
Grapevine User Guide11/26/2008 1

User Guide



Grapevine’s gives you these advantages!: 

ÅGrapevine allows people to dip in and out of voice conversations as they individually have time. You are no longer 

confined to a time that is óbestô for the group 

ÅGrapevine gives you the presence and feeling of sitting in the same room with a group of people, even if you are 

thousands of miles apart

ÅGrapevine preserves past interactions which enables users to reference their past communications, learn from 

others, and keep the expertise of those who have left the group, team, or company

ÅGrapevine can make you aware of who in your team, your company, your city, or the world are discussing similar 

things ïallowing you to contribute to them, or allowing them to contribute to your group
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To Login:

From the Grapevine Homepage, click on the Log-In picture in the lower right corner.

Once at the Log-In page, please enter your Username and Password that have been sent to you in your Grapevine Introduction email.

You can also click on the checkbox, and Grapevine will not ask you for your password for two weeks when you log-in.
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Grapevine ôYour Vinesõ Page

Once you have logged in, you will see a page similar to the one below.  This shows all the vines that you are subscribed to, or others 

that may be of  interest to you.

If  you are a member of  the vine already, 

click on the open button to view the vine to 

make or listen to posts.

If  you are not a member of  the vine, click 

on the ôJoinõ button, and the vine owner 

will be able to add you as a member.  Once 

you are a member of  the vine, you will be 

able to make posts.

You can also open public vines that you are 

not a member of, and listen to posts, but 

you will not be able to make a post 

yourself  until you have subscribed to the 

vine.
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Public, Private , and Hidden Vines:

You may notice different icons on the left side of  the listed vines.  These icons are to quickly show you what type of  access this vine allows.

Public vines can be observed by anyone, but you must subscribe to make a post

Private vines subject can be viewed by anyone, but you cannot listen to posts or make a post unless you 

subscribe and are added to the vine. 

Hidden vines are invisible to people not invited to the vine.  If  you are a member of  the vine, the icon will 

appear and look like the picture on the left.
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To start a new Grapevine channel:

To start a new Grapevine conversation channel, please click on the òCreate a Vineõ Icon in the lower right hand 

corner of  your screen.  

You will then need to enter some details about the channel.

Vine name:  This will be the name of  the Grapevine Vine.  Much like the subject 

line in a email.

Vine Description:  This is a short description to the content of  the vine.  This 

will help other to identify the subject matter.

Channel Accessibility:

Public ðEvery Grapevine user can view the contents of  the vine, but must 

subscribe to the channel to contribute.

Private:  The vine name and description can be viewed by Grapevine users but 

they cannot see the contents unless the vine owner allows them access.

Hidden:  The vine will be hidden to all grapevine users, unless they have been 

invited by the channel owner.
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To talk within a Grapevine Channel:

To speak within a Grapevine vine, press and hold the ôPush to Talkõ button on the Walkie Talkie and speak into your 

microphone until finished.  

Once finished speaking, release the ôPush to Talkõ Button.  The page will then refresh 

with your post.

If  you get a pop-up box similar to the below picture, please click on the ôAllowõ 

button.
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To listen to posts in a Grapevine Channel:

You can listen to posts one at a time or use the catch-up 

feature to listen to all posts from a point in time to the 

most recent posts.  

To play a single post, press the ôPlayõ button on the post 

you wish to listen.

To listen to all posts from a point in time, press the 

ôCatch-Upó button and Grapevine will play all posts from 

the one selected to the current time.

While the posts are playing, you can use the standard features of  ð

ôStop, Fast Forward, Rewind, and Mute ðwhich are located on the 

Walkie Talkie.



Grapevine User Guide11/26/2008 9

Administrative Functions:

Change Email Settings:

To change your email notifications, click on Change Settings link in the vine you wish 

to be notified about.

Click on the frequency that you wish to be notified of  new posts via email.

To add a user to the vine:

Click on the òAdd Useró link in the vine you wish to add the new user.

Type in the users name in to the dialog box, then click on their permission level and 

click ok.

The permission levels are

Observer ðThe person can listed to posts, but not contribute

Member ðThe person can listen and contribute to the vine

Host ðThe person has full control of  the vine, as well as can make and listen to 

posts.
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