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GENERAL SETTINGS 

The General Settings 
Twinspace as well as 

of the Twinspace allow you to display a title, subtitle and logo for the 
to choose a colour scheme (theme). 

Title, description and logo are always public to anyone on internet. 
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PROFILE SETTINGS 
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PROFILE SETTINGS 

With the Profile settings users of the Twinspace take the first steps in expressing their digital identity.  

Adding a profile picture and a short description are important for the first impression others have  

about you. 

Click on your name to change the profile settings. 
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PROFILE SETTINGS 
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PROFILE SETTINGS 

The Profile settings (including picture and written description) will be displayed in all the 

Twinspaces you make part of. 

Teachers should provide guidelines for the students of how they must write the profile 
description: what is the language, what type of information must (not) be shared etc. 

Teachers must also provide guidelines, if necessary, about the profile picture. A picture tells 
more than a thousand words. Teachers cannot delete the profile picture of the student. 
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ADD PARTICIPANTS TO 

THE TWINSPACE 
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ADD PARTICIPANTS TO THE TWINSPACE 

Administrators have the power to invite new members: 
teachers, pupils and visitors. 
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ADD PARTICIPANTS TO THE TWINSPACE 

New teacher partners are added on the level of eTwinning Live. 
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ADD PARTICIPANTS TO THE TWINSPACE 

Teachers who will also add content on the Twinspace (e.g. Pages, Forums, 
etc.) need to be upgraded on the level of the Twinspace. They must be 
given the status of Teacher Administrator. 
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ADD PARTICIPANTS TO THE TWINSPACE 

1 

2 

Teachers add the pupils to the Twinspace. They add the names of the students and provide 

them with a password. 
Students cannot change the credentials. Teachers can RESET the PASSWORD of pupils. 
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INVITE PUPILS TO THE TWINSPACE 

Teachers can export the data of logins and passwords of the students to Excel: EXPORT  

INVITED PUPILS. 

If necessary also Visitors can be added to the Twinspace. Visitors are adults who will not 
register at etwinning.net (e.g. parents). The procedure is similar to the invitation of pupils. 
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INVITE PUPILS TO THE TWINSPACE 

Teachers can give Pupils the role of PUPIL ADMINISTRATOR. 

PUPIL ADMINISTRATORS can create PAGES and FORUMS. 

Pupil Administrators can assist teachers. They can have the Administrator’s role temporarily (e.g. 
during a lesson). Pupils Administrators have high level ownership and responsibility. 
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LANGUAGE SETTINGS 
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LANGUAGE 

SETTINGS 2 

1 

There are 2 types of Language Settings: 

DEFAULT LANGUAGE SETTINGS: each time you log in, the Twinspace will take these language  

settings. 

I. 

SESSION LANGUAGE SETTINGS: if necessary you can change the language settings for the 
duration of the current session. 

II. 
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IMAGES 
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IMAGES 

Non-verbal communication is important for an eTwinning project. Images also make 
the Twinspace more attractive. 

You can create stand-alone albums with e.g. pictures of activities or you can  

integrate pictures in PAGES, FORUM posts or PROJECT JOURNAL posts. 

4 

http://www.etwinning.net
http://www.etwinning.net
http://www.etwinning.net
http://www.etwinning.net
http://www.etwinning.net
http://www.etwinning.net
http://www.etwinning.net
http://www.etwinning.net
http://www.etwinning.net
http://www.etwinning.net
http://www.etwinning.net
http://www.etwinning.net
http://www.etwinning.net


 

www.etwinning.net 

IMAGES 

To upload pictures you click on ADD IMAGES on the front page. 
Alternatively you can click on MATERIALS. 
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IMAGES 

It is advisable to create IMAGE ALBUMS. The maximum size of a picture is 4 Mb. Only these formats  

are allowed: gif, jpg, jpeg, png. 

If you want to integrate pictures in a PAGE, FORUM or PROJECT JOURNAL post, you first of all need  

to upload your pictures in this section. 
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IMAGES 

For copyright reasons is advisable to use only pictures of which you own the rights or that have 
been shared under Creative Commons License. 

1.      Pictures you took yourself or that belong to Public Domain can be used freely without 
attribution of the name of the author. 

