
Global MindShift User’s Guide 
Creating a Conversation Template  

 
 
The following tutorial takes you through the process of creating a Conversation Template 
on the Global MindShift website.  
 
A separate User’s Guide takes you through the process of creating a Conversation 
Session based on your Conversation Template, which you can then offer to the Global 
MindShift Community at large. [Think of the conversation template as the “print master,” 
off of which “copies” (the conversation sessions) will later be created.] 
 
Creating a Conversation Template 
 
Clicking on “Create a Conversation” from within the Global MindShift website brings us 
to this Welcome screen: 
 

 
 
The first thing we’re asked to do is to agree to some Conversation Guidelines. Clicking 
on the orange button, “Conversation Guidelines,” will bring up the guidelines in a pop-up 
window like this: 
 



 
 
After reading the guidelines, we indicate our agreement by clicking on the “I Agree” 
button. This brings up the next screen: 
 

 
 
Here we’re given two choices. We can choose to Host a conversation using one of the 
conversation modules (templates) created by Global MindShift, or we can create an 
entirely new conversation of  our own. 
 



In this User’s Guide, we are going create an entirely new conversation. We click on the 
radio button next to the words “Create your own conversation that matters…” and then 
on the orange “Next” button. 
 
This brings up the following screen, introducing the first of 5 major steps we’ll follow to 
create our conversation template: 
 

 
 
 
We click on “Step 1: Provide Basics” to bring up the next page: 
 

 
 
 
Here is where we enter the title of our conversation, and a brief description.  
 



The title for our conversation is “Book Group Discussion: The Power of Now.” 
 
The description is “This is a 10-week conversation for people who want to read and 
discuss ‘The Power of Now’ by Eckhart Tolle.” 
 
Since this is a conversation offered by a Global MindShift Community member, the 
“Conversation Type” is listed as “Community.” 
 
The final task on this page is to select any prerequisite conversations. If there were no 
prerequisites for our conversation, we would go straight to “Step 2: Create Topics.” 
 
But we do have some prerequisites, so we’ll click on “Select Prerequisites,” which brings 
up the following screen: 
 
 

 
 
 

 
 



We’re going to select two prerequisites – “Our Highest Nature” and “The Cycle of 
Emergence” – because we think these would be helpful to have as context to the current 
conversation. Both of these conversations are part of the Global MindShift Introductory 
Conversation Series. 
 
Once finished with selecting the prerequisites, we click on the orange button, “Assign 
Prerequisites.” 
 
This brings up the confirmation screen below, which looks a lot like the previous screen: 
 

 

 
 
If we are satisfied with our pre-requisites, we click on “Step 2: Create Topics,” which 
brings up this screen: 
 



 
 
Our topics are the specific discussion points for our conversation. For our ten-week 
conversation on The Power of Now, we’re going to create a different topic for each week, 
one for each chapter of the book. 
 
To start, we click the orange button, “Create a Topic,” which brings up a form that looks 
like this: 
 



 
 
In this example, our first topic is the first chapter in The Power of Now, “Chapter 1: You 
are Not Your Mind.” 
 
We’ve also provided a brief description of our topic, and outlined the specific instructions 
for the week. 
 
When we’re satisfied with our first topic, we click on “Submit.” That brings us to this 
screen: 
 



 
 
This screen shows the first created topic, “Chapter 1: You are Not Your Mind.” 
 
To the right of the topic title are actions we can take with regard to this topic. We can 
delete it, edit it, and assign one or more “memes” to it. (A “meme,” if you remember, is a 
video, article, website or other resource. ) 
 
We are not going to assign any memes yet to our conversation. First we are going to 
create the rest of our topics.  
 
We do this by clicking on the orange button, “Create a Topic,” which again brings up the 
form we saw earlier. We continue in this manner until all of our topics have been created. 
 
Below is what our screen looks like after we have created all 10 topics for our 
conversation on The Power of Now. 
 



 
 
We have now created all of our topics for our conversation.  
 
Since this conversation is based on a book that everyone is expected to have, we do not 
need to associate any memes, with one exception:  
 
There is a nice meditation on what it means to “Be Present” that we are going to associate 
with the topic called “Chapter 5: The State of Presence.” 
 
