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Welcome to The Wise Woman University  

 

 

Starting a Course 
The Wise Woman University consists of two websites: www.wisewomanuniversity.org and 
www.wisewomanuniversity.ning.com. These two websites serve different purposes and are not connected 
under one account.  

When you register for a course via the Wise Woman Bookshop, the account information there is used to 
automatically generate an account for you at www.wisewomanuniversity.org. It does NOT automatically 
create an account for you at www.wisewomanuniversity.ning.com. You will have to create your account 
there but can certainly use the same log-in information for both sites to streamline the process. At the 
same time that you receive your welcome letter from the University, you will also be receiving in a 
separate email, an invitation to your class group at www.wisewomanuniversity.ning.com.  

 

 

 

 

 

 

 

www.wisewomanuniversity.org – This is the main classroom where you will access all 
lessons, handouts and assignments. There is also a news forum that is used to alert you 
to any announcements and a class discussion forum you can use to ask questions of 
mentors and connect with fellow participants. 

www.wisewomanuniversity.ning.com – This is the social network for the University with 
a group for each class. Here you can participate in conversations with other course 
participants with the group discussion forum. You can also connect via chat function 
with all member of the ning site, not just those in your class. You can post pictures, 
videos, make blog posts, etc. as well. 
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Navigating at www.wisewomanuniversity.com  
Once you have signed up for a course, you can access your material at the University’s main page at 
www.wisewomanuniversity.org. You will see the log-in form in the upper right hand corner of the 
page. Your log in information for the Wise Woman Bookshop and WWU are the same with your email 
address being the default username. Once logged in, you now can access all the lessons and 
assignments in courses for which you are registered.  

  

Once logged in, any courses that you are registered for will now appear in the upper right hand of the 
screen where the login box was previously. 

When you click on your class name, you will be brought to the main page for that particular course. Here 
you will see the forums you will be using, followed by the general outline of the course with goals. 
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Farther down the page, you will see listed all the material that comes with that course: lessons, 
assignments, resources and any additional material such as MP3s and videos. 
 
 
 

 

 

Lessons and Assignments 
Each lesson is presented in PDF format. You will need Adobe Reader installed to access these PDFs. If 
you do not have Adobe Reader, you can download a free copy of the program at www.adobe.com. Having 
it in this format allows you to download and save the lesson to your computer, so that you may work on it 
at any time. Any audio resources will be listened to directly through either your computer or an mp3 
player.  

The assignments are presented within the university’s interface online and your work will be typed directly 
into the system. To submit an assignment, click on the heading of the one you will be working on. This 
brings you to a new screen.  
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Clicking on the Edit my submission button brings up a text box directly below the assignment. You will 
type your assignment directly into that text box.  
 

 
 
 
Once you are finished, click the Save changes button that is below the text box. 
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Your assignment has now been submitted and your mentor will receive an email notification that it is 
waiting for her review. Once the work has been reviewed, the student will be notified by email and you can 
access any comments left by the mentor by clicking back on the assignment. 
 
 

Communication 
 
Each course will make use of forums as one of the ways of contact between mentor and student. Forums 
are found at the top of the courses main page. There is the news forum which exists solely for the mentor 
and university to post any news and announcements. Following that will be various forums depending on 
the course. Usually you will find a discussion forum for students to ask questions and make comments. 
These are set up like most forums you find online where you can create your own topic to post and also 
respond to other threads. To start a new discussion, go into the forum and click on the Add a New 
Discussion Topic found at top of page. 
 
 
 

 
This will bring you to a new screen where you will put in your subject title and enter post within the text 
box. When finished, click on the Post to Forum button found at the bottom of the page. 
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To make a response to someone else’s topic, go to the post that you want to reply to. Click "reply" at the 
bottom right of the post. You should see a screen with a text box and editing buttons at the top.  
 
You can also upload images to the forums that are in .gif or .jpg format and under 500MB in file size. Most 
digital photographs are in the .jpg format. You can upload any document to the forum post 500MB or 
smaller in file size, but remember that the user must have a program that can open it. You can add an 
image to a forum post in two ways.  
 
(1) If the image is on the Internet, click the image button in the button bar – highlighted in yellow below. 
 

 
 
Open another browser window and go to the image that's on the Internet. Cut and paste the address to 
the image into the address box that opened on www.wisewomanuniversity.org . Save your changes. The 
image will be inserted where ever you left your cursor.  
 
(2) If the image is on your computer, go to the bottom of the edit page that opened when you clicked 
"reply," and click "browse."  
 

 
 
 
Find the image on your computer and double click it (or click it once and then the "open" button at the 
bottom of the browse window). The image will not appear in your text while you are looking at it, but it will 
appear at the bottom of the page when you are done. You can add a Word or other document to your 
page for downloading using the same process.  
 