2.     When you use pictures under Creative Commons License you need to give credit to the 
author in the proper way. 
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VIDEOS 

Videos bring life to the Twinspace. You can create stand-alone FOLDERS 
with movie clips or you can integrate movies in PAGES, FORUM POSTS or 
JOURNAL POSTS. 
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VIDEOS 

To upload videos you click on ADD IMAGES on the front page. Alternatively you can click on MATERIALS. 
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VIDEOS 

You cannot upload videos directly to the Twinspace. You need to upload a video first to Youtube, 
Vimeo or DailyMotion. 

For safety reasons you should categorize videos at Youtube under UNLISTED. In this way the video will be 
hidden for the Youtube search engine. However the video will be visible to anyone who knows the URL. 
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VIDEOS 

To transfer the video to the Twinspace, you first COPY the URL of the previously uploaded 
video at YouTube, Vimeo or Dailymotion and then PASTE it in the MATERIALS section of the 
Twinspace. 
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VIDEOS 

Vimeo offers the opportunity to protect a video with a password. In that case the video cannot be  

uploaded in the MATERIALS section of the Twinspace and cannot be embedded in e.g. a PAGE. 

It is, of course, possible to share the URL of the Vimeo video on a PAGE, FORUM or JOURNAL POST. 
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FILES 

The Twinspace offers the opportunity to share various types of files. You can create 
stand-alone folders or you can integrate a direct link to the FILES on a PAGE, FORUM or 
PROJECT JOURNAL post. 

Allowed files are text files (.pdf, .txt, .doc, .docx), presentations (.ppt, .pptx), 

spreadsheets (.xls, .xlsx) and compressed files (.zip, .rar). The maximum file’s size is 20 Mb. 
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FILES 

To upload files click on MATERIALS. 
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FILES 

It is advisable to create FILES FOLDERS. 

http://www.etwinning.net
http://www.etwinning.net
http://www.etwinning.net
http://www.etwinning.net
http://www.etwinning.net
http://www.etwinning.net
http://www.etwinning.net
http://www.etwinning.net
http://www.etwinning.net
http://www.etwinning.net
http://www.etwinning.net
http://www.etwinning.net
http://www.etwinning.net


 

www.etwinning.net 

FILES 

All files in the Twinspace are visible to all members. It is not possible to share files only with  

teachers. 

If a file type is not supported by the Twinspace, it is always possible to compress it to a .zip or .rar  

file. 
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EMBEDDING 
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EMBEDDING 

In an eTwinning project many teachers and pupils make use of other tools to create 
content, than the ones provided in the Twinspace: e.g. a poll, a slideshow, a quiz, a  

brainstorming tool etc. 
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EMBEDDING 

2 

1 

There are 2 ways of connecting these internet applications to a Twinspace: 

Providing a weblink which sends the user out of the Twinspace to the external webpage. 1. 

Embedding: you can view or use the full application in the environment of the Twinspace 
platform. 

2. 
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EMBEDDING 

Not all internet applications provide the possibility to embed a tool on a platform like the 
Twinspace. 

For technical and safety reasons not all internet applications that allow embedding can be 
embedded in the Twinspace. 
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EMBEDDING 

HOW TO EMBED A TOOL IN THE TWINSPACE? – step 1 

Create content on the website of the tool you want to use. (You might need to take an account.) I. 

II. Find and copy the embed code. Search for keywords like EMBED, SHARE or </>.The embed or iframe code starts with < 
and ends with >. 

II. 
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EMBEDDING 

HOW TO EMBED A TOOL IN THE TWINSPACE? – step 2 

I. Create or open an existing PAGE on the Twinspace. Click on the SOURCE button. 

II. PASTE the embed code. When you click again on the SOURCE button, the content will show. 
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EMBEDDING 

</> 

Using tools outside the Twinspace can give an added value to the project. However: 

a lot of free online tools contain advertisements; 

sometimes free tools are not reliable in the long run as they might disappear or become payable. 
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PAGES 

With pages you can tell the story of your project. Uploaded materials like pictures, 
videos, presentations and other project outcomes can be presented in a coherent 
context. 
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To start you click on CREATE A PAGE on the front page. Alternatively you can click on PAGES. 
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Click CREATE A PAGE to get started.  

Write a title.  
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PAGES 

When creating a page you decide who is the (co-) author of the page. By default the 
Administrators (founders) and the Teachers can edit any page in the Twinspace. 

Pupil administrators can create new pages. Pupils can only add content to a particular page  

when given the rights. 
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PAGES 

As an author of a page you can decide about the visibility of your page. By default only 
the author and the administrators see the page you create. 

