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GC Collab Group
Step-by-Step Instructions

[Ctrl + Click below to go to a specific section in the document]

1. Creating a GC Collab Account

1. Logging on to GCcollab
Registering an account on GCcollab
Completing the registration process
Completing the verification process
Accessing your GCcollab account
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2. Joining the SIRC Group
1. Accessing the Tutorial option
2. locating the Group tab
3. Locating the Search bar
4. Becoming a member of the SIRC Group
5. Locating the SIRC group
3. Inviting others to the group
1. Locating the invite button
2. Inviting Users via E-mail
4. Adding files
1. Locating the file tab
Locating the upload file button
Uploading a file
Publishing your file
Adding tags option
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Note: This is an abridged tutorial of the platform. There is also an interactive tutorial

provided on the GCcollab website using the Help/Contact Us button located at
the bottom of the page.
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Step 1: Creating a GC Collab Account

1.1 Log onto: https://gccollab.ca/

Choose your language of choice.

1.2 Click Register at the bottom of the sign-in box.
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https://gccollab.ca/

1.3 Enter your information, create a password
and click the box stating | agree with the
terms and conditions.

Note: When choosing a password it
must be 8 characters in length and
must contain one uppercase and one
lowercase letter, a number, and a
special character (1,@,#,$, etc.).

1.4 Follow the instructions on the screen
and click on the link shown below to
verify your email.
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Register
to create an account

First and last name
Email

Password 7
Confirm password

| agree with the terms and conditions &

Return tosignin

Registration complete

Verify your email address
Open the link in the verification email to
complete yvour registration.

Return to signin
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Once you have clicked on the hyperlink, you will be asked to authorize access

to your email address and name. Please select the Authorize button to
continue. [note: no screen shot available]

1.5 By clicking on the email link, you will be re-directed to your GCcollab
account page.
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Step 2: Joining the Strengthening Indigenous Research Capacity
(SIRC) group

Go to https://gccollab.ca/
and log on with your username
and password.
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Wiki Message

Click on the Collab icon located
at the bottom left-hand side.

2.1 Once on the GCcollab site, an optional tutorial may be followed.

Otherwise, press the Not now button to skip the tutorial.
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https://gccollab.ca/

2.2 Below is what your GCcollab page will resemble. Click on the Groups tab in the
middle of the menu bar near the top.
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2.3 enter Strengthening Indigenous Research Capacity into the Search
for groups window indicated on the right-hand side.
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My groups

Scroll through your groups (if needed) and click on the link for the Strengthening
Indigenous Research Capacity group to go to the SIRC group page.



2.4 Click on the Join Group button on the right side.
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2.5 When you have joined the SIRC group, it will show up under My Groups, which

can be found within the Groups tab of the menu bar, as shown previously.

Search for groups matching 'Strengthening
Indigenous Research Capacity’
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Below is a screen shot of the Strengthening Indigenous Research Capacity

(SIRC) group’s main page. From here it is possible to browse through discussion topics,
events, and upload any files to be shared, for example.
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Step 3: Inviting Others to GCcollab

At the top of every page on GCcollab, there is an Invite button.

Bel SO S EaAccount  FYWiki  (2) Message Frangas
Search GCcollab m @ B ‘

From here you are able to invite others to join the group by selecting Invite to
GCcollab and entering their Email addresses and press Send.

Invite to GCcollab

My Colleagues  Colleague collections  Colleague Reque Invite to GCcollab

To invite new people to join GCcollab, paste of anter your emall addresses below

Message:

Hello,

I'm inwvifing you to join my network on GCcollab Join us to contnbute to discussions on the future of
govermnment, upcoming programs, policies and morel

Hope 1o chatl more soonl

At the top of the page, you will see a confirmation banner when you have successfully
invited your contact(s).
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Step 4: Adding files

Click on the Files tab under the group'’s title box.
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As seen below, it will take you to these options. Click to Upload a file.
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From here, you can upload your file, create a title, and a description.

Note: please use the

Browse button when
uploading files.

Do not use Embed
content.

When clicking Tag

and create, an
option to tag your
post will come up.
This is optional, and
you can choose not
to tag your content
and simply click

Publish.
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Add Tags and Communities

What community does this belong to?

[21

Click to add communities. You can add as many that apply

Tags

Ql
To add type in tag and press [ or
Ex._ policy, tags, tag,

Close (IST]H)] )




© Your file was successfully saved
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As seen above, you will receive a confirmation of your uploaded file at the top.

If you require more information, or if you encounter any problems while using the file
function or any other functions provided on the group page, please do not hesitate to
contact the help desk provided by GCcollab.

You can contact the GCcollab help desk by scolling to the bottom of the page, and
clicking on the Help/Contact Us button.
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