
User guide - February 2018
Connecting your university



Account Profile 

Students, Staff and Academics can update their profile information such as their profile picture, 

interests, work experience, location, skill, languages etc. via their profile page.  

To access your profile page, click on your profile picture in the top right corner and select 'view profile'.   

Your profile page will open and from there, you can click on 'Edit'.  

Upload a profile picture and fill out the information you would like displayed on your profile. The 

information you add become 'labels' and that's how we connect you with relevant content. The more 

information you provide, the more matches to groups, events and connections will be surfaced to 

you. Once you're ready, click on 'Save Profile'. 
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The Activity feed is the quickest way to catch up on recent activity within your digital campus. It 

provides you with a snapshot of posts and updates from groups and peers you follow making it easy for 

you to stay up-to-date and check out anything you might have missed. Scroll through and like or 

comment on posts that interest you! 

   

Note: Your activity feed is based off of the groups you are a member of. In order to see more activity 

items, visit the 'Discover' to join groups. 

Activity Feed 
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The Discover page houses all suggestions for groups, events and connections for you to explore and 

engage with. This is where you can find groups and events to join and make new connections. 

Suggestions are triggered based on matches to your profile, including department, degree, course 

groups, other groups you're a member of, interests, campus, connections, language, skills etc. Be sure to 

fill out your profile page so you can find content that's most relevant to you! 

Discover

1. Scroll through the different categories such as Groups, Events and Students to explore suggestions  

     that match your profile.  

2 You can join groups or events that interest you as well as 'connect' with other students. 
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The All Students group connects you with all students across different schools, campuses and study 

modes to give you a view of what’s happening at your university.  

Students and staff can post links, files, images, videos and polls in their groups and join the conversation 

by liking, commenting and replying. Conversations can be have labels /hashtags and be pinned so 

they’re easy to find.  

All Students Group

1. The group shows the latest discussion posts from students, staff and faculty members all around the 

country.   

2. The "Events' tab is where you can find all the upcoming events on campus or online 

3. You can make a post and add images, links and hashtags to your posts - everyone at your university      

        will be able to see it! 

4.  You can also 'Like' or 'Comment' on posts your peers and teachers have made. 

5. The top global search bar allows you to search for peers, teachers, groups, posts and events.
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Students, Staff and Teachers can post in the All Student group and any other group they're a member 

of.  

To post in a group, go to the group and click in the post box as shown below.  

From here you can: 

- Write a post 

- Add a poll 

- Add a photo or file  

- Add labels  

Group members get notified about all new posts via their Activity feed. If group privacy is set to 

'Private', only group members will be able to see things that get posted in the group. 

Posting

1. To post a poll, click on the poll icon. Enter  your question and add in the different options. Once a            

      user votes, they can view the percentage of votes received for each option. Users cannot change          

       their poll answer once they have voted, to eliminate vote bias.  

2. To add images or files, click on the paperclip icon. You can browse files on your computer and upload  

      JPEG, PNG, .DOCX, .XLS, XLSX, .CSV, PDF and .PPTX files 

3. To add labels to your post, click on the label/tag icon. Start typing in the label you are looking for and  

      select it from the drop down box. By adding labels, you're essentially adding a 'hashtag', and it                  

      groups your post with other content with that label. This makes your post easier to search and find      

      as it's grouped with similar content.  

4. To pin your post, you must be a Staff/Teacher or Administrator. Once you have finished posting,            

     simply click the the down arrow on the top write of corner of your post and select 'Pin post'. Only one  

     post at a time can be pinned within a group.   
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As a student you can create study groups, mentor groups and extracurricular groups and invite your 

peers to join! Staff and Administrators can also create Clubs and Societies and Student Service groups.  

Creating Groups

1. Click on the '+' icon next to 'Groups' in the left hand side menu 

2. Choose the group type you would like to create  

3. Complete the remaining steps by adding group name, profile picture, description, privacy setting,          

     contact info etc.  
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Student Service Groups are your way of connecting with Student Services at your university. Student 

services groups increase awareness of services and help staff more effectively reach students. Students 

join services to receive helpful resources during their degree. 

If you’re not always able to make it to campus, take advantage of the online support that Student 

Services are able to offer by following the pages that interest you. 

Student Services 

To find and join a Student Services page, just click on 'Discover' on the left hand side menu or type into 

the global search bar. 
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Join or create a study group for you and your classmates to get together and share ideas.  

Study groups can be public or private, and you can post notes, reflections and set  meeting times for the 

group.

Study Groups

1. You can find and join studying groups in the 'Discover' page. Simply click the 'Join Group' button! 

2. If there are no study groups relating to your study, you are able to create your own by clicking the'+'    

     symbol next to 'Groups' on the left hand side menu.  Study groups can be public or private, and you        

     can post notes, reflections and set  meeting times for the group.  

Ucroo User Guide       |       9 



You will automatically be added to your subject groups you're officially enrolled in on Ucroo.  

Subject Groups

Once you’re in a course/subject, you are able to: 

1. Post to the group (this works in the same way as the All Students group) 

3. View upcoming events 

4. Access contact information and see who else is in the group by clicking the 'Info' tab. 
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Extracurricular groups are your space on Ucroo to connect with peers on whatever topic you like. 

Take a minute to browse through the Extracurricular groups and see if any match your particular 
interests. Extracurricular groups can be for everything from a university club & society to students 
studying the same degree, to similar hobbies and interests. 

Extracurricular groups 

1. You can join public Extracurricular groups from the 'Discover' page. Simply click the 'Join'                            

     button to become a member! 

2. You can also create a new Extracurricular group if it doesn't already exist. Click the '+' icon next to        

      'Groups' on the left hand side menu. There are several extracurricular categories to choose from.          

        

  

If your group is a public group, your peers can find and join your group from the Discover page!  
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Marketplace 
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Marketplace is a great place for buying and selling secondhand textbooks and other general items. 

 You’ll find marketplace under ‘University’ on the left-hand-side menu. 

Either make a post with books you have for sale, or books you need for the upcoming term, and use 
marketplace as a way to get in touch with students who are looking for a bargain.

1. You can add an item you wish to sell by clicking the 'Sell Item' button. Include a description, price and    

      photo of your item to make it easier to sell. 

2. If there's an item you are looking for, click on the 'Want Item' button. Include the description of the        

     item and price you're wanting to pay - anyone selling that item will reach out.  


