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Forums Quick Reference 
 
 

Technical Requirements:  Using Internet Explorer browser version 8 will help you to access our 
Forums environment more effectively. If you choose to use a more up-to-date version you might have 
to enable the browsers’ “Compatibility View” option. (See your browsers’ help option for instructions on 
how to enable this feature. 
 
Login into Forums: Before anyone can access the Standards Council of Canada (SCC), Forums 
environment a user must complete an electronic registration form, for which a URL is provided to by the 
Forums administrator. Once the form has been submitted and authorization has been granted the user 
will then be added to a group granting them access to the area of interest. The user then can login 
using the login name and password they would have referenced while they were filling out their 
registration form. 
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Purpose 
 
The purpose of this document is to provide general information on the use of the 
Standards Council of Canada Sitescape Forums environment. Sitescape Forum is a 
communication and collaboration tool that the Standards Council of Canada (SCC) uses 
for its committees, labs, and accreditation programs. The SCC’s use of Sitescape Forum 
for our committee work and document distribution brings us in line with the International 
Electrotechnical Commission/International Organization for Standardization’s (IEC/ISO’s) 
electronic policy requirement. It allows users to work with others, regardless of 
geographic location or different time zones. Sitescape Forum is a software program 
accessed using a web browser. Sitescape Forum creates an online “virtual meeting 
space”. The result is the creation of an invaluable, central reference source of your team 
or committee’s work. This document has been produced for committee members and 
resource people. (For specific administrative issues please contact your respective 
Program Officer or Client Manager. Their contact information appears at the bottom of 
each forum area.) 
 
Contents 
 
Information provided will assist users in logging in and collaborate on a one to one basis 
or with groups of users on specific information and/or documentation. In addition to being 
able to edit their profile, users will also learn to edit their user profile so that its 
information is kept up-to-date. After reading this document users will be able to navigate, 
post entries and respond to e-mail notifications originating from forums they have access 
to. Highlights will also include information such as who to contact if needed and 
identifying other sources of information should the user need additional help. 
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1. To Login 
 

a. Go to www.scc.ca and click on either the “Login” hyperlink located at the top of your browser 
page or the “Stakeholder Participation” menu option. (see Figure A) 

 
(Figure A) 

 
 
 

http://www.scc.ca/
http://www.scc.ca/en/stakeholder-participation
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b. Enter your Username and password in the appropriate fields and then click the Login button 
(see Figure B), or go to section 1c. 
 

(Figure B) 

 
 

c. Enter your Username and password in the appropriate fields and then click the Login button 
(see Figure C). 
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(Figure C) 
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2. Forgotten your password 
 

a. If you have forgotten your password, click on the “Login” button (see Figure C) then on the 
“Forgot your password?” link. (see Figure D) 

 
(Figure D) 

 
 

b. Enter your login name within the “Username” field, on the pop up window that appears, then 
click on the “Send new password” button (see Figure E). A new password will be sent to the 
most recent email address you specified within your user profile. 

 
(Figure E) 

 
 
 

c. If you have forgotten both your Username and Password, please contact your Forum 
Administrator. 

 
PLEASE NOTE: BOTH the Username and Password are CASE SENSITIVE 
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3. Accessing Discussions and document-sharing forums 

Note: You will only see Discussions and document-sharing forums you have access to. 
 

(Figure F) 

 
 

4. To Change Your Password/Contact Information 
 

a. Log in. (see To Login) 
b. Click on your hyperlink name, found at the top left hand side of the screen, located just above 

the tabs (in blue). (see Figure G) 
 

(Figure G) 

 
 

c. Your user profile is now shown. To modify its content click on the “Modify profile” option found 
on the menu bar. (see Figure H) 
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(Figure H) 

 
 

d. Here you may update any information needed in addition to adding further profile information. 
There are additional fields at the bottom that need to be expanded. Simply click on the arrow to 
expand the field in question to update its content. Once completed, go to the bottom of the page 
and click on the “OK” Button. (see Figure I) 
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(Figure I) 

 
 

e. Your profile has now been updated.  Just click on the tab entitled “Workspace” to return to the 
forum areas. 
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5. Workspace Overview 

 
(Figure J) 

 
 

a. Workspaces are located in the first tab at the top left hand side of your screen. 
b. As in Figure J, when you click on the Workspace Tab, Forum displays a page divided in two 

sections 
c. The left side column:  

i. Are Workspaces and Team Workspaces that are available to you. 
ii. A “+” (plus) symbol next to a Workspace indicates that it can be expanded to display 

additional sub-workspaces (this top level Workspace example is already expanded, thus 
the “-” (minus) symbol is being displayed. 

iii. Items indented are understood to be sub-items of the item above it. 
iv. The Green Arrow (left of the Workspaces) ( ) indicates the item that you are currently 

viewing.  
d. The right side column:  

i. Lists all of the forums which make up the selected Workspace. 
ii. To access a specific forum, click on its title. For example, you can click on the HELP 

DESK – Support Forum to view the information in that Discussion Forum area. (see 
Figure J) 

e. To change workspaces, click on the title of the Workspace you wish to enter. 
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6. "My summary" page 
 

(Figure K) 

 
 

a. Provides quick access to a concise summary of information about the forums that you use most 
frequently. 

b. Contains a count of new/modified entries for the discussion forums you want to track. The “New 
Entries” column, circled in red (see Figure K), indicates the number of new/changed items in 
each of their corresponding forums listed in the “Forum name” column immediately to the right 
of the numbers. 

c. Can keep track of discussion forums located in any workspace in your zone. 
d. "My summary" page needs to be set up before you can use it. (You need to indicate which 

forums you want to track.)  
e. To set up your "My summary" page. 
f. Click on the "My summary" tab. 
g. Click on the Preferences item, circled in red (see Figure K), in the blue menu bar. 
h. This will generate a listing of all forums and calendars that exist within the zone in question. 

