
Collaborative Tools 
How to use Guide 



Welcome 
 Hi all – I hope this tutorial helps in learning how to use 

collaborative tools.  

 If you have any questions regarding how to use 

collaborative tools please call Marcy or Win and we will 

gladly help you through it. 

 I’d like to encourage everyone that sends out any type 

of group e-mail to use this system. 



How do I find Collaborative 

tools?  
 You can access Collaborative tools via the portal 



How do I find Collaborative 

tools?  
 You can access Collaborative tools via the VMS web-

site under the “General Information Box” by clicking on 

“Discussion” link 

 



How do I access 

Collaborative tools?  
 You can also access this site by entering the URL or 

web address (or bookmarking it)  

 https://ucanr.org/collaborate/ 

 

 

https://ucanr.org/collaborate/
https://ucanr.org/collaborate/


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 

pick the group you would 

like to communicate with 



Once you have selected the 

group you will see… 



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 



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 



Fill in the fields with the 

information it asks for 



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) 



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 



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 

 Instead 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 



To add to a 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 



Add to discussion 
 Click add to discussion in the green box to the left 

 



Adding to a Discussion 

 You will 

see a box 

prompting 

you to fill 

in fields  



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 



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. 

 If 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 
 If 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?  



 



When not to use CT 
 Chatty conversations with a fellow MG 

 MG# 1: I like growing orchids 

 MG #2: So do I! What kind do you have 

 MG #1: I have no idea!  

 I specifically ask for replies to be directed back to my 

work email or a phone call.  

 If you are interested in volunteering, please replay back to 

me (mdhachman@ucdavis.edu or call my cell 423-2336) 

 You have a specific question to me 

 What color shirt did you ask me to wear again?  

mailto:mdhachman@ucdavis.edu


When not to use CT 
 Marcy: Just a reminder that the next MG meeting will 

be next June 19th at 6 pm. Please sign up on the VMS 

calendar if you are coming.  

 MG#1: I cant be there 

 MG #2: Ill be late 

 MG#3: I will be there and Im bringing MG #4 

 



 If 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 

 



 

 Thanks and Good Luck!  


