
 
Join or Login 
!
To join the online social learning community, visit 
community.healthycampuses.ca and click on the blue “Join” 
button.  Enter your new account details, including a unique 
username that is lowercase letters or numbers with no spaces.  For 
example “johndoe.”  Your unique username will be visible to other 
members.  Complete all fields and tick off any social learning 
groups you are interested in joining.  "
 
After reading the Community Guidelines, you must agree to the 
terms before moving on.  Click on sign me up for the Healthy 
Minds | Healthy Campuses newsletter to join our mailing list.  
Once complete, hit “Complete Registration.”  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About this Guide!

In this guide, you will learn about 
each section of the online 
community to help you make the 
best use of all it has to offer.  Here 
you will find information on: 

• Join or Login  
• Activate Your Account 
• Login to Your Account !

• Main Navigation Bar 
• Activity  
• Members 
• Groups 
• Resources 
• Events 
• Questions and 

Answers !
• Personal Settings Menu  

• Activity  
• Profile 
• Notifications 
• Messages  
• Forums 
• Settings  
• Log Out  
• Send Invites 

HOW-TO GUIDE 

http://community.healthycampuses.ca


Activate Your Account!
Once your account details have been accepted, you will be 
directed to a page that’s titled “Check Your Email to 
Activate Your Account.”  At this time, you can upload your 
personal profile picture that will be shared on the 
community space.  Please upload a photo of your face and 
crop the photo to fit into the designated photo template.  "

*Helpful Hint: Photos that are square shaped are 
the easiest to crop. 

Check your email and click on the activation link.  To 
ensure the privacy of our online community, you must wait 
for an administrator to approve your request to join the 
online community once you have activated your account.  
Until you receive an email notifying you that you have 
been approved by an administrator, you will not be able to 
use your login information. "

Login to Your Account!
Once you receive an email notifying you of administrator 
approval, you are ready to login!  Visit 
community.healthycampuses.ca and click the green 
“Login” button.  Enter the username you created when 
you set up your account and your password.  Click “Log 
In.”  Once logged in to your account, you will see a new 
toolbar of options including home, activity, members, 
groups, resources, events and questions and answers."
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What is an Online Social 
Learning Community?!

An online social learning community is a 
virtual space where members of the 
Healthy Minds | Healthy Campuses 
Community of Practice can connect, 
discover, inspire and co-create together.   

This space renders the ability to enhance 
our learning as a group by supporting 
knowledge exchange and encouraging 
innovation across post-secondary 
institutions and organizations within British 
Columbia and beyond who share the 
common goal of promoting campus 
mental health and reducing risky 
substance use.

http://community.healthycampuses.ca


Main Navigation Bar!
Use the main navigation bar to explore what is available to you within the online social learning 
community.  Each of the tabs will turn a light grey colour when you have selected one of them.  Learn 
more about what each of the tabs offers to members below.  "

Activity!
 
The Activity button allows you to view what has happened on the social learning community.  By viewing 
the “Activity Feed” under “All Members” you can view what other members have been up to within the 
online space to stay up-to-date with the latest discussion posts, resources, events and more.  If you would 
like to view activity specifically related to the social learning groups, click on “My Groups” in the blue 
sub-navigation bar.  You can also click “Mentions” to read posts that other members have made using the 
@ symbol to notify specific people. You can also use this space to upload a photo, video or link to your 
post and share it in the activity feed for everyone to see or within a specific group."

!
Members!
Once you click on the members tab in the 
main navigation bar, you will notice a 
Google map that you are able to expand 
(click “Expand Map”).  Use the + and - on 
the left side of the map to zoom in and 
out on different parts of Canada.  Each 
red pin represents a member of our 
Community of Practice and when you 
click on one, you will see the member’s 
photo, name and location.  When you 
click on the member’s name, you will be 
re-directed to their profile page.    "

!
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Mentions!

Just like on Twitter or Facebook, 
you can use the @ sign to notify 
specific people within the online 
community of a message.   



Minimize the map by clicking “Close Map,” and you have the option of scrolling through all of the 
Community of Practice members or searching for a specific person using the search box.  For each 
member, you have the option to view their activity, profile or send them a private message."
!

