Basecamp Instructions

1. Go to https://keganassociates.basecamphq.com/clients. 

2. Login using the username and password you were assigned.
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3. Select the link “World History Hybrid” under “MSDE” to enter project area.
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4. The home page for the project site is the Overview Tab. The Overview tab provides a running list of the latest project activities and has all the people working on the project listed on the right.
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5. The Messages Tab allows you to send a message to members of the team. Please be sure to use the message tab when you post a lesson draft. All lesson drafts should be sent to Sue Spencer.
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6. The To-Do Tab is where you will find tasks that are assigned to members of the project team. Please be sure to check off your tasks when you complete them.
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7. The Files Tab lists all the files that have been uploaded to the course. Please be sure to categorize the files, i.e., by unit or type.
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8. To Upload a New Version, go to the Files Tab and find the file you need to update. Select the Upload a new version link.
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A new window will appear. Browse to find the newer version and then select the email notifications (if applicable) and then select Upload the file.
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You should see the File was successfully uploaded message and then the file will appear listed with two versions. Always select the first link – in larger font and bold – for the newest version.
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Note: We do not have plans at this time to use the Milestones, Writeboards, Chat, or Time tabs.
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