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How can I create events?
Anyone can create events to let others in the Canadian HSS Commons community know
about upcoming opportunities. Simply navigate to the Events under the Discover tab and
click the Add an event button in the top right corner.

https://hsscommons.ca/events
https://hsscommons.ca/discover


Fill out the details of your event and click Save to make your event visible on the Canadian
HSS Commons. To edit or delete your event, select your event from the events page, and on
the left side of the screen select the appropriate choice.

How do I sign up for events?
You can look up events from the Events page found under the Discover tab. You can filter
events by year, month, week, day, and categories. Searching tags will also bring up relevant
events. It is not possible to sign up for events through the Canadian HSS Commons, but
many events will include details in the description about how to register and join in! (Please
note that we are currently testing and working on ways to improve how Event registration is
handled on the Canadian HSS Commons. Thanks for your patience, and please let us know
if you have any suggestions!)

https://hsscommons.ca/discover


What are groups?
Groups are a way to connect people with a common interest. They are also an easy way to
share content and conversation, either privately or with the world. Group members can:

● Post content that only other group members are allowed to see.
● Upload a group logo and use it as the group identity.
● Create events on the group calendar that only group members can attend.

Group examples:
● DHSI 2023 group
● Building Digital Communities in the Humanities and Social Sciences
● Example Group – Research Community

Work together with your colleagues
Create a group to organize your interactions. Group members can:

● Post content that only other group members are allowed to see.
● Export their content to other web sites, and brand it with their own logo.

Create a new group
You can create your own group of users. Just fill in a simple form choosing a group name, a
title, and a brief description, so that others will know what your group is about. Once created,
your group title and description will be available for all to see in the list of all groups. Each
group also has its own page, which contains a link that other users can click on to request
membership.

Create an event on a group calendar

You can find an example of a group calendar here.

Open the group in which you want to create an event so that other members can see. In the
left column, click on Calendar.

https://hsscommons.ca/groups/dhsi23
https://hsscommons.ca/groups/building
https://hsscommons.ca/groups/exresearchcommunity
https://hsscommons.ca/groups/new
https://hsscommons.ca/groups/browse
https://hsscommons.ca/groups/building/calendar/2023/05


In the calendar, scroll to the day where you want to create an event and double-click it. Add
the event details, such as title, description, location, contact, website, start and end time,
timezone, and recurrence. Once you have added the fields you need, scroll down and click
Submit New Event.



In the right column, you can also upload an event file instead of adding the
details manually.

Edit an event on a group calendar
Open the group in which you want to create an event so that other members can see it. In
the left column, click on Calendar.

In the calendar, find the event you want to edit and double-click it to open the event page. In
the upper right corner, click Edit. If you want to delete the event, click Delete.



Make any necessary changes, then scroll down and click on Update Event.

In a group, can you display more than one calendar?
Good news: yes, you can! The easiest way to display multiple calendars, using only the
Commons’ built-in calendar functions, is as follows:

● Copy one group’s calendar subscription link shown at the bottom of the Subscribe
section on the group’s main Calendar page.



● Navigate to another group on the Commons that you have permission to edit.
● Click on the Manage Calendars button in the top-right corner of the page if you’re

logged in as that group’s manager, then click the Add Calendar button.



● Fill in a basic title for the calendar and the calendar subscription link you copied
earlier.

● Select a colour to associate with this calendar (which is helpful if your group
subscribes to multiple calendars).

● Press Submit. Make sure that the Last Fetched value for the new calendar you’ve
just added doesn’t say Never—in which case you simply have to hit the Refresh link
to the right.



Notes
● If you get an error message when trying to refresh a calendar, or if the new

calendar’s events don’t show up, make sure that the first group’s calendar
permissions setting is set to Any HUB Visitor on the Edit Group page. If it’s not, the
Commons will respect the first group’s permissions settings and prevent the group’s
calendars from being shared in this way.

