Online Collaboration
Team membership takes geography into consideration whenever possible; however, whether you’re working in a trio or a group of 6, you won’t always be able to meet face-to-face. You have several online tools you can use to work virtually, but it takes some practice. Here are a few tips for collaborating online.
Tips for Online Collaboration

1. Understand that schedules probably won’t meet up: Although you have similar schedules, you’re all very busy. It will be possible to use Skype for online conversations, but don’t be surprised if it’s difficult to get everyone online at the same time. Use Google Docs to take notes for team members who can’t be on a call.
2. Change your mind about communication: Face-to-face meetings can be very productive, but they aren’t always possible. If you make the most of the times you are able to get together, your team can still get everything done—even when you aren’t all working together at the same time. Use Google Docs to document task assignments and work that needs to be written. Use a LiveBinder to share resources with one another, even if the binder doesn’t end up being part of the final product.
3. Consider the way you share your work: Email attachments work when just 2 people are sharing a document. They are more trouble than they’re worth when more people are involved. Always use Google Docs when working on project planning, the activity form, or any other text document you need to develop as a team. Whenever you add something or make any other change to a Google Doc, take a minute to click on File, click on Email Collaborators, and send a short email to let everyone know you’ve made a change.
4. You’re probably trying to organize a meeting again: It’s difficult to get away from the idea of getting everyone together at one time. When you catch yourself worrying because not everyone can get on a Skype call or come to a meeting, relax. Read the first three tips again.
5. Set early deadlines, don’t take it personally, and write carefully: Online collaboration requires more organization and earlier deadlines. This is because you aren’t in a position to ‘fix’ things at the last minute. Early deadlines enable you to keep an eye on the progress being made by all team members and catch problems quickly. Also, you need to be very clear in your communication with other team members. Don’t expect them to read your mind and don’t assume you can read theirs. 
Tips adapted from “How to Collaborate in an Online Group” (http://jkumm.hubpages.com/hub/How-to-Collaborate-in-an-Online-Group)
Tools for Online Collaboration

Everyone has accounts for each of the following online collaboration tools. Please be sure that each team member has every other team member’s username (Skype and LiveBinders) or Google account email address (Google Docs) so you can communicate with one another.

Skype: Voice or video calls. You can also share your computer screen with one another. Skype calls are handy for all team conversations or when some team members are working on a part of a project and want to have a quick conversation.
Google Docs: There are two templates teams need to be using regularly. Both are linked to the preschool and special education wikis on the Project Forms page (see the Sidebar). One team member needs to open the template rename and save the Google Doc, and then add all other team members as collaborators. This needs to be done for both templates for every project. Whenever you make a change to one of these documents, please use the email feature to notify all collaborators (see page 1 of this handout). 
Google Docs can be used any time your team needs to create a text document. You can also use the Presentation tool if you want to create a web-based presentation.

LiveBinders: A LiveBinder is a virtual 3-ring notebook you can use to store any digital item—web site links, documents, photos, etc. can be stored here. All team members can be added as collaborators so everyone can contribute to the binder. You may want to use a binder as a private workspace for your team. You may also decide you want to create binders to share with colleagues, parents, even students.
What other tools can you use for online collaboration?

(https://docs.google.com/templates?q=Online+Collaboration+Reflection&sort=hottest&view=public)
Working with your team members, use the Online Collaboration Reflection Google Docs template linked to the online agenda to reflect on your first online collaboration experience.
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