* You can only add one image or document to each forum post. * 
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The amount of posts generated by a forum will vary depending on things such as the type of course 
you’ve signed up with, the number of students taking the course, the way the mentor presents the 
material, etc. The most convenient way to stay informed of what is happening is by making sure that you 
are set up for receiving the forum posts; that way they can go directly into your email box and you will not 
miss anything that may be relevant.  
 

Live Virtual Classes: Teleseminars and Webinars 
Many of the courses at Wise Woman University include live virtual classes. Some may be strictly 
teleseminars, others may be webinars that include visuals, etc. All of these live classes are recorded and 
replay links are available to all registrants so that you may re-listen anytime at your leisure.  

Log-on information and replay links are posted in the news forum at your course classroom at 
www.wisewomanuniversity.org and also at in the discussion forum at your course group at 
www.wisewomanuniversity.ning.com  

 
Managing Your Account at www.wisewomanuniversity.org  
 
Clicking on your profile, you can edit who can see your email and how to be subscribed to forums. Email 
display can be set so that everyone sees your email, only fellow classmates can see your email or no one 
can see it. 
 
You will want to make sure that your email address in active, enabled and set up for HTML. 
 
For forums, you can set email to either single emails per each forum posts or digest in two forms: a digest 
with only subjects listed or a digest containing full posts. 
  
Forum auto-subscribe allows you to set up your subscription to the forums; that way the posts are 
delivered to your inbox and you do not have to log in to the university site just to check what is going on in 
the forum.  
 
Forum tracking highlights new posts.  
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Your profile contains all the information that you have included on yourself such as name, location, 
interest, courses you are currently enrolled in and your picture. Clicking on the edit your profile button will 
allow you to change out any of that information.  

 

 

You can also keep track of any forum or blog posts that you’ve made here at your profile.  

Forum Posts will bring up all posts that you have published.  

Blog will bring up all blog posts you have published.  

 
 
 

Navigating at www.wisewomanuniversity.ning.com 
 
This is the University’s social site. Here you can connect not only with your mentor, fellow class 
participants but with a large member base of people from around the globe.  
 

 

When you are signed in, at the main page of www.wisewomanuniversity.ning.com, you will find lists of 
members and latest activity running along the left side of the page. Scrolling down, you will come to the 
calendar of events: 

http://www.wisewomanuniversity.ning.com/�
http://www.wisewomanuniversity.ning.com/�


9 
 

 

This is a good place to see upcoming classes, webinars, etc.  

Scrolling further down is where you will find videos and photos that have been added by both members 
and mentors at the University.  
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As members here, you can add your own videos and photos as well to the continuous slide show that 
happens on the main page.  

 

The last item is the chat function: 

 

 

 

This function allows you to chat with all member of the ning site, not just those in your class. At the top you 
can see how many are online with their names appearing in the box to the right.  

Simply type your message into the blue box, hit enter and it appears in the top box for anyone to read. 
Again, remember this is open to ALL members of ning, not just your class, so if you don’t want everyone 
to read it, don’t put it in the chat box.  



11 
 

Running along the right side, you will find, your account info, birthdays and the most current blog posts 
that have been made.  

 

The blog is available to all members of the University’s ning site and as a member; you can also make 
blog posts that can be read by others. Simply click the Add a Blog Post button found at the very bottom 
of the blog entries on the main page. The View All button brings up all blog posts. 
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Accessing Your Group at Ning: 
Clicking on the groups tab at the very top of the page will bring up all groups that you are a member of. 
From there you simply click on the title of the group and it brings you directly to the main page.  

 

 

Scrolling down to the bottom of the page will bring you to the class discussion forum: 
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The View All button brings up all discussions, not just the most current entries. 

To add a discussion of your own, click on the Start Discussion tab 

 

 

 

Put in your Discussion Title and body of message in the text box provided for below the Title Box. You can 
attach files, pictures, etc. as well and then hit Add Discussion tab at bottom of page.  

The discussion forum is the best place to engage in discussions, not the comment wall. At the 
discussion forum, you can reply to specific posts helping to keep the flow of conversation easy to follow.  

Comment wall is just that. For a brief comment in regards to something, not in situations where you hope 
to have participants reply to you. Comment wall is found directly under the discussion forum on your 
group’s main page. 
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Managing Your Ning Account 
You can manage aspects of your accounts in the area to the upper right of the ning page.  

  

Inbox tab will show any messages that have been sent to you via the University’s ning interface and allow 
you to compose messages to others. 
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Friends tab shows those members you are currently friends with and will let you invite others to join us at 
ning. All are welcome to join even if they are not taking a class at the Wise Woman University. Clicking the 
Invite Friends tab will bring up several options to invite people, through your address book, Yahoo, AOL, 
etc.  

 

Settings tab will allow you to change out various parts of your account. You can change out your profile 
picture, email, password, etc. at this place 

 

Quick add is a drop down menu that lets you quickly add photos, videos, blog posts, etc.  

 

 

 

Thank you again for being part of the  

Wise Woman Tradition.  
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