● Also, for both group pages and project notes, you can embed multiple external
calendars—e.g., Google, iCal—using Wiki code snippets (accessible via the
WYSIWYG page editor for groups or note editor for projects)! In fact, you can easily
embed a public Google calendar or even a private Google calendar (though these
can only be seen by people that have been added to that specific calendar via
Google’s settings; if you try to access a private calendar, you’ll likely see an
error/access restricted message).

● When editing a page or note, you can copy and paste the following wiki snippet to
embed an external calendar and (optionally) specify its width and height (in this case,
800x600 pixels):

● [[Iframe(https://calendar.google.com/calendar/embed?src=
123], 800, 600)]]
● In this test example, the URL has been copied from Google. Please note

that you would need to update the sample URL above
(https://calendar.google.com/calendar/embed?src=123) to
correspond to that of the calendar you would like to embed. See
https://support.google.com/calendar/answer/41207?hl=en for instructions.

More documentation is also available in the Customizing a Group's Calendar
section of HUBzero’s documentation:
https://help.hubzero.org/documentation/22/users/groups/groupcustom.

https://support.google.com/calendar/answer/41207?hl=en
https://help.hubzero.org/documentation/22/users/groups/groupcustom


Customize group pages
You can use group pages to share event schedules and create a page for each of the talks
or workshops of your event. You can also group them by topic and create a group page for
each topic.

This module contains examples of the Digital Humanities Summer Institute
2023 group on the Canadian HSS Commons.

Manage Group Pages
1. Access a Group that allows users access to managing pages in the Group.
2. Hover over the down-arrow, next to the Group Manager button.
3. Select from the drop-down the Manage Group Pages button.

4. From there you can manage all of the pages inside of the Group.

Create a Group Page
1. Access a Group that allows users access to managing pages in the Group.
2. Hover over the down-arrow next to the Group Manager button.
3. Select from the drop-down the Manage Group Pages button.
4. On the Manage Pages tab, click on the New Page button.

https://hsscommons.ca/groups/dhsi23
https://hsscommons.ca/groups/dhsi23


5. Fill in the title into the title field and alias into the alias field for the new page.

Note: Page aliases can only contain alphanumeric characters and
underscores. Spaces will be removed.

6. Then, fill in the content of the new page in the content text box.

7. Select the publishing settings status from the drop-down:
1. Published- the page is available on the group’s frontend.
2. Unpublished- the page is unavailable to the group’s frontend but can be

accessed still by the creator and on the backend of the group.



8. Select the privacy settings from the drop-down:
1. Inherits overview tab’s privacy setting- The previous setting of the

overview tab also is enabled for this page.
2. Private Page- Accessible to only members of the group.

9. Underneath the Settings, select a category from the Category drop-down, and the
settings you want for Comments from the drop down.

10. Click Save Page to save the new page and the newly added content.



Edit a Group Page
1. Access a Group that allows users access to managing pages in the Group.
2. Hover over the group management button.
3. Select from the drop-down the Manage Group Pages button.
4. Inside of Manage Group Pages, select the Manage Pages tab and then locate the

page that needs editing.
5. Click on the arrow next to the page’s Manage Page button.
6. From the drop-down select Edit Page to begin editing the page’s content.

7. Edit the content inside of the group page and then click Save Page to save the newly
edited content.

Delete a Group Page
1. Access a Group that allows users access to managing pages in the Group.



2. Hover over the down-arrow next to the Group Manager button.
3. Select from the drop-down the Manage Group Pages button.
4. Inside of Manage Group Pages, select the Manage Pages tab and then locate the

page that needs deleting.
5. Click on the arrow next to the page’s Manage Page button.
6. From the drop-down select Delete Page and the page will automatically be removed

from the group and the Canadian HSS Commons.

How do I use my to-do list?
To add a new to-do item, select To-Do from the left-hand menu in your personal dashboard
or a project dashboard and click Add a new to do from the top right corner of the new
window.

Fill in the details of the task, choose a project for the to-do to be associated with, select a
due date, and click Save. To assign the to-do item to a member of the project, select the task
and click Edit. You can make changes to the task and select a member from the drop-down



list to assign to the task. On the page for the to-do list item you can also make comments,
and check off or delete the task.


