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A users guide to:

Principals’ Help Desk (PHD)

PPA Web Directory

SHAREiT

Principals’ Exchange (PEx)



Principals’ Help Desk - PHD

The Principals’ Help Desk is a joint initiative of the NSW Primary Principals’
Association and ImproMation Pty Ltd. The aim is to provide a suite of online services to 
support principals through the sharing of ideas and documents from a central website.

Your suggestions and comments are always welcome. Please contact:

Notes

1. Principal’s Help Desk

This is your starting point. All available services will be listed here and 
accessible by clicking on the service required.

2.  PPA Directory

A collection of links to webpages most often used by Principals grouped by 
A – Z and searchable by keyword.

3. SHAREiT

A collection of documents (policies, speeches, surveys etc)  contributed by 
Principals. 

4. Principals’ Exchange (PEx)

An online discussion area exclusively for Principals. All discussions are 
saved and are searchable by keyword.

ImproMation
Michael Tunks 
(02) 9533 9233
mtunks@impromation.com.au

NSW PPA
Stephen McAlister
(02) 6367 7207
stephen.mcalister@det.nsw.edu.au



1. PHD - 3 ways to access the PHD

a. School Name – enter your school name except for the words 
‘Public School’. So for Bottle Creek Public School enter Bottle 
Creek

b. Password – initially this will be your school code. After you have 
logged in you should change this immediately to something you 
know you remember

c. Click the button ‘Enter PHD’

d. If you forget your password click on this link to have it emailed to 
you

a

b

c

d

2. PHD - Login

a. Direct – www.impromation.com.au/PHD

b. Via ImproMation – www.impromation.com.au and 
click on the Login button below PHD

c. Via NSW PPA – www.nswppa.org.au and click on 
PHD in the top menu



a. Available online services are displayed. Clicking on an 
image opens a new window and takes you directly to 
the service. There is no need for passwords when you 
access these services through the PHD. (* except for 
the PEx)

b. Click here to view instructions

c. You can change your password as often as you like

a

b

c

3. PHD - Menu Page



2. Web Directory - View Links

A collection of links to sites often used by principals.

- Click here to view instructions

- A – Z access. Click on a letter to find sites starting with that letter

- You can see the latest additions to the collection here

- Add links, Search by keyword, return to PHD Menu Page

a. Click on a letter to display the available webpages

b. Click on a link to visit the webpage (opens in a new window)

c. Report any problems here. A message is sent to the administrator

1. PPA Web Directory
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a. Enter a keyword and click on the ‘Enter’ button

4. Web Directory - Search

a

a

5. Web Directory - Search Results

a. Search results are displayed with the keyword 
highlighted in yellow. Click on the link to visit the 
webpage

3. Web Directory - Add a Link

a

b

a. Enter Title – a name users will recognise; Description 
– why the link is useful; Link – the url of the link (you 
can copy this from the address bar in your browser)

b. Click Enter to submit your link



2. SHAREiT - Instructions Page

a. Click here to enter SHAREiT

b. See the latest additions to the collection here

a. Instructions for using SHAREiT

b. SHAREiT Menu – click on these to access the various 
document collections

c. My Admin – you can manage your contributions here

1. SHAREiT

a
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4. SHAREiT - View documents 2

a. Select an item from the menu

b. Select a category

c. Select a sub-category

d. Click the ‘View’ button

a. Available documents will display. Click on the link to 
open or save the document

3. SHAREiT - View documents

a
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6. SHAREiT - Upload a document 2

a. Click on the ‘Upload’ link

a. Select a category and a sub-category to store your document

b. Click the ‘Browse’ button to find your document on your computer. Click 
‘Open’

c. The path to you document will appear here

d. Click on the ‘Upload’ button and wait until you see the ‘Upload 
successful’ message

5. SHAREiT - Upload a document

a

a
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8. SHAREiT - Add a Category 2

a. Click on ‘Add a new category’

a. Enter the new category and click ‘Enter’. The new 
category will appear in the Category list

7. SHAREiT - Add a Category

a

a



10. SHAREiT – Add a Sub-Category 2

a. Click on ‘Add a subcategory’

a. Select the category for this new sub-category

b. Enter the sub-category and click the ‘Enter’ button

c. The new sub-category is added to the list

9. SHAREiT - Add a Sub-Category
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12. SHAREiT – My Admin 2

a. Click on ‘My Admin’ in the menu bar

a. Information about your visits to SHAREiT

b. The number of contributions you have made and a 
link to access them. Click on this link

11. SHAREiT – My Admin

a

a

b



14. SHAREiT – Suggestions

a. The list of your contributions and where they are 
stored

b. A link to delete any document from SHAREiT

a. Click on Suggestions to see the Suggestions Page

b. If you have any suggestions for improving SHAREiT please let us 
know. Enter your ideas here and click the button

13. SHAREiT – My Admin 3
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2. PEx – Registering 2

a. On first entering PEx you see the login page. You 
need to register to receive a username and password

b. Click on the ‘register’ link

a. Read the Forum Rules and tick the box

b. Click the ‘Register’ button

PRINCIPALS’ EXCHANGE - PEx

a

b

a

b

1. PEx - Registering



4. PEx – Registering 4

a. Enter a Username and Password

b. Enter the verification data

c. Scroll down to complete the ‘Additional Information’ (see below)

a. Enter the required information

b. Click the ‘Complete Registration’ button

c. Your registration will be approved and an email sent to notify you

3. PEx – Registering 3
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6. PEx - View Threads and Posts

a. Information about your personal account

b. List of Topics available for discussion

c. Who made the last contribution to this topic

d. How many threads to this topic and number of posts

Thread - The thread is a single focused topic, and all 
comments concerning the topic are listed with it

Post – each contribution to a discussion thread is called a 
post

So for the topic ‘What should we call our ‘Forum’?’ there 
are two discussion threads and 4 contributions

a. Click on ‘b’ in the previous image and this page displays showing 
details about the threads available in this topic – titles, date of last post, 
number of replies and number of times the thread has been viewed

b. Click on a thread to see the posts and to contribute

c. Start a new thread

5. PEx – The Main Page
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8. PEx – making a post

a. Click on ‘b’ in the previous image and the posts will display

b. You can read what others have had to say

c. Click here to add your own comment

a. Enter a title for your comment

b. Write your comment here using the formatting tools

c. Add an icon for your message if you wish

d. Click on the ‘Submit Reply’ button

7. PEx – viewing posts in a discussion thread
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10. PEx – User Control Panel

a. At the top of each page you can see the trail of links 
you have followed. Click on any link to take you back 
to that page

b. These menu items take you to other areas of PEx. 
Click on ‘UserCP’ which stands for User Control Panel

a. The User Control Panel allows you to customise your profile and 
many other features of PEx

b. Click on ‘Edit Your Details’ and enter details about yourself. Make 
sure you add your birthdate (and set your privacy preference) as PEx
will list your birthday on each anniversary

9. PEx - Shortcuts

a
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Notes
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