Note: Even though you see a listing of all existing forums and calendars, you’ll only be able to 
access those you have the right to access. As a default, if you attempt to access a forum you do 
not have access to, it will result in a login screen appearing. 

i. Place a check mark beside each forums or calendars you wish to list within your “My summary” 
and click on the OK button. 

j. You can update this listing at any time. 
 

7. Site Map 
 

a. Provides a different view of all of the workspaces and their forums that are contained in this 
zone and that are accessible to you.  This option is circled in red (see Figure K). 
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8. Creating, Viewing and Replying to Entries 
a. Creating new entries; 

 
(Figure L) 

 
 

i. There exist five types of entries.  
ii. All five types of entries are accessible from the “Add” drop down option found on the 

blue menu toolbar. (see Figure L) The first four option listed are default type entries and 
the last is a customized type entry created for SCC purposes. 

 
iii. Types of entries; 

1. Add discussion topic. 
2. Add document. 
3. Add URL. 
4. Add survey question. 
5. Add Ballot/Comment Doc. 

 
iv. Viewing Entries  

1. Log in. 
2. Select the Workspace in question that contains the Discussions and document-

sharing forums you wish to access. (You can also access the Discussions and 
document-sharing forums by going to your “My summary” tab if this has been set 
up.) 
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3. Go to the Discussions and document-sharing forums in question that contain 
your entry.  

4. If the entry resides in a folder/directory you will have to go into the folder that it is 
in by clicking on its linked name. (Folders always appear to the left of your 
browser screen.) 

5. Click on the linked title of the entry. 
6. If there are files that have been uploaded or attached, click on the linked name of 

the document’s file. 
For example: mydocument.pdf 

7. Depending on how your browser has been set up, the document will either open 
up within it or run the appropriate supporting application such as Adobe Reader 
or Microsoft Word. 

 
v. Adding Entries (Documents, Discussion Topics, URLs, and Survey Questions) 

1. Log in. 
2. Go to the Discussions and document-sharing forums /Folder that you would like 

to add the entry to. 
3. Click on the Add menu option, at the top left of your screen (see Figure L). 
4. Select the type of entry you would like to create. 
5. Complete the form by adding the appropriate information (typically the Title and 

Abstract/Summary, all other sections of this form are optional) and attaching any 
documents required. 

6. Click on the OK button. 
 

b. Replying to entries; 
i. There exist two ways of posting replies; 

 
(Figure M) 

 
 

1. Posting your replies from an e-mail notification. 
a. Using the hyperlink button entitled “Go to entry” (see Figure M) which 

appears directly within the body of the e-mail, which will bring you directly 
to the entry in question where you can post a reply. 
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b. Using the button entitled “Reply to entry” (see Figure M) will allow you to 
post your reply directly from within your e-mail client, without having the 
need to log into SCC Sitescape Forums environment. 

 
2. Adding a Reply to an existing entry from within the Discussions and document-

sharing forums. 
a. Log in. 
b. Go to the Discussions and document-sharing forums /Folder that contains 

the entry that you would like to reply to. 
c. Click on the hyperlink title of the entry. 
d. Click on the “Add” option on the toolbar bar. 
e. Select “Reply” from its pull down option. Alternatively, you can click on the 

button entitled “Reply” located just within the body of the entry. Both will 
give you identical results. 

f. Forum displays the “Add reply to…” form. 
g. In the "Title" text box, specify a title for your reply. 
h. Type the text of your reply in the "Text" text box. 
i. You do not need to "sign" the reply, because Forum automatically 

includes a "signature line."  
j. The remaining sections of this form are optional; you can use them, if you 

choose to 
k. Click on the OK button located at the bottom of the page. 

 
9. E-Mail notifications 

 
a. E-mail notifications are not automatically enabled. 
b. Enabling this feature is done by the Forum administrator. 
c. Once enabled notifications are sent to the e-mail address specified within a users’ profile. 

Note: It is very important for a user to keep their user profile up-to-date so that they receive 
notifications of postings. 

d. Notifications can occur under different circumstances, such as; 
i. When new information has been posted within Forums you have access to, 
ii. When a reply has been posted within an existing entry you have access to, 
iii. Driven by a workflow process, 
iv. Forced by the Forum administrator in cases where it cannot wait until preset scheduled. 

e. Replying to e-mail notifications (see section 8. b. i.1.)) 
 

10. For More Information or Additional Help 
 

a. Each forum has an assigned contact person located at the bottom with their name, phone 
number and extension. 

b. Use the Help option located in the top right corner of the Sitescape Forums screen. 
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