
● Accessing the CoP Dashboard (My Groups)
● Joining a CoP
● Accessing CoP Forums
● Creating a New Topic (Post)
● Replying to a Topic (Post)
● Subscribing to CoP Forums (Forum Titles)

COMMUNITIES OF 
PRACTICE (CoP)



Accessing CoP Dashboard (My Groups)

Access CoP Dashboard by 
Selecting Communities of 

Practice



Joining a CoP (Required to Post in a CoP’s Forum)

CoP Dashboard (My Groups) Will Display All 
Joined CoPs (Groups)

Join and View All CoPs by Selecting View All in 
the Available Groups Section



Joining a CoP

Search or Scroll Through Available CoPs 
***Displays CoPs Not Currently Joined***

Select Join Group to Join the CoP. Joined CoPs 
Are Accessible on the CoP Dashboard



Accessing Forums in a CoP

Select Group Quick Links to Go Straight to the Forums etc.

Access a CoP’s Group Home by Selecting the CoP of Interest 
From the CoP Dashboard (My Groups). The Group Home 

contains a CoP’s Forums, Calendar, Directory, etc.



Accessing Forums in a CoP

Select the Desired Forum Title. 
General Discussion Contains 

Topics from CoP Member 
Discussion and Questions

Additional Subject-Specific 
Forum Titles May be Available. 
Posts and Replies Should be 

Specific to the Forum Title



Accessing Forums in a CoP

Select a Topic to Join the Discussion and 
Post a Reply



Create a New Topic in a CoP Forum Title

Select the Desired Forum Title



Create a New Topic in a CoP Forum Title

Select New Topic to Create 
a Post



Create a New Topic in a CoP Forum Title

Select “Switch to Full Text Editor” to 
add links, bullets, change text, etc.  

***Recommended***

Enter Title/Subject for Your 
Post

Enter text only messages with 
limited features. ***Note that text 

entered here will be lost if you 
switch to “Full Text Editor” ***

Add Images/Files

Select Submit Post

***Created 
Topics are 

Automatically 
Subscribed to 
as an Instant 

Update***



Reply to Posts in a CoP Forum Title

Select the Desired Forum Title



Reply to Posts in a CoP Forum Title

Select the Topic to View 
the Discussion



Reply to Posts in a CoP Forum Title

Respond to the Author of This 
Topic by Using Quick Reply or 

Use the Full Editor
Subscribe to Instant Updates 

to Receive Emails When Users 
Respond to the Topic



Reply to Posts in a CoP Forum Title

Respond to a Comment by 
Selecting the Gear Icon and 

Choosing QUOTE to Reply to a 
User’s Comment Within a Post



Subscribing to a CoP Forum Title

Subscribe to a Forum Title by Selecting 
Forum Actions and Then Selecting 

Subscribe to Instant Updates. This will 
provide Instant Updates Unless Your 

Preferences are Set to a Digest

***Please Note This Action ONLY 
Subscribes to This Forum Title (General 

Discussion). Each Forum Title (Not 
Topics) Must be Individually Subscribed 

to if available



Subscribing to a CoP Forum Title

Each Forum Title Must be 
Subscribed to Individually 


