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Login
1 Logging intcClearspace Login using the form below
1. https://share.champlain.edu/clearspace

2. Your username igour Champlain username
Your password igour Champlain password Jsemame ||ch°mp|°.n

Fassword Ioooooooooo{
r Remember Me

Login |

1 Creating GroupsCan't find a grougor your favorite subject? Make your own. You can invite
anyone you like even make it supesecret.

Whoever creates a group becomes the group owner/administrator

You can change/add your group owner/administrator anytime
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You cannot create groups in Spaces

You can invite people to your group
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ClickNew > Groupo start creating a new social group.

2. IntheCreate a new grouppage, fill in your group's details. If there are lots of groups already,
clickCheckAvailability to make sure your group name isn't already taken. (And be sure to add
tags so people can find you!)

Create a new group

Croups are a great way to establish a community for people who share interests.

Group Name cCive your group a name. (Required)

|Flang-,,r Builders Check Availability

URL: hitp://localhost: BOB0 /clearspace/groups (Tlangy-bullders jedit

GI’DL,IP DESCI’iptiﬂl'l tell people what your group is about
Keeping ahead of the flangy industry. The best way to win is to stay out front!

TigS help others find your group with some words ©o categorize it

|ﬂang-,.r_m dustry products competition innovation
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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 everyorieeople do not need to become a member to
see the contents and participate in discussions/blog.

0 Members Onlyg 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 Privateg 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 atmbecome active in the group.

0 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.

Group Type
Open me
@ o Members Only
Private
Secret

Group Features

W W 4

[ Create group ) [ Cancel )

4. When you are ready, clic&reate group

% test Homepage
| Start adding content- such as documents and discussions, and features - like polls and RSS feeds,

to your group

e i1 Invite your friends and colleagues
\ Best way to get things going is to invite people you already know to participate

' Edit your group settings
s Add a picture or group tags if you haven't already, or edit your group's name, description, and join settings
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5. On theWhere to next?Page,

0 Clicka & 2 dzNJ 3 NMdriebagdo Yo3cthe main page of your group

o Clickinvite your friends and colleaguet® send invitations (see stef)

o Clickedit your groups settingto go back to edit your group information (name, group
description, picture, membership level, tags, and contents.)

6. For this exercise, click& 2 dzNJ 3 NHdriebage Y S ¢
7. You can customize the overview pdgeclickingcustomize(in the same way yopersoralized

your home paggand start adding content. (THe&dit group detaillink under Managewill take
you back to that page with the group settings if you want to change them later.)

¢ Flangy Builders

Overview (customize) Members (1) Discussions (0) Documents (0) 3 Blog

Group Overview Recent Content

Start a discussion or ask a question

Owned by:
Gladys Kravitz . Write a blog post
Tags: roducts, & Gain insight from others, share your ideas by posting

competition

Group Type: Members Only
Created: Oct 20, 2008

Actions

8. To get your group rolling, cli¢kvite people to join this grougo get some likeminded people

involved.Enter username(s), subject, and message, and Ichdte

Invite People to Join Flangy Builders

Tell other people about Flangy Builders.

Clearspace users, or email addresses of people not in Clearspace
Find Users or |mport Contact

‘ raoul bertty russell
Note: you can send up to 50 invitations over a 24 hour period.
Subject

Join Flangy Builders -- a group for industry wonks and those who love them.

Message

Hey all,

Those lost hallway conversations and mile-long email threads can end right here.
Let's pool our knowledge of the industry.

Cladys|
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1 CreatingProjecs ¢ You and your colleagues can work closely veitbating the tasks and
checkpoints, the tools that set a project apart. You can custothiggpage just as you can with your
personalized home page or a space overview pge:ll use checkpoints to map out your project's
milestones, with tasks between the checkpoin¥ou can still use familiar tools like documents and

discussions on projéc

1 Important - You have ability to create a projectdBpace, but if you did, your project becorsa
public project, and all Clearspace users can access and participate in your project.
i) If you want to create a projecClickNew > Projecto create a new project

i) Enter information to get your project started: what it's called, what it's for, and a target

completion date.

i) LT &2 dz

g2df R fA1S

g2

ONB I S

LINE 2SOl

administrator Currentlyd t NR(Ré&ctivated in only certain Private spaces.

%

1 Preferred way to create a projed 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).

i) Project leader can: Create checkpoints, change target date, and change project name.