Groups!
When you click on the “Groups” tab on the main navigation 
bar, you can view institutions and organizations who are part 
of our Community of Practice, learn about the various 
committees or working groups community members are 
involved with or browse through hot topic groups that have 
been created.  Simply click on the type of group you are 
searching for to narrow the group list.  You can also use the 
search bar to find a group or search for specific key words to 
sort through the social learning groups."
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Invite New Members!

If you notice a colleague is not 
registered within the online social 
learning community, but think it is 
something they would appreciate,   
 then please use the big green button  
 to “Send Invites” and invite other  
 members to join. 



Group Navigation 

Within each group, there is a white navigation bar that displays the tabs Home, Forum, Announcements, 
Events, Members, Send Invites, Email Options and Admin.  Learn more about what each section offers in 
the descriptions below."

Home!
Check out what has happened in the group recently by scrolling through the group’s activity."

Forum !
Use the forum to share and discuss resources, pose a question or start an important conversation 
about a specific topic."

Announcements!
As a group administrator or moderator, you can share important news with your fellow group 
members by posting a group announcement.  If you are not the group administrator, feel free to 
contact sarah.joosse@cmha.bc.ca to request the ability to share an announcement in the group."

Events !
View upcoming events, show you are attending an event by RSVP'ing, or share a new event that you 
think other group members would be interested in learning more about.  "

!
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If you don’t see an existing group for your institution, organization, 
committee, working group or a focus area, go ahead and create a 
new group!  Click on the button “Create a Group” located in the 

sub-navigation bar and enter the new group name and description.  Select whether the group is an 
institution, organization, committee or working group, or a focus area.  Click “Create Group and 
Continue.”  Determine whether you want your group to be public (visible to all registered members), 
private (visible but can only be joined by request) or hidden (not visible and can only join if invited by a 
group administrator).  Select who can invite other members into the group and determine how often 
users who join the group will be notified by email.  Enable the forum feature to allow for group 
discussions and sharing of resources within your new group.  Choose a file to upload as the main photo 
for the group (it may be a logo, a picture that represents the interests of the group, or any other creative 
photo idea you might have).  Upload another photo to use as a sidebar image to make your group 
page more visually appealing.  Lastly, you are able to invite current members to join your group.  
Members will also be able to join at a later time. 

mailto:sarah.joosse@cmha.bc.ca


Members !
Click on “Members” to see who within 
the online social learning community is 
part of the group you have selected."

Send Invites!
Invite other members inside the platform 
to join your group.  You can also extend 
the invitation to colleagues who are not 
yet signed up for the platform to create 
an account and join your group once 
registered."

Email Options!
Select how often you would like to 
receive email notifications about what is 
happening within the group."

!
Admin !

If you created a group or have been added as an administrator, you will have the option to edit the 
settings of the group.  It is here that administrators can change the name, description or group type.  
Administrators will also have access to a navigation bar, that allows them to edit the privacy settings, 
photos, the members list, email options and the forum section.  If you want to give multiple people 
control over the group’s administrator settings, you can promote them to an administrator in the 
“Members” tab."

Resources 

Explore resources community members have posted, share your thoughts or questions about a specific 
resource by commenting on the resource, or add a new resource for others to view.  Within the resources 
section, you have the option to view all resources that have been shared, view the resources you have 
uploaded, view a list of resources that you have marked as your favourites or share a new resource. "
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If you like a specific resource and want to save it under “My 
Resources,” simply click on the button “Add to Favourites” and it will 
be added to your own personal resources list.  !

!
Share your comments on 
resources by clicking on the title 
of the resource to view it and 
scroll down to the comment box.  
You can read what others have 
written below the comment box 
and send a reply if your thought is 
linked to a previous comment."
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To add a new resource to the online community, click “Share a 
Resource.”  Fill in the required fields and categorize and tag your 
resource with keywords so it is easy for other community members 

to find.  Click “Choose File” to upload the file or paste the URL link under “Resource Link.”  Be sure to choose 
an image file that will represent the resource you are uploading, such as a screenshot of the website, the 
front cover image of a PDF or a team photo of members who have contributed to the resource.  Still 
working on your resource?  Let others know by clicking “work in progress” to show it is not the final product. 