To do this, we click on the words “Assign Meme” right across from this topic, which 
brings up the following Screen: 
 

 
 



From this page we are going to Search the Global MindShift Memebase for the meme we 
are looking for. We’re not sure of the exact title, so we type in “being present” to see 
what comes up, and then click on Search. 
 
The Search Results are presented on the next screen: 
 

 
 
We can see listed in the Search Results the meme we are looking for. (If we had not 
found the meme we wanted, we click on “New Search.”) 
 
Since this is the meme we want, we click in the box at right under the word “select.” We 
then click on Assign Meme, which brings up the following confirmation screen: 
 

 
 



If we wanted to find more memes to associate to this topic, we would click on “New 
Search.” But we’re done for this topic, so we click on “Finish Assigning Memes.”  
 
This takes us back to the screen listing all our topics: 
 

 
 
Notice that now, to the right of the topic called “Chapter 5: The State of Presence” is the 
title of the meme “Being Present: A Meditation.”  
 
We are now done assigning memes, so we will click on the orange button, “Step 3: 
Organize Topics,” which brings us to this screen: 
 



 
 
On this screen, all we need to do is decide if we want to discuss all our topics at once, or 
one at a time (for example, one topic each week).  
 
Since we are discussing a book as we read it, it makes sense to discuss each topic one 
week at a time. So we click the radio button next to the words, “Discuss topics one at a 
time”. Then we click on the orange button “Next” which brings us to the screen below, 
“Step 3: Organize Topics.” 
 



 

 

 
 
Looking at this page, and starting from the top, we see our conversation title, how our 
topics are to be discussed (one at a time or all at once), and how long our conversation is 
(in weeks). 
 
In the table below this information, we see the order in which we will be discussing each 
topic. We can change the order if we wish using the up/down arrows in the second 
column. 
 
In the third column are the topic titles. Clicking on the expansion icon to the left of the 
topic titles [+] let’s us review the description for each topic. We can edit this description 
by clicking on the word “edit” in the next column. We can also delete an entire topic if 
we wish. 
 
To the right of the Edit/Delete column is the Duration column, which lists, in weeks, how 
long each topic will be discussed. Right now, each topic will be discussed for one week. 
 



Next is the meme column. We have only one meme assigned, and that is for topic #5. 
 
In the final column to the far right, we can still add or delete memes for each topic, if we 
so desire. 
 
We are happy with how everything looks, with one exception: We want to change the 
number of weeks devoted to the last chapter, “The Meaning of Surrender,” since we will 
also want some time to wrap up our conversation.  
 
So rather than giving this topic only one week, we are going to make it two weeks.  
 
Using the pull-down menu next to the final topic, we change the “1” to a “2,” as shown 
on the screen below: 
 

 

 
 
Notice that the final topic is now listed as 2 weeks, rather than 1, and that the overall 
Duration of our conversation is listed as 11 weeks, rather than 10. 
 



Now we need to do one more thing. We need to edit the Description of the final topic so 
that it says it will last two weeks, rather than one.  
 
We click on the word “Edit” next to the final topic, “Chapter 10: The Meaning of 
Surrender.” 
 
This brings us back to the screen where we first created this topic: 
 

 
 
We make our edits and then click on the orange Submit button. This takes us back to the 
screen listing all our topics: 
 



 
 

 

 
 
Everything looks good, so we click on the orange button labeled “Step 4: Assign Search 
Categories,” which bring us to this screen: 
 



 
 
Here we select the appropriate Search categories, so that anyone searching for a 
conversation such as ours will be able to find it.  
 
We can choose as many categories as we like. For this conversation, we select only one 
category, “Spirituality/Personal Development.” 
 
Next we click on the orange button labeled “Step 5: Edit and Review.” This brings up a 
Summary of all the elements of our conversation. From this screen we can make any 
other changes to our conversation we wish. 
 



 
 

 

 
 
Again, everything looks fine, so we click on the orange button labeled “Save 
Conversation Template.” 
 
This brings us to our final page in creating a conversation template: 
 



 
 
We are now ready to create a session of our conversation and share it with the world. 
 
For a tutorial on creating a conversation session, see the “User’s Guide: Creating a 
Conversation Session.” 
 


