Collaborative Tools

How to use Guide
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Welcome

® Hi all — I hope this tutorial helps in learning how to use
collaborative tools.

® |f you have any questions regarding how to use
collaborative tools please call Marcy or Win and we will
gladly help you through it.

® |'d like to encourage everyone that sends out any type
of group e-mail to use this system.




How do | find Collaborative
tools?

You can access Collaborative tools via the portal
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How do | find Collaborative
tools?

® You can access Collaborative tools via the VMS web-
site under the “General Information Box™ by clicking on
“Discussion” link
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How do | access
Collaborative tools?

® You can also access this site by entering the URL or
web address (or bookmarking it)

® https://ucanr.org/collaborate/
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Once you have accessed the
site...

® You can use Collaborative Tools to send a message or
Idea to the entire group (San Joaquin MGS)

® You can also communicate to just a particular group
you belong to (newsletter team)




How to select group..

You will notice the blue
box at the top right of the
screen Drop this box down and
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Once you have selected the
group you will see...
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& Nancy Rubey Subscribed 9/13/2008 at 8:09 AM




Now you have 2 options

® You can either start a new discussion topic

* OR

® You can add to a discussion topic




Starting a new discussion
topic

® This is good to use if you have a new topic or question
that you would like to present. Everyone will receive a
message that you have posted a new topic and can
post feedback on this discussion board




Starting a new topic

ADD A NEw DISCUSSION SUBJECT

MASTER GARDENERS OF SAN JOAQUIN CoOUNTY GROUP

ADD A NEw DISCUSSION SUBJECT

GENERAL DIscussioN LIST PosTs

If you missed the last meeting... - Newest Message! 1




Starting a new topic..

® On the main page you will want to click on “Start a new
discussion subject” as shown in the prior pictures

® You will then see the following screen




Starting a new topic
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No files attached to this message



Fill in the fields with the
Information it asks for

YOU ARE STARTING A NEW SUBJECT, PLEASE MAKE THE TITLE AS DESCRIPTIVE AS POSSIBLE.

SuBJECT: (REQUIRED)

MEessAGE: (REQUIRED)

| Ariicle for Tracy Press 1-26-09

B I x, XTI EEE=E=ELO=09 r—ﬁ]
_ [} Font - | Size A4- 3 & & @ [E Source |
Hi guys
ideas and suggestions.

Heres an article for the Tracy Press. Take a look at it and let me know what you think.. Im open to any




Adding a file

® Fill in the file name or what you want the name of the
document to appear as.. It does not have to be what
you titled it on your computer

® Click Browse and find the file on your computer. You
will need to know where it was saved in order to find it

® Did you save it to your desktop or your documents
folder??

® Once you have selected a file, click “Save file” It will
take a moment to load the application.. Patience ©




If you would like to attach a
document with your topic..
Adding a file (document or a
picture)

MNEwW FILE NAME  Aricle for tracy 1-26-00

FIND NEW FILE  /Users/Marcy2/Desktop/ba| Browse... | ( Save File )

FILES ATTACHED g files attached to this message




Previewing message

® Once you have filled in all the fields you can preview
your message to see what it will look like or you can
click Save Subject Now

PREVIEW/SAVE SUBJECT | ( Preview Subject ) ( Save Subject Now )




Adding to a discussion in CT

® Did you receive an e-mail with a message that one of
your fellow MGs posted?

® Do not click reply or reply to all in your e-mail. The rest
of the group will not get your message and it will not be
posted to collaborative tools

® |nstead click on the blue link at the bottom of the
message in the rectangle box and reply back in
collaborative tools




Message In your Email

School and comm - school garden training June 7th! -school garden training June 7th!

cjuranl@comcast.net
Sent: Thu 5/30/2013 7:26 PM
To:  Marceline D Sousa

From: Curtis Juran

Group: School and community gardens

Subject: school garden training June 7th!

Title: school garden training June 7th!

Message Text:

OK Marcy, sign me up.

Gonna have to change some stuff but this is important to me.

Is the class the same as the mailing address, 3800 Comucopia Way, Ste A?

Curt Juran

Please respond to message in the Collaborative Tools system. Responding to this email will not
send yvour message to the other members of the group.

Read message in the Collaborative Tools System:
https:/ucanr.edu/collaborate msgreader.cfm?threadnum=35954&cluster=9030

_OR -

Respond to message in the Collaborative Tools System:
https:/'ucanr.edu/collaborate/'makemsgform.cfm?threadnum=35954&cluster=9030




To add to a discussion

SCHOOL AND COMMUNITY GARDENS DISCUSSION

ADD TO THIS DISCUSSION

* When you

click on the
collaborative
tools link In
your e-mail
you will be
directed to
the specific
topic or
discussion.

Click add to
this
discussion to
add your
comments

MARCY SousA (HACHMAN) CURT AND CANDY ADDED

A

CANDY SIMBALENKO

6/1/2013 AT 2:18 PM

Hi Curt and Candy

I will add you to the list and when I call on Monday Ill make sure I get all the details. It will be at the address
listed on the flyer. I'll keep you posted :-)

For the rest of you please let me know over this weekend if you are interested in attending so I can call
Monday morning to add our group.

Thanks!

Marcy

SCHOOL GARDENING

5/31/2013 AT 4:47 PM

Yes, I will be able to attend. What is the time and place? I will be there.

TAKE GOOD NOTES!