«a Flangy Tool 2.0

Overview (customize ¥ Tasks (0

Project Status

Let others know the current status

4\ on Track

Tasks

No tasks

Recent Content

3 discussion or ask a

Brainstorm with co-workers,
get your questions answered
build status with your

«J Discussions {0) Documents (&)

Checkpoints

Project Calendar
Mon Tue Wed Thu
16 17 18 19

23 24 25 26

Recent Activity

@ Blog Posts (0)

20

27

Chat

Sat Sun
21 22

Start a discussion or ask a question

Actions
W Create a task

Notifications
Receive email notifications
J Track this project

B Project feeds

Top Participants

&8 The top participants are
currently being calculated or
no one has contributed yet

fasnoncac
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1. To add a checkpoirfonly project leader can create checkpoihtin theActionslist clickCreate
a checkpoinf then enter the details.

Create a new checkpoint

Add a new checkpoint for your project.

Name Description Due Date

Customer feedback collect |Cet everything we've heard in one place and distilled. |U4.|’D=HEUUS [

Add cneckpaint]tl Cancel |

2. As you add checkpoints, notice that they're visible on@eerviewpage in theCheckpointdist
and theProject CalendarHover over &heckpoint in either place to edit or delete it.

Checkpoints

| 16, 2
in i <

N
J J Customer feedback collected
Jul 8, 2008
GCet everything we've heard in one
Project Calendar place l
Mon T Sun
: = it Edit Delete : 2
16 17 1 22

3. To add atask, in thactionlist clickCreate a taskUse 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.

§ Create a che
Iil J Start a discu
[r {ay Create 3 do
f[rf. Create a blo
=] Create a cha
Project Calendar L iz e
; \¥| Manage blo
Mon Tue Wed Thu Fri Sat Sun

16 17 18 19 20 21 22 - -

Motificatiol
51 task: i
N———
Jun 20th, 2008 - 1 tasks o
23 24 25 26 27 g | Create 3 document with raw feedback Ed
g from each customer visit - Raoul
Esteban

Top Particip)
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4. Click theTaskgab or a task title link (in th&askdist, for example) to view a list of tasks to do
for the project. In theTo dolist, you can filter the tasks by assignee and completion.

«a Flangy Tool 2.0

Overview (customize) ¢ Tasks (1) Discussions () Documents (0) 3 Blog Posts (0) Chat

To do

incomplete (1) Complete (D)

Al

Descriptic Unassigned Assigned To Due Date
Mine Y

[ CrealRacul Bheban h raw feedback from each customer visit Raoul Estebar 6/20/08

Notes

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. Clkw > Tasko start creating a personal task.

€

Clarity

ad Add Task J Cancel | Advanced Flangy Tool 2.0 (in R and D)
Overview (customize) ¢ Tasks (4 Discussions (0) IrOWS ¢ s (O)
All projects
Tasks Checkpoints Actions
s Ataac Y AN & Create a task

Gladys Kravitz (Log out New &) Your Stuff History Browse

Description Project Assigned To
[Flangy Tool 2.0 (in Rani~| [gladys

None (Personal task)

Due Date

Post to my blog about the Mexico trip 03/27/2008 [TE»

6. If you personalize your home page, you can also keep track otgsks there using the Your
Tasks widget.

@ Lead team review of customer feedback
" Distill customer feedback into product

requirements

View all of vour fasks & Create a Mew Task

Your Tasks
& Lead kickoff meeting! Flangy Tool 2.0 3/26/08
& Post to my blog about the Mexico trip Personal Task  3/27/08

Flangy Tool 2.0 44208

Fangy Tool 2.0 4/4/08
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Blog- Post your views to your blogWhile 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 newsptpéhnere
when you look for it, now and then offering something new to read. Unlike a newspaper column,

though, others can comment on a blog.

(0]

0]
0]
(0]

1 Ifyou
organ

Each Space including private space can have 1 space Blegse contact Clearspace
administrator to turn this feature on igour space

Each Group can have 1 group blog

Each Project can have 1 project blog

Each User can have 1 personal blog

ve got a blog, you might post your views on something you just read that others in the
ization might be interested in. Or yoauld evaluate or summarize something for the team,

providing a way for others to give feedback through their comments on your blog.

1. CI

ickNew > Blog Podb post to your blog.

xCr

Arial

Vacation policy changes

| blogged last week on the possibility of changing our holiday schedule. Tums out that quite a few of you thought out old schedule just didnt match up
with our seasonal holiday fun (I agree!). But | couldn't help noticing that a lot of the comments | got were about our vacation policy, too. Folks are

won
So this week | thought I'd explain the current policy a bit and offer a suggestion or two. As always, | hope youll chime in if you have thought. (Then
again, | know | can count on you for that :) )

More to come. |

% Attach Files

eate New Blog Post in 'Human Resources'
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dering if they can redistribute that week of vacation we offer at the end of the year.

Browse... | Max Size: 15.0 MB , All file types allowed

Tags

{hr policies vacation time_off|

Popular Tags: Below is a list of frequ

Save and Continue | Save J Publish | Cancel |
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