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Collaborative Tools and Discussion Groups
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Collaborative Tools is a UC ANR Communication Services project allowing group 
members to easily share messages and documents online

A “discussion group” is similar to a blog, chat room, or social media group
Each Discussion Group is a closed system that only group members can see
Group members can see and comment on all posts –

there is no private messaging
 All group members can start a topic and everyone can comment on it

CTS3 has limited support for Group documents, calendar, and tasks
Document file cabinet is more mature
 Calendar & Tasks are less so



Accessing Collaborative Tools. . . 
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Accessing Collaborative Tools. . . 

Growing Master Gardeners Initiative – 2022-23 Program Year 4

Click 
“Create New Group | Access 
System” to view list of your 

groups and all groups



Group List. . . 
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Click the title to open 
the group list 

Click “View Other Groups” 
to see ALL 2768 groups

Collaborative Tool Group – Heading Bar
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Group Name

Discussions Documents

Your Name

Tasks

Back to 
ANR Portal

Calendar Members

*Admin menu will show if you are 
Group Administrator



Discussion - Menu
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Adding a NEW Topic
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Click to Post

You cannot edit a topic 
once posted.

If lengthy, consider composing 
content elsewhere 

(e-mail, Word, etc) and pasting

Alert box

Enter your 
subject

Tags – useful 
if consistent

Attach Files if 
needed

Click to 
preview

Enter your 
message

Category*

*Category field only appears if 
Admin has added at least one

Category choices are ‘defined’,
Tags are free-form

* Must press Enter key for a 
Tag to be recorded



Discussion - List
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Topic Title
# of Posts 
on a Topic

Latest Topic 
Update

Topic 
Category

Subscribe 
Button

Discussion – Tag View
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Discussion – Image View
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Clicking an Image displays 
the Topic

Discussion Topic
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Click to 
Respond



Responding to a Topic
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Click to Post 
your response

You cannot edit a topic 
once posted.

If lengthy, consider composing 
content elsewhere 
(e-mail, Word, etc)

Enter your title 
here

Enter your 
response here

Tags – useful 
if consistent

Attach Files if 
needed

Click to review 
your response

Documents - Documents
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Document Function 
Links

Document 
Groups

Group 
Functions

Document Info…Document 
Groups



Calendar - Calendar Menu
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Calendar – List View
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Calendar – Month View
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eMail Generated by Discussion Group
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Subject Line

What & 
Who posted

Opens the 
Topic page

Opens the 
Response page

Who Posted

An email is sent to every member of the group 
when a subject is started and each time a 

message is posted



Thoughts . . .
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Group members can see and comment on all posts –
remember there is no private messaging
 All group members can start a topic and everyone can comment on it

Collaborative Tools works well when sharing static documents,
not really effective for group development

I’ve found Tags to be unreliable

CTS3 has limited support for Group documents, calendar, and tasks
Document file cabinet is more mature
Calendar is very rudimentary
 Tasks could be effective for a structured defined task

Any topic suggestions for Tech Talk?
Ralph Thompson

ralph.catcity@gmail.com
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