The Toolkit

Introduction

This toolkit has been produced to support the MESA Universities course.  Key documents have been sourced from non-copy right sources and have been organized to support your learning and work in the field of education for sustainable development.

We have tried to keep the memory requirements for the toolkit to a minimum so you can copy the whole toolkit folder onto your computer or run it directly from the CD.

How to use the Toolkit

The Index page has been created so that you can easily find the documents that you are looking for.  The text in blue has been hyperlinked to the documents within the CD.  So rather than searching the folders you can find the document in the index, click on the blue hyperlink and the document should automatically open on your screen.  Some computers have been set up so you need to hold down the control (ctrl) button when you click a hyperlink.  If this is the case a small note will appear on the screen advising you to do this.  Some antivirus programmes will also give you a warning about the risk of clicking on hyperlinks.  This applies to working on the internet and should not be a cause for concern with this CD.  If you are concerned please scan the CD with a virus detection programme before opening files.

Customising the Toolkit

One of the advantages of setting up the toolkit is that once you have loaded it onto your computer (this will not work if you are running the toolkit directly off the CD) you can customize it thus making it more relevant to your work.  If you would like to add a document to your toolkit you can do so as follows:

1. save a copy of the document into one of the folders that are already set up (or create a new folder with a new title if that seems more appropriate)

2. on the index page type the name of the file that you are adding under the appropriate heading (or if you have added a new folder type a new heading and then add the name of the document)

3. highlight the document name in the index and press ctrl+k (or click on Insert and then Insert Hyperlink) 
4. A box will appear entitled Insert Hyperlink
5. At the top of the box should be the name of the document as it appears in your Index page

6. Where you are asked to “Type the File of Web Page Name:” click “Browse for File” 

7. Go to where you have saved the document, click on the document and then click “OK”

8. Save your new Index.

Please note that the current toolkit was constructed between 7-14 March 2006.  Newer versions of some documents may be available in the World Wide Web.

