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Collaborative Tools3.0 Administration 

Help Document 

1. Collaborative Tools 

1.1 Accessing Collaborative Tools 

 

 

1.2 General Collaborative Tools Navigation Terms 

http://ucanr.org/portal
http://ucanr.org/collaborate


2.0 Creating a Group 

 

 

 

 

 

 

3.0 Editing Roster 



 

 

 

 

4.0 Adding a New Discussion in a Group 
 

 

 

 

 

 

 

 

 



5.0 Adding to a Discussion 

5.1 Adding to a Discussion 
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7.0 Posting Documents 

7.1 Posting Documents 

 

 

 



7.2 Add a Document to an Existing Document Group 

 

 

 

 

7.3 Start a new Document Group 
 

 

 

 

 

7.4 Batch Upload Files to a Document Group 
 

 

 

 

 



7.5 Track a Single File that is being edited by your group 
 

 

 

 

 

8.0 Calendar and Event Planning 

8.1 Add Events/Plans 
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8.3 Add a Plan 
 

 

 

 

 

 

 

 

 

 

 

 

9.0 Task Management 
The Task Management feature in Collaborative Tools is useful for basic project management. Tasks can be 

assigned to anyone within the Collaborative Tools group. You can view your groups Tasks in Chart View, List 

View or Print View. To switch between views click the view links under the group heading.  

To create a new task:  
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9. Click Add Category. 12.0 Profile and User Settings 

 

 

 

 

 

13.0 Roll-ups 

13.1 Roll-ups 
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13.2 Create a Roll-Up  
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Appendix 1 - Frequently Asked Questions   

http://anrcs.ucanr.edu/isc/web/tools/ctools/
https://ucanr.edu/collaborate/help.cfm
https://ucanr.edu/ct/help_video/story.html

