New Student Guide to Communications at GPIA
I. Listserv

The GPIA Listserv is a commonly used form of communication for the program. Students are not automatically subscribed to the listserv, you must subscribe, and an individual is not required to be affiliated with the program to join the listserv. Therefore the listserv is a good way to get a message to a large percentage of GPIA students and faculty, but each message does not necessarily reach all students and it is not a private conversation within the program only. 
Every semester there is much debate about what the listserv should and should not be used for. This debate plays out on the listserv, through the Student Government and in a discussion group on GPIA.info. It is our hope that your class will be successful in utilizing the listserv for an open and engaging dialogue. Good luck!
Instructions on how to subscribe, unsubscribe and send an email to the listserv are below and on the homepage of GPIA.info and in the Student Handbook.

II. GPIA.info website

Where the official website, www.ia.newschool.edu is geared toward prospective students, www.gpia.info, the program’s unofficial site was created in 2008 to meet the demands of current students and faculty. The site’s platform is a very user-friendly and dynamic Content Management System (CMS) application called Drupal that allows different groups of people to create and edit content on the site. 

Because of the ability to democratize the administration of the website, it is constantly being updated. Up-to-date news, events and announcements appear on the homepage frequently, discussion groups are active, new internships are posted in the directory, etc.

Beyond accessing information about the program, such as the student handbook, course lists, registration information, and faculty profiles, as a new student, you will interact with the site suing these features; discussion groups, student profiles, and news. In order to utilize the site in these ways, you must first register on the site by creating a username and password.  
Discussion Groups:
Once a registered user on GPIA.info, you will find groups for each of the concentrations, IFPs, PIAs, various organizations, a place to post books for sale, and most importantly, for each of your courses. Because many professors and students complained about the lack of functionality of Blackboard, we now create a discussion group for each course on GPIA.info.
When you first log on, you will see a list of groups available for you to join. You can only join a class if you are registered for that course, so please only attempt to subscribe to the courses for which you are registered. 
Course discussion groups usually have the syllabus with links to the readings which will provide you with easy access to all coursework. Some course groups are very active, with students posting articles and thoughts about readings and commenting on other posts. Others are not. Your instructor will let you know if there is any requirement for you participation in the group.

Many faculty use the discussion group to post reminders or schedule changes.  You will automatically receive an email notifying you when there has been activity in the groups for which you are a member unless you choose to disable those notifications. 
Student Profiles

Our new Student and Alumni Directory has so far been a great tool for networking. It has some functionality of Facebook (where you can request friends) and of Linkedn (where you list your education and employment history), it has unique features as well. When you create a profile, you will be able to upload files there, such as a paper you have published or your resume. Please follow the instructions below (also found on the Getting Started Guide on the GPIA.info homepage).
News
We have a new feature on the homepage of the website where we announce news from students, alumni and faculty in the program. Please email news@gpia.info whenever you have something interesting to share. Recent new features have included TV appearances, grants and honors awarded to students and faculty, and presentations at conferences.

Contact . help@gpia.info
Jen Hill . GPIA web administrator . jenmhill@gmail.com
Office Hours . Mon–Thurs . 11-7pm . 66 West 12th Street, 6th floor, 612
Listserv Subscription

To subscribe to GPIA: 

Send e-mail, from the address that you want subscribed, 
To: majordomo@newsite.newschool.edu 
Subject: [LEAVE THIS FIELD BLANK!] 
Message: subscribe GPIA 

To unsubscribe from GPIA: 

Send e-mail, from the address that you want unsubscribed, to: majordomo@newsite.newschool.edu 
Subject: [LEAVE THIS FIELD BLANK!] 
Message: unsubscribe GPIA 

To send mail to everyone on the GPIA list: 

Address your mail to gpia@newsite.newschool.edu. 

NOTE: You must send your mail from the address that is subscribed to GPIA, otherwise it will reject the message as being from a "non-member." This feature prevents us from receiving spam from outside sources through the list serve. 

GPIA.info Student User Guide
Welcome to gpia.info! 

After creating a username and logging on to the site, you have the options of joining discussion groups and creating a profile. There are discussion groups for most classes, each of the concentrations and various organizations in the program. You can join groups only for the courses you are registered and can start your own discussion group by emailing help@gpia.info . 

· Using groups
· Creating a student or alumni profile
· Adding text to a page
· Linking web pages and documents to text
· Inserting photos 

Using groups

When you create a username and log into GPIA.info, you will see a list of discussion groups and the option to subscribe to them. Once you request to subscribe to a group, the group’s moderator (the instructor in the case of a course discussion group) is sent a notification and they will have to approve your request. This usually takes place within 24 hours. 


Once you are subscribed to a group, you will see this section on the toolbar on the left. These are your options for participating in that group (see below).
Economics II

· Create group discussion posting 

· Invite friend 

· 5 subscribers 

· Manager: David 

· Request subscription

Discussion groups on GPIA.info work just like discussion boards you are familiar with. To contribute to a group while logged in to that group, you can begin a new thread by clicking on “create group posting” on the left hand toolbar. You can also comment on discussion posting threads that have already been created to join a conversation.

Creating a Student or Alumni Profile

· Help us work on our community by posting a profile about yourself on gpia.info.

· Not got a gpia.info account?  Go to www.gpia.info and click Create account.

· If you use your New School email address you will automatically be given permissions to create a profile (if you created a gpia.info account in the past with a New School email address you are already good to go!)

· Prefer to use a non-New School email address?  No problem, create your account and drop a line to help@gpia.info and we will give you the ability to create a profile.  

· It is *really* easy to do.  Once you’ve logged in just click Create Content then Student/Alumnus Profile and fill in the form.
Adding text to a page

Adding text is very similar to word. After you click on the edit tab of any page you are able to edit, you will see a Body section where you can type in text, control how it looks, and add pictures and links. There are a couple of things to remember: 

· When pasting text from a word document, please click on the icon with the clipboard and Word symbol. Paste the text there first and then hit Insert. This will solve formatting issues that arise from pasting directly from Word.

· Using the "Format" drop down box to create headings and subheadings will keep the pages and the site looking consistent.

Linking webpages and documents

If you want to create a link to either a webpage or a document, highlight the word(s) you would like to be linked and click on the chain looking icon on in the editing box on the page. There you can put in a web address into the box that says "Link URL" or click on the red and white browse icon to upload a document from your hard drive. Once you have entered the information into the field and click "insert", users will be able to click on those words you highlighted and be directed to the webpage or document. 
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Inserting Photos 

While in the editing area of the page, click the icon with a tree on it in the body section top add a photo. There you can follow to same instructions as adding a document. Click the red and white browse icon to upload a photo from your hard drive. You can change the way the photo appears on the page and interacts with the text, by clicking on the "Appearance" tab in the Insert/edit image window. If you choose left or right alignment, the photo will appear on one side of the page with the text around it on the other. This is a simple way to help make your page more attractive. [image: image2.jpg]



Contact . help@gpia.info
Jen Hill . GPIA web administrator . jenmhill@gmail.com
Office Hours . Mon–Thurs . 11-7pm . 66 West 12th Street, 6th floor, 612
Communication to-dos:


Subscribe to GPIA listserv


Create login on GPIA.info


Join your course discussion groups


Create your student profile


Explore gpia.info for program info, news, events, faculty profiles, announcements, internships, etc.