*Helpful Hint: Uploaded files cannot exceed 4Mbs in size. If your file is larger, you may be able to use a 
free online program to compress your file.  Check out: http://smallpdf.com/compress-pdf for more details. 

Sidebar!

Check out the side bar on the right hand side of the resources 
page to view specific resources by type, topic, tags or the month 
in which it was uploaded. 

http://smallpdf.com/compress-pdf
http://smallpdf.com/compress-pdf


Events !
View upcoming events, show you are attending an event by RSVP'ing, or share a new event that you think 
other community members would be interested in learning more about.  “Event Listings” will show you all 
events that community members have shared in the online social learning community.  Certain events 
have the option to RSVP to show others you are attending.  If you do RSVP to an event, it will be listed 
under “Attending.”  Lastly, you are invited to “Share an Event” to spread the word about exciting events 
you are hosting or have heard about that are not already shared on the event listings page."

!
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To add a new event 
click the “Share an 
Event” button.  Add a 

descriptive event name 
and if the event is associated with a particular group, select the 
group from the drop down menu.  Add event details such as the 
date, time and location.  If the event is happening virtually, tick 
off “This event does not have a physical location” and type the 
teleconference or virtual meeting space details in the text box. 
Enter any registration details in the text box as well. Choose a 
file to display as the event image.  If you would like members to 
have the option of showing that they are attending your event, 
tick off  “Enable people to signal that they are attending this 
event.”  Click “Edit Ticket” to personalize the ticket settings.  For 
example, you could change “Standard Ticket” to “Event RSVP- 
Let others know you are attending!”  You also can control how 
many RSVPs each person can make, and how many spaces there 
are total. 



Questions and Answers !
Visit the Questions and Answers page to browse questions other members have posted, respond to an 
unanswered question or pose a new question to the online community members.  Questions can be 
specifically related to how to use the online social learning community, about a current issue you are 
experiencing on your campus, or a question you would like to pose to stir up some discussion.  You can 
also add a response to any of the questions to join the discussion, share your experience or a resource that 
you are aware of.  View all questions community members have posted under “Questions”, look through 
any outstanding questions that have yet to be responded to under “Unanswered” or click “Ask a Question” 
to pose a new question.  If you are unsure if someone else has already asked the question you have in 
mind, try searching for key words in the search bar."

!
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To ask a question, click on the blue “Ask a Question” button.  Enter a 
short title for your question and then write the question in the text box 
below.  If you want to add a file, image or other attachment to your 

question click “Add Media.”  Select a category that your question falls 
under or pick “Other” if it is a new category type.  In the tags box, type key words separated with a 
comma to help users search for specific questions.  Lastly, click “Submit your Question.” 



Personal Settings Menu!
Your personal settings are located in a drop down menu that appears 
when you hover over your name in the top right corner of the online 
social learning community. "

Activity !
Click on “Activity” to view a list of your activity within the online social 
learning community.  "

Profile !
Viewing your profile page allows you to edit any of the initial registration information you entered or 
change your profile photo."

Notifications!
If you have any notifications you have not yet read, you can view them on the notifications page."

Messages !
Messages are a private email between you and other members within the online social learning 
community."

Forums !
The forums page under your personal menu displays any forum posts that you have started within the 
group pages.  For easy access to a conversation or post you have made, view the forums section."

Settings!
Your personal settings allow you to change your account email and password, as well as administrative 
settings such as the frequency of email communications you receive."

Log Out!
If you would like to sign out of the online social learning community, click “Log Out.” "

Send Invites !
Invite new members into the platform by clicking “Send Invites” and type each person’s email on a 
separate line. You can invite up to 5 people at once. 
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If you have any additional questions about the online social learning community, 
feel free to email Sarah Joosse, the Knowledge Exchange and Social Learning 
Coordinator for Healthy Minds | Healthy Campuses at sarah.joosse@cmha.bc.ca.  

mailto:sarah.joosse@cmha.bc.ca
mailto:sarah.joosse@cmha.bc.ca

