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1 Logging intcClearspace Logill

. Login using the form below
1. https://share.champlain.edu/clearspace AT e

2. Your username igour Champlain username
Your password igour Champlain password Jsemame [|champ|a|n

Fassword loooooooooo{

Login I

1 Get Started

1. When you first log into Clearspace, thA# Contentpage 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 bllowingpictureis 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 typesthager in
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 menbar near the top of the page. It's available on all the other pages, too.

Use it to:

1 Createnew content.

1 Browsefor existing content, spaces, and people.

1 Gethistory for your recently viewed items.

1 Check in oryour stuff for items you've created or are wking on.

After you've gotten to know what's inside pretty well, use theur Viewtab to personalize your view.
That way, you can choose which content you want to appear here.



Use this menu anywhere

in Clearspace. "~ -

Click Your View to
customize your view of
the home page.

Click a space to browse
content in that space. These
are also listed under the
Browse menu.

View a list of the people
who are most active. Click

their name to view their

content and profile.

View the tags that are
getting applied the most
often. Click a tag to view the
content it's applied to.
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Create new

tasks, discussions,

and more.
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Top Participants
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Popular Tags

health benefits dentist

documents, blog posts,

Cet your stuff: content
you've contributed, your
profile, content you're
keeping your eye on.
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Plans for the Mext Big Thing
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See what you've
looked at lately.

See everything

by et

~ . Enter text and click
Search to find content.

Choose which kind
~ = of content you want
to browse.

Wiew the most recent
content changes and

" additions. Click an item
1o go to it
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i Find Content

BrowsespacesMost content in Clearspace is organized by spa8pacesre the closest thing to the
hierarchical/folder paradigm we're all accustomed to. Our Spaces are based on "traditional”
hierarchy/Organization Charflost Spaces arBublig which mearcontents of the all public spaces are
accessible and visible to all Clearspace users unless restrictions are set by the site administegor. U
may occasionally have creisctional needs that require them to visit a varietySpaceshowever

they willgenerally spend most of their time and energy in the space dedicated to their functional area.

1. On the home page, click tHerowsemenu, and then clickpaces

v History ;| Browse =

Discussions
DoCurments
3! Blog Posts
Tags
Spates
2 Pru:ujtu:ts"
&' Groups
Chats

2% People

Public Space

Spaces Private Space Only people who are in the parent

LI O8 6AYy (KA&E OF&S GLYTF2NNE GA

) Campus Cettabor ation ) Finar

Projects

) Colleaque Advancement

TD Banknorth

only people

) ".dn_-!u;‘}

' > Private Space

who are in the parent space

Can access

Communication and Creative Media
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1 Customize your home page Cle’ll”Sp’lC'e
C aco

1./ EA01 6, 2dNJ £+ASs¢é s
2./ tA01 at SNm2ylfAlS All Content K\Y:)ur View (personalize)//
3. Each component is calléflidgetand e —— —

you can move, delete, and add to your Rl B e

home page to fityour needs

Personalize Your Homepage addwidgets | chooseaavout

Add, move, and configure widgets on this page. To ad

Publish Layout I Discard Changes I Reset To Default l

Widgets
/
My Favorite Spaces v R Recent Content o Edit m‘% Your Projects
© Information Systems Final switch quote by Adninistrator @) &4 Network Upgrade
7 hours ago in MNetwork Upgrade LSS On Track
©) Information Systems Private > p D
Issues & Challenges i = DroTjeck 2mo,
1S Workshops = 1 day ago in Colleague Advanceme : = ‘ . oo
{3 Project Process
/ 2009-2010 Curriculum Committee Meeting On Track
= | Schedule & Proposal Due Dates by Corrow, Jo ; /
. 1 day ago in Curriculum Committe
mour Groups “ h \
o “Teaching Resources for "Accidental Mind' Your Tasks L4
e [ " created by CyndiB. by Moonan, Kerry |~ @
IS Workshops 1 dayago in R110: Concepts of the Self — #ftesttask 2 in "Project Process
“Social Identity, Personality, and Gender" pro— sscaapuany oy -
J~ Part 2, Haviland et al by Noonan, Kerry = @ View all 8 Create a bew Task
1 day ago ir OR110: Concepts of the Self \ /
Academic Technology “Social Identity, Personality, and Gender"
Task Force J~ Part 1, Haviland et al by Noonan, Kerry |~ @
i - Latest Poll

Q‘ Last updated: 1 week 390/ \1 day ago in *+ COR110: Concepts of the Self

4. To Move awidget: 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 WidgetFrom the area shaded blue, choose a widget you wish to add, click and
drag the widget into the main page

6. To Delete a WidgetClik X on the widget you wish to delete

7. When you are finished customizing your homepage, €ligilish Layoubutton
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9 Edit your user profile

1.

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

There are two ways to access your profile pagiek your
name or clickrour Stuffand Profile

P COLLEGE Clears

///‘ TR
j‘ Welcome Joe Champlainwl__LDg out)

and phonehas been already entered. You may add other
information, such as personal email addressex] your
picture

£ Your Stuff s |- Hist

¥ Tasks
/ Discussions

Documents

@' Groups

4l Projects

~— -

@ Preferences
&

Connections

L\

Joe Champlain

£ Profile ) Your Stuff Email Notificati & C cti

Joe Champlain =3
WZ@gmail.com

To add a profile image of yourself, visit the Edit Profile page

Newhie (0 points)

Member Since: Feb 2,

Last Logged In: Aug 14,2009 11:45 AM

Actions
o Edit profile
2 Change avatar

[¥] Edit preferences

f‘\“\ You don't have a blog
&' Create a personal blog

Organization
| See yourself inthe
"% | Organizational Chart

Connections

You are following 0 people

©O~NoOOA®

ClickEdit ProfileunderActions

Enter any information you wish faublish

When you are done editing, cliSave

ClickChange avataunderActions

Pick your avatar from the list or upload your own
When you are done, clickave settings

To go back to home, cli€kearspac®n the breadcrubms

O) Welcome, Joe Champlain (Log

T

\‘\_- : &

space - People = Joe Champlain
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1 CreatingConnections; You carbuild 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 andldgs.

1. ClickBrowse > Peopleand then find someone youwant |  Actions
to connect with(whose activity in Clearspace might be T
interesting to you. Receive emall notications
2. When you find someone, view their profile by clicking ) Member R3S feed
their name.
3. ClickFollowLJS NA& 2 y Qrder #ckionisSThiswill add
the person to the connections you're following. i} Follow Raou) Esteban

4. ClickYour Stuff > Connection® 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 alsincludes a link through which you can see a list of the people who are
following you.To see the list, clidReople following you
6. To remove a person from your connections, cBep followingA y G KS LISNARA2Y Qa 02



