
 Logging Into ORION’s O3 Collaboration
In order to start your login process, please make sure you have a login email 

and temporary password sent to you by a CFICE O3 admin.

Step 1. 

Start by clicking the top left corner of the page, you should see a line of text
 “Guest (Sign In)”. Click the “Sign In” portion to continue (underlined in red)

Step 2.

After clicking “Sign In”, you will then be sent to a login page.
Please enter your email address and password provided to you in

 the email sent by the CFICE O3 Admins, and sign in.



Step 3.

You have now successfully signed into O3, it 
is recommended that you change the default 
password sent to you. In order to do this, 
click your name in the top left corner, and 
select the “Profile” option from the drop 
down menu (Underlined in red).

Now that you are within the profile page, you must select the “Edit Profile” option on the 
right (Underlined in red).



Within the “Edit Profile” Profile page you can change any of the personal information 
linked to your account. Since we are looking to change our password, we need to click 
the “Login Settings” link.

Finally, to change your password, enter your current password followed by your new 
password. Click “Change Password” when ready.



Accessing CFICE O3 Page

Step 1.

After Logging into  O3, you will be presented with the 
following side bar. Click “Public Collaboration 
Portals”

Step 2. 

Once you have clicked the “Public Collaboration 
Portals” link, you will have the option to choose from 
a variety of Public Portals. Select “Community First: 
Impacts of Community Engagement” . You have 
now accessed the CIFCE O3 Page.



Accessing The O3 Wiki

Step 1.

Once you are logged into the O3 site, and you are currently on the CFICE O3 page. You 
will now be able to access the tools available to you. The first tool you will be using is 
the CIFCE O3 wiki. This space is to be used when several people wish to collaborate on 
one document. 

To access this tool, select the “Wiki” option from the following menu found on the CFICE 
O3 page.

Step 2.

Now that you are on the CFICE O3 Wiki 
page, you will now be able to contribute to 
the wiki. To do this, click the “+ Add an 
Article” button on the right side of the 
page. You will then be directed to a new 
page, where you will be able to fill out all 
the information needed to create your post.



Step 3.

Finally you can create your wiki post. Add a post title and body along with any 
attachment. Finally when you are done, select the Publish button to create your post.

You can also select a broadcast option, to send a notification to your fellow colleagues, 
telling them about your new post. Simply check which CFICE Hubs you would like to be 
notified to your post. You can also create a message to be sent with the notification.



How to Access/ Store Documents on CIFCE O3

Step 1.

Once you are logged into the O3 site, and you are currently on the CFICE O3 page. You 
will then be able to select the Documents tool from the main menu. Documents 
supporting the CFICE project can be uploaded here. This will maintain all documents in 
a shared space to support effective knowledge management. 

Step 2.

Now that you are in the documents section, you can choose from an array of documents  
to choose from. If you want to know the organization of the file system, you can 
download the last document called “O3 Sharing Folder Orientation Document.pdf”.
To create a new folder, choose the “Add Folder” option at the top, or to add a specific 
file, choose “Add Files”.