If you think your page is ready, you must tick the audience. In most cases you will make  

your page only visible to the members of the Twinspace. Pages can also be made  

visible to everyone on the internet. 
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Materials Embed Code 

Pages can contain text, but also materials (images, videos, files) as well as embedded content. 

Click the icons to add materials or to paste the embed code of the internet application. 

Please note that not all embed codes will work in the Twinspace. 
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The order and the hierarchy of the pages can be rearranged so that the structure is transparent and  

easy to understand for all members. 

Pages cannot be deleted completely. They can be archived to make them invisible, and if necessary  

made visible again. 

The size and position of images can be changed by right-clicking on the picture. 
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PAGES 

Make clear arrangements with all members of the Twinspace: 

discuss the structure and the order of the pages with all the teachers of the project. If  

not the Twinspace might end up in a mess. 

Students can also be given ownership by giving them editing rights to particular pages 
so that they can add content. 

http://www.etwinning.net
http://www.etwinning.net
http://www.etwinning.net
http://www.etwinning.net
http://www.etwinning.net
http://www.etwinning.net
http://www.etwinning.net
http://www.etwinning.net
http://www.etwinning.net
http://www.etwinning.net
http://www.etwinning.net
http://www.etwinning.net
http://www.etwinning.net


FORUM 

www.etwinning.net 

http://www.etwinning.net
http://www.etwinning.net
http://www.etwinning.net
http://www.etwinning.net
http://www.etwinning.net
http://www.etwinning.net
http://www.etwinning.net
http://www.etwinning.net
http://www.etwinning.net
http://www.etwinning.net
http://www.etwinning.net
http://www.etwinning.net
http://www.etwinning.net


 

www.etwinning.net 

A forum is a tool to involve participants in an ongoing a-synchronous discussion. 
Only members with administrators rights can set up forums. 

Setting up a forum goes in 2 steps. The first step is to define the general topic or  

discussion theme and to give a description. 
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FORUM 

The second step is to create one or more discussion threads. Threads are the actual 
discussion (sub)topics participants can express their view on. 

To make the CREATE THREAD button visible, you need to click on the title. 
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LIVE: 
CHAT 

The Twinspace offers several tools for synchronous communication: 

    there is a chatroom where all online members can join a live discussion. 

    members can also send 1:1 direct messages to other participants who are online. 
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LIVE: 
CHAT 

In the chatroom all online members can communicate at all times. 

It is not possible to switch off the chatroom. 

http://www.etwinning.net
http://www.etwinning.net
http://www.etwinning.net
http://www.etwinning.net
http://www.etwinning.net
http://www.etwinning.net
http://www.etwinning.net
http://www.etwinning.net
http://www.etwinning.net
http://www.etwinning.net
http://www.etwinning.net
http://www.etwinning.net
http://www.etwinning.net


 

www.etwinning.net 

LIVE: 

CHAT 

Teachers can download and export the chat history. It will prevent possible bad 
behavior of students. 

The feature is also handy for pedagogical reasons: teachers can assess the  

contribution of all members to a conversation. 
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LIVE: 
CHAT 

In the Twinspace you can send at all times short 1:1  direct messages to other 
members who are logged in. The tool is handy for instant collaboration. 
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TWINMAIL 

The Twinmail is a messaging tool comparable to sending an email. Messages can 
be sent by all members to the members of the Twinspaces they are part of. 

Messages can have attachments and they are stored. 
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LIVE: 
EVENT 

Teachers can set up Live Events for the members of the Twinspace. 
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LIVE 
EVENT 

To make use of the tool you need to book a time slot. 

Just before the starting time the ENTER ROOM button will become visible. 
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LIVE 
EVENT 

The Live Event session booked and organized in the Twinspace cannot be recorded. Although the 
record button seems to be active it will not generate a recording of the meeting. 

The Live Event cannot be accessed with accounts of pupils. When organizing a virtual meeting with  

project partners, teachers should display the Live Event on a big screen in the classroom. 
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PUBLIC PAGES 
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The Twinspace offers 2 ways of communication with anyone who is NOT taking part in the 
project. With public Pages and the Project Journal you can select and share information with 
different stakeholders like parents and other members of the school community. 

Giving visibility to the eTwinning project is very important and valuable for the participants 
and for the school. 
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The Teacher Bulletin is a communication tool only visible to teachers. It can be used 
to manage the project and to discuss steps to take. 

The Teacher Bulletin can only contain text messages. It is not possible to attach files. 
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