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¶ Logging into Clearspace 

1. https://share.champlain.edu/clearspace 

 
2. Your username is your Champlain username   

Your password is your Champlain password 

 

 

 

¶ Get Started 
 
1. When you first log into Clearspace, the All Content page offers links to places where you can 

dive in. Use the content type icons, titles, and change age ("3 hours ago") to decide if there's 
anything of interest for you here at the top level. 
 

2. The following picture is a snapshot of some of the things you might see. 
 

3. The content type icons are your first clues as to the kinds of content you'll find and create in 
Clearspace: documents, blogs, and discussions. You'll learn more about the types later in this 
tour. From the home page you can also get a feel for how you can find content. For example, 
through the sections on the home page you can browse by space, browse by content types or 
browse by tags (more about tags later, too). 
 

4. Also, notice that menu bar near the top of the page. It's available on all the other pages, too. 
Use it to: 

¶ Create new content. 
¶ Browse for existing content, spaces, and people. 
¶ Get history for your recently viewed items. 
¶ Check in on your stuff for items you've created or are working on. 

After you've gotten to know what's inside pretty well, use the Your View tab to personalize your view. 
That way, you can choose which content you want to appear here.  
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¶ Find Content 

Browse spaces. Most content in Clearspace is organized by spaces. Spaces are the closest thing to the 
hierarchical/folder paradigm we're all accustomed to. Our Spaces are based on "traditional" 
hierarchy/Organization Chart. Most Spaces are Public, which mean contents of the all public spaces are 
accessible and visible to all Clearspace users unless restrictions are set by the site administrator. Users 
may occasionally have cross-functional needs that require them to visit a variety of Spaces, however 
they will generally spend most of their time and energy in the space dedicated to their functional area. 

1. On the home page, click the Browse menu, and then click Spaces.  

 

Public Space     
 

Private Space ς Only people who are in the parent 

ǎǇŀŎŜ όƛƴ ǘƘƛǎ ŎŀǎŜ άLƴŦƻǊƳŀǘƛƻƴ {ȅǎǘŜƳǎέύ Ŏŀƴ ŀŎŎŜǎǎ 
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¶ Customize your home page 
 

1. /ƭƛŎƪ ά¸ƻǳǊ ±ƛŜǿέ ǘŀō 
2. /ƭƛŎƪ άtŜǊǎƻƴŀƭƛȊŜέ 
3. Each component is called Widget and 

you can move, delete, and add to your 
home page to fit your needs 

 

4. To Move a Widget: Click on the widget you want to move, hold the mouse button and drag 
it to the place you wish to move to 

5. To Add a Widget: From the area shaded blue, choose a widget you wish to add, click and 
drag the widget into the main page 

6. To Delete a Widget: Click X on the widget you wish to delete 
7. When you are finished customizing your homepage, click Publish Layout button 

 
 



 

Clearspace I (Introduction) Workbook 

¶ Edit your user profile 
 
1. There are two ways to access your profile page; Click your 

name or click Your Stuff and Profile 

 
2. Your basic information such as name, department, email, 

and phone has been already entered. You may add other 
information, such as personal email addresses, and your 
picture 

 

3. Click Edit Profile under Actions 
4. Enter any information you wish to publish 
5. When you are done editing, click Save 
6. Click Change avatar under Actions 
7. Pick your avatar from the list or upload your own 
8. When you are done, click Save settings 
9. To go back to home, click Clearspace on the breadcrubms 



 

Clearspace I (Introduction) Workbook 

¶ Creating Connections ς You can build your own personal network by using the connection 
feature. Making connections is a little like adding people to a list of favorites. When you're 
connected, you can more easily keep track of what they're up to, what they're saying in 
discussions and blogs. 
 
1. Click Browse > People, and then find someone you want 

to connect with (whose activity in Clearspace might be 
interesting to you).  

2. When you find someone, view their profile by clicking 
their name.  

3. Click Follow ǇŜǊǎƻƴΩǎ ƴŀƳŜ under Actions. This will add 
the person to the connections you're following. 

 
4. Click Your Stuff > Connections to view the list of people 

you're following. The person you added is listed there, along with links to the content 
they've contributed recently.  

 

 
5. This page also includes a link through which you can see a list of the people who are 

following you. To see the list, click People following you 
6. To remove a person from your connections, click Stop following ƛƴ ǘƘŜ ǇŜǊǎƻƴΩǎ ōƻȄ 

 
 
 


