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CoP—Add a Topic 

Tips for starting a new discussion, posting a resource or link, or collaborating with peers 
 
Use the Add a Topic link to add new content within a specific community. Go to the community where you want to post 
your topic. Choose the community your want to add topic to, and choose the community name from the My Communities 
drop down. 

Select the Add a Topic link located at the top left of your community page.  

 
The first screen of the Topic Dashboard will appear. 
Screen One: Basic Info: Add the topic title and description. Then choose the category and tags (keywords). If you are 
starting a discussion-only topic, go to this screen and then select Post Topic Now on the bottom left. If you want to add 
additional items, choose Post Topic and Continue to More Options. See the screen shot below for more details. 
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Dashboard pages: If you choose to continue from the first page, the follow “dashboard” page will appear. This dashboard 
page provides options for adding content. If you want to delete your topic, you can do it on this page. See the screen shot 

below for more details. 
 

 
 
 
Screen Two: Advanced Options: Add an event or a workspace (Wiki) on this screen. Events are displayed on the 
calendar. 
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Screen Three: Resources: Add a resource (file or link) on the Resources screen. Choose to add a file or link. Add text 
to describe the document or link in the Display Text box. Be sure to click the Add Resource button to have your 
resource included.  See the screen shot below to define the options for this screen. 

 

Screen Four: Document Collaboration: Add a collaborative document members can check out, edit, and check back in. 
See the screen shot below to define the options for this screen. 

 


