the pictures and videos that are published on the site.
You may also want to allow members to be able to adjust and modify
their own pages.
4. Once you are happy with the controls in place click on ‘Save Settings’

3
1

2

4

Asking Questions
When people join your network you can, as part of the joining process ask them
specific questions which will be available for all members of the network to see. To
do this click on the manage tab again and then click on ‘Profile Questions’

In this page you can ask your network members questions about themselves when
they join

When you have completed the section click on ‘save settings’

Adding Features
In this section you will learn:
What the features available in Ning do
How to add these features to your network
How to decide which features you need
How to use the features once they have been added
Now that you have set up your network, set up your privacy settings and invited
members you need to think about the purpose of your network.
Do you wish members to communicate with each other? Do you want this
communication to be organised around specific subjects? Do you want to add content
such as pictures, videos and podcasts? Do you want members to be able to add
pictures and content?
Ning allows you to customise your network and add features which encourage and
enhance the learning outcomes of your course or community.
You may want to add some features but not others.
To add a feature to your network click on the ‘manage’ tab and from the manage
menu select ‘Features’

The ‘Features’ page will display the features you already using in your network and
the features you can add to your network.
To add a feature simply click on the feature you require a drag it across to the layout
area. To remove a feature simply do the reverse and drag the feature from the box to
the features area. But which does each feature do and how can you use it in your
network?

Features available
Text box

Adding the text box simply allows you to add text to an area of
the network. You can describe the purpose of the network, add
links to other websites, provide instructions, or if linked to a
course outline the overall purpose of the community. You can
add community rules and outline acceptable behaviour here .

Music

If you add the music player you can add music or podcasts to
your community. You can do this by actually uploading
music/podcasts to the site or by linking to recorded content
elsewhere. Podcasts provide a good alternative to text and
research has shown that podcasts do not replace physical
lectures but can be a useful revision tool for students.

Groups

You can add a group feature to your group. This will enable
you set up sub groups to your network. For example in the
careers guidance community I may want to add specific
occupational areas to the wider guidance area i.e. medical and
health, hairdressing, construction. As with the main area if you
set up a group you are in control over who joins the area.
Members of your network can also set up their own groups if
you have given them permission.

Blog

Blogs can be used as personal diaries which can shared with
other people online.

RSS

Adding an RSS feed to your network area will enable your
community member to be able to view up to date news from
other websites and blogs. This is useful if the subject of your
network requires members to be up to date with news items or
activities in other peoples’ blogs.

Forum

This acts like a message board. You can post a question to
your network and invite others to respond. You can also refer
from this area to the other materials available, such as videos
and podcasts and also add website links to materials or
information housed elsewhere.

Videos

The video feature enables you to add videos or presentations to
your network. Like audio you can add these directly into your
network, although you will be limited to size or you can embed
materials from other sites such as ‘google videos’ or ‘youtube’

Photos

By adding the photo feature to the network you can upload
photographs to the network. These can be general photographs
of group members, events etc or learning materials to enhance
the teaching process.

Notes

This is a useful feature to add to your own page. It enables you
to make notes, add pictures and make them private. This
feature is predominately useful for supporting your own
learning.

Forum
The forum feature is an important tool if you want to:



Share information with students such as assignment titles or powerpoint
presentations
Pose a question or outline an issue you wish students to respond to

To add the forum feature click on Manage

Then Choose features from the main management page

Drag over the Forum using the mouse into the main area and position it where you
would like it to go.

Drag the forum
selection over into
main area

the

By clicking back onto ‘Main’ you will see what the forum section looks like on your
main page.

Click on ‘Start a Discussion’

As this is your first post you will need to decide how you want to organise your
forum.
Do you want students to be able to start their own discussions?
Do you want your forums to be threaded discussion?
You can make these changes to in the manage forum section. Click on ‘Manage
Forum’

Once you have made these decisions click on ‘Save Changes’ at the bottom left hand
side of the page.
Go back to ‘Main’ and click on start new discussion.

1 Add the subject of your
discussion

2

Pose your
question or add
instructions
here

3

4

Attach any documents,
spreadsheets, pictures,
powerpoint presentations
required to accompany
your post from your
computer by clicking on
‘browse’

If you wish add
keyword to act as tags
which make sit easier
for searching

Click on ‘Start Discussion’ to begin your forum.
Go back to ‘Main and you will see your forum post-students can now add responses
or ask questions. When a reply is posted you will be sent an email informing you.
Text Box
The text box enables you to add free text, links etc to your network. You can use the
text box on your page to explain the reason for the network, set out guidelines of
behaviour etc. To add the text box follow the same path you did for adding a forumManage – Features then drag the text box over to the network layout area
making sure it is at the top above all the other features. Click on ‘Save Features’

This will take you back to your network area and at the top of the area you will see the
text box

To add text the box click on ‘Edit’ in the top right hand side of the box

Provide a title and add text to your box. Once you’ve completed this click on Save.
You can update the contents of this box at anytime by using the ‘Edit’ button.
You can add word documents and files to the text box by clicking on the ‘file’ icon
Blog
Why should you use a blog?
To add a blog to your network follow the instructions above
Manage-Features and drag over the blog feature to your network and click save
changes

When you have added the blog feature click on ‘add post’

Fill in the post title and make your entry.

Further down the page you can choose the privacy settings for the entry and the date
and time stamp.

1. You can choose to
stamp the date and time as
now or release the blog
entry at some point in the
future
2.You can decide
who can view and
make comments on
your blog

4 You can save your entry
as a draft-which means it
wont be published and you
can go back to edit it later.

3. You can also
moderate your posts by
clicking on (change)

4. You can preview your post and then
publish it to the people you have
selected in stage 2

Adding Groups
To add a group to your network network follow the instructions above
Manage-Features and drag over the group feature to your network and click save
changes. Back on the ‘Main’ page click on ‘Create a Group’ which will appear in the
section of the page to which you added the feature.

Decide which
features you wish
your group to have

Add
information
about your
group and
upload a
picture

Decide which
privacy levels you
would like.

Click on
‘Create Group’

Inviting People to Groups
You can invite individual people to join groups within your network.
Select the group whose membership you wish to control.
On the right hand-side of the screen you will see the following

Click on ‘Invite More People’
From this page you can invite people to join the group. People you invite will have
access to the network i.e. ‘Careers Guidance’ and only the group ‘Health and Social
Care’

In the Admin options box on the right-hand side of the page

you can decide the level of access and who has the right to invite people to join the
group in the same way it is controlled for the network by clicking on ‘Edit This
Group’s Info’ and by clicking on ‘Manage Members’ you can assign someone
administrator privileges or ban them from the group.