5/30/2013 AT 7:56 PM

I am sorry I have to miss this but hope a class will be offered in another location close to us. Please take
great notes because I am excited about this project group.

SCHOOL GARDEN TRAINING JUNE 7TH!

5/30/2013 AT 7:26 PM

OK Marcy, sign me up.

Gonna have to change some stuff but this is important to me.

Is the class the same as the mailing address, 3800 Cornucopia Way, Ste A?

Curt Juran




Add to discussion

® Click add to discussion in the green box to the left

SCHOOL AND COMMUNITY GARDENS DISCUSSION

ADD TO THIS DISCUSSION




Adding to a Discussion

You will
see a box
prompting
you to fill
In fields
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CURT AND CANDY ADDED 6/1/2013 AT 2:18 PM

Hi Curt and Candy

1 will add you to the list and when I call on Monday Ill make sure I get all the details. It will be at the address
listed on the flyer. I'll keep you posted :-)

sk




Previewing message

® Once you have filled in all the fields you can preview
your message to see what it will look like or you can
click Save Subject Now

PREVIEW/SAVE SUBJECT | ( Preview Subject ) ( Save Subject Now )




Who gets notified??

® When you post a new discussion or add to a discussion
In Collaborative tools the system notifies everyone that
IS a part of that group letting them know something new
has been posted.

® The San Joaquin County Master Gardeners
Collaborative tools includes everyone in all the classes.

® |f you are part of a specific topic group only those
members in that topic group will be notified (Not the
entire MG group)




When to use CT

® |f your answer (or question) is something that the entire
group would benefit from then use CT to reply and add
to the discussion.

® Marcy: Please take a look at the attached flyer and give
me your feedback so we can send it to print.

® MG#1: Looks great

® MG#2: Needs a period after Ave
® MG#3: Can we make the font a different color?




LInDA J DRIVER

FLYER COMMENTS 7/2/2011 AT 9:43 AM

SHEILA BEAUCHAMP

Needs period after E on E. Earhart Avenue.

If possible I think it would be better if the ten topics were what is in the circle instead of the stuff that is
currently there. The prominence of the circle draws attention to it and a reader will assume that what is there
is what the flyer is about. The screened words could stay as background, the white lettering should be the ten
topics.

WORKSHOP FLYER 7/2/2011 AT 9:12 AM

STEVE M SANGUINETTI

Marcie,

To add to Steve's comments about the content of the workshop maybe the titles could be added in the circle
instead of the other contents of the circle. Just an idea; otherwise all is good.

Sheila

SUSTAINABLE LANDSCAPE FLYER 7/2/2011 AT 8:54 AM Delete

Very nicely done. That cetainly should get peoples attention. I think we should include the ten subjects to be
focused upon in the flyer, perhaps on the back.

Steve
MARCY SOUSA (HACHMAN) CONFERENCE FLYER - WHAT DO YOU THINK? 7/2/2011 AT 8:23 AM
Hiall

Here is a first draft of a conference flyer.. what do you think? Please give me your feedback ASAP so if were going to
make any changes we can do it this week and I can have them printed and ready to go

Way to go Sharon.. she has lined up 200 go green San Joaquin bags donated to us from Mayaco! Great Job!
Have a great weekend everyonell

Marcy

Attached Files




When notto use CT

® Chatty conversations with a fellow MG
® MG# 1: | like growing orchids
® MG #2: So do I! What kind do you have
® MG #1: | have no ideal!

® | specifically ask for replies to be directed back to my
work email or a phone call.

® |f you are interested in volunteering, please replay back to
me (mdhachman@ucdavis.edu or call my cell 423-2336)

® You have a specific guestion to me
® \What color shirt did you ask me to wear again?



mailto:mdhachman@ucdavis.edu

When notto use CT

® Marcy: Just a reminder that the next MG meeting will
be next June 19t at 6 pm. Please sign up on the VMS
calendar if you are coming.
® MG#1: | cant be there

o MG #2: lll be late

o MG#3: | will be there and Im bringing MG #4




® |f you want to reply
back to the original
sender do not click
on the blue link In
your email but hit
“reply” and the email
will go directly to the
person that initiated
the conversation.

® Marcy will reply to
Curt

School and comm - school garden training June 7th! -school gan

O | 6

HEd9 U« 9z

M%,“lgnore x Q @ Q aMeeting

(23 2011 SusLconf £ To Manager

« Done

33 Team E-mail

&Junk' Delete = Reply R:T'ly Forward % More ~ Q Reply & Delete ; Create N = M(:ve B Actions + Uhr/:ra;:d G
Delete ‘ Respond ‘ Quick Steps (7] Move [ 1

From: gurani@comcast.net

To: Marceline D Sousa

Ca

Subject: School and comm - school garden training June 7th! -school garden training June 7th!

NEW MESSAGE POSTED TO THE UCANR COLLABORATIVE TOOLS SYSTEM

From: Curtis Juran

Group: School and community gardens

Subject: school garden training June 7th!

Title: school garden training June 7th!

Message Text:

OK Marcy. sign me up.

Gonna have to change some stuff but this is important to me.

Is the class the same as the mailing address, 3800 Cormucopia Way, Ste A?

Curt Juran

Please respond to message inthe Collaborative Tools system. Responding to thissmail will not send your mess
Read message in the Colla

https:/ucanr.edu/collaboratem

-0OR -

Respond to message in the

https:/ucanr.edu/collaborate!




® Thanks and Good Luck!




