
 

Clearspace II (Advanced Topics) Workbook 

 

¶ Logging into Clearspace 

1. https://share.champlain.edu/clearspace 
2. Your username is your Champlain username   

Your password is your Champlain password 

 

 

 

 

¶ Creating Groups - Can't find a group for your favorite subject? Make your own. You can invite 
anyone you like τ even make it super-secret.  

o Whoever creates a group becomes the group owner/administrator 
o You can change/add your group owner/administrator anytime 
o DǊƻǳǇǎ Řƻ ƴƻǘ ōŜƭƻƴƎ ǘƻ ŀƴȅ ά{ǇŀŎŜǎέ  
o You cannot create groups in Spaces 
o You can invite people to your group 

1. Click New > Group to start creating a new social group. 
2. In the Create a new group page, fill in your group's details. If there are lots of groups already, 

click Check Availability to make sure your group name isn't already taken. (And be sure to add 
tags so people can find you!) 
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3. At the bottom of the page, say what type of group it will be and which features it will include. 

o Open - Your group is visible to everyone. People do not need to become a member to 
see the contents and participate in discussions/blog. 

o Members Only ς Your group is visible to everyone. People do not need to become a 
member to see the contents but must become a member in order for them to 
participate in discussions/blog or to edit documents. 

o Private ς Your group is visible to everyone but the group contents (documents, 
discussions, blog, and members) are hidden from the public. People must become a 
member in order for them to see the contents and to become active in the group. 

o Secret - Your group is hidden from the public, and only the group members can see the 
group. People must become a member in order for them to see the contents and to 
become active in the group. 

4. When you are ready, click Create group 
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5. On the Where to next? Page,  
o Click άȅƻǳǊ ƎǊƻǳǇ ƴŀƳŜέ Homepage to go to the main page of your group 
o Click Invite your friends and colleagues to send invitations (see step 8) 
o Click Edit your groups settings to go back to edit your group information (name, group 

description, picture, membership level, tags, and contents.)  
6. For this exercise, click άȅƻǳǊ ƎǊƻǳǇ ƴŀƳŜέ Homepage 
7. You can customize the overview page by clicking customize (in the same way you personalized 

your home page) and start adding content. (The Edit group detail link under Manage will take 
you back to that page with the group settings if you want to change them later.) 

 
8. To get your group rolling, click Invite people to join this group to get some like-minded people 

involved. Enter username(s), subject, and message, and click Invite 
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¶ Creating Projects ς You and your colleagues can work closely with creating the tasks and 
checkpoints, the tools that set a project apart. You can customize this page just as you can with your 
personalized home page or a space overview page. You'll use checkpoints to map out your project's 
milestones, with tasks between the checkpoints.  You can still use familiar tools like documents and 
discussions on project. 
 

¶ Important - You have ability to create a project in άSpaceέ, but if you did, your project becomes a 
public project, and all Clearspace users can access and participate in your project. 

i) If you want to create a project, Click New > Project to create a new project 
ii) Enter information to get your project started: what it's called, what it's for, and a target 

completion date. 
iii) LŦ ȅƻǳ ǿƻǳƭŘ ƭƛƪŜ ǘƻ ŎǊŜŀǘŜ ŀ ǇǊƻƧŜŎǘ ƛƴ ȅƻǳǊ άtǊƛǾŀǘŜέ ǎǇŀŎŜΣ ǇƭŜŀǎŜ ŎƻƴǘŀŎǘ /ƭŜŀǊǎǇŀŎŜ 

administrator.  Currently άtǊƻƧŜŎǘέ is activated in only certain Private spaces. 
 

¶ Preferred way to create a project ς You let Clearspace administer know the following information 
and let him/her create a project for you.  In this way, you can limit the people who can access your 
project, and you can designate project leader(s). 

i)  Information needed: Project Name, Target Date, Names of the Participants and Project 
Leader(s). 

ii) Project leader can: Create checkpoints, change target date, and change project name.  
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1. To add a checkpoint (only project leader can create checkpoints), in the Actions list click Create 

a checkpoint, then enter the details.  
 

 
2. As you add checkpoints, notice that they're visible on the Overview page in the Checkpoints list 

and the Project Calendar. Hover over a checkpoint in either place to edit or delete it. 

 
3. To add a task, in the Action list click Create a task. Use the Add Task page to enter the task 

details. Assign the task to someone and give it a completion date. You can edit it later.  
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4. Click the Tasks tab or a task title link (in the Tasks list, for example) to view a list of tasks to do 
for the project. In the To do list, you can filter the tasks by assignee and completion. 

 
5. You can also create personal tasks for yourself that aren't associated with a project at all. These 

will also appear in your task list. Click New > Task to start creating a personal task. 
 

 
6. If you personalize your home page, you can also keep track of your tasks there using the Your 

Tasks widget. 
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¶ Blog - Post your views to your blog. While documents are often authored by the team, blogs are for 
more individual kinds of content. A blog might be the voice of a department (such as human 
resources) or of an individual (such as you). A blog is a like a column in a newspaper τ it's there 
when you look for it, now and then offering something new to read. Unlike a newspaper column, 
though, others can comment on a blog. 
 

o Each Space including private space can have 1 space blog ς Please contact Clearspace 
administrator to turn this feature on in your space 

o Each Group can have 1 group blog 
o Each Project can have 1 project blog 
o Each User can have 1 personal blog 

 

¶ If you've got a blog, you might post your views on something you just read that others in the 
organization might be interested in. Or you could evaluate or summarize something for the team, 
providing a way for others to give feedback through their comments on your blog. 

1. Click New > Blog Post to post to your blog.  

 




