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²ŜƭŎƻƳŜ ǘƻ ά{ǘǊƻƴƎŜǊ bƻƴǇǊƻŦƛǘǎΣ {ǘǊƻƴƎŜǊ /ƻƳƳǳƴƛǘƛŜǎέΣ                     

the Ning network for nonprofits serving rural Colorado communities.  

Stakeholders from across Colorado will use this Ning network to connect 

ǇŀǊǘƛŎƛǇŀƴǘǎ ŀƴŘ ǘƻ ŜƴǊƛŎƘ ŜǾŜǊȅƻƴŜΩǎ ŜȄǇŜǊƛŜƴŎŜ ƻŦ ǘƘŜ RPD events. 

Funders, organizations, and individuals involved in RPD will be able to 

communicate, share knowledge, and collaborate on shared interests.  

Ning will also allow RPD participants to get to know a little bit more about 

ŜŀŎƘ ƻǘƘŜǊΩǎ ǇǊƻŦŜǎǎƛƻƴŀƭ ƭƛǾŜǎ. And it will provide an easy way for 

participants to contact prospective partners from among your local 

acquaintances, just in case you lose his or her card after the conference.  

The forum section will provide a place for participants to ask questions 

and get answers from CRC staff, RPD leaders, and other nonprofit 

professionals in your region. Similarly, participants will be able to 

organize around specific needs or desires, such as carpooling, downtime 

activities during the conference, and networking meet-ups. The Rural 

Philanthropy Days team ŀƭǎƻ Ǉƭŀƴǎ ǘƻ ǳǎŜ bƛƴƎΩǎ ŎƘŀǘ ŦŜŀǘǳǊŜ ŀǎ ŀƴ 

occasional forum to answer questions about the conference and to 

collect data on how to make the conference more effective. 

A special thank you to Will Paterson and Sam Gallaher, /w/Ωǎ ƛƴǘǊŜǇƛŘ 

interns, who put together this terrific document. 

Enjoy! 

Lauren Price 
Director of Rural Outreach 



 

 HOW TO CREATE YOUR NING ACCOUNT 

Step 1: /ƭƛŎƪ ǘƘŜ ά/ƭƛŎƪ ǘƻ Wƻƛƴέ ƭƛƴƪ ƛƴ the Ning invitation from the email you received from 

invitations@ruralphilanthropydays.ning.com. It may have gotten stuck in your junk mailbox, so 

make sure you check. 

 

Step 2: Fill out invitation.  Email address (pre-populated), password, and birth date. Fill in the 

ǎŜŎǳǊƛǘȅ ǿƻǊŘǎ ǘƘŜƴ /ƭƛŎƪ ά{ƛƎƴ ¦Ǉέ. 

 

mailto:invitations@ruralphilanthropydays.ning.com


 

Step 3a: Create your profile. Full name, gender, and country, zip code. Click 

Join. 

 

¢ƘŀǘΩǎ ƛǘΗ You are now a member of Ning and the group ά{ǘǊƻƴƎŜǊ bƻƴǇǊƻŦƛǘǎΣ {ǘǊƻƴƎŜǊ 

CommunitieǎΥ wǳǊŀƭ tƘƛƭŀƴǘƘǊƻǇȅ 5ŀȅǎέΦ ¸ƻǳ ǿƛƭƭ ǊŜŎŜƛǾŜ ŀƴ Ŝmail confirmation containing 

links to invite more members, add content to your profile, add a photo to your profile, and 

send a twitter announcement.  Your screen should look something like this:  

 



 

THE FORUM FEATURE 

Now that you are a member you can participate in forum discussion. The following directions 

will walk you through the steps to create and participate in a forum.  When you are finished 

with these directions you will be able to add a new discussion on the Forum, edit the 

discussion, add ŦƛƭŜǎΣ ŀƴŘ ǊŜǇƭȅ ǘƻ ȅƻǳǊ ŀƴŘ ƻǘƘŜǊǎΩ ŘƛǎŎǳǎǎƛƻƴ ǇƻǎǘǎΦ  9ƴƧƻȅΗ  

Step 1A: Creating a discussion on the Forum. Click the Forum tab at the top of the page.  

 

 

 

 

 

 

 

 



 

Step 1B: Creating a discussion on the Forum. Have something new to ask or 

say? /ƭƛŎƪ ά!ŘŘ ŀ 5ƛǎŎǳǎǎƛƻƴέ. 

 

 

 

  



 

Step 2A: Defining your Discussion. Give your Discussion a descriptive title. 

IŜǊŜ ǘƘŜ ǘƛǘƭŜ ƛǎ άCǊŜŜ ǘƛƳŜ ŀŎǘƛǾƛǘƛŜǎ ŀǘ wt5έ. 

 

 

 

 

 

 

 

 

 

 

 



 

Step 2B: Defining your Discussion.  Describe the discussion you want to 

have. I have defined my discussion with a question άIƛΣ ǘƘƛǎ ǿƛƭƭ ōŜ Ƴȅ ŦƛǊǎǘ wt5 ŜǾŜƴǘ ŀƴŘ 

I wanted to know what other visitors will be doing in their free time and how to meet up with 

ȅƻǳΚέ 

 

 

 

 

 

 

 

 

 

  



 

Step 2C: Defining your Discussion.  Add search tags.  Tags are useful when 

there are many discussion posted on the site and will help others users search for discussions 

they may be interested in. Here I have put in άwt5Σ ŦǊŜŜ ǘƛƳŜΣ ƴŜǘǿƻǊƪƛƴƎέ as the tags for this 

discussion.  

 

 

 

 

 

 

 

 

 



 

Step 3A: Attach File(s). Attach any files which may help aid discussion 

όŀǊǘƛŎƭŜǎΣ ǇƛŎǘǳǊŜǎΣ ŜȄŎŜƭ ŘƻŎǳƳŜƴǘǎ ŜǘŎΦύΦ  CƛǊǎǘ /ƭƛŎƪ ά.ǊƻǿǎŜέ and then find the file.  For this 

ŘƛǎŎǳǎǎƛƻƴ άCǊŜŜ ǘƛƳŜ ŀŎǘƛǾƛǘƛŜǎ ŀǘ wt5έ ƛŦ L ƘŀŘ ŀƴȅ ƛƴŦƻǊƳŀǘƛƻƴ ŀōƻǳǘ ǘƘŜ Ƙƻǎǘ ǘƻǿƴΣ 

restaurant review, etc. it may give ideas for the discussion. 

 

 

 

 

 

 

 

 



 

Step 3B:  Attach File(s). Want to add a file to your post? .Ŝƭƻǿ ǘƘŜ ΨǘŀƎǎΩ 

line, ŎƭƛŎƪ ƻƴ Ψ.ǊƻǿǎŜΩΦ ¢ƘŜƴ ǳǎŜ ǘƘŜ ǊŜǎǳƭǘƛƴƎ ǿƛƴŘƻǿ ǘƻ Ŧind the source of the file, select the 

file, and then ŎƭƛŎƪ άƻǇŜƴέ 

 

 

 

 

 

 

 

 

 



 

Step 3c: Attach File(s). The path to the file will now appear in the display 

ƴŜȄǘ ǘƻ ά!ǘǘŀŎƘ CƛƭŜόǎύέ 

 

 

 

 

 

 

 

 

 

 

Step 4: CƛƴƛǎƘ ōȅ ŎƭƛŎƪƛƴƎ άAdd Discussionέ.  



 

 

 

 

 

 

 

 

 

 

 

Step 4B: Review the Discussion.  First from the Forum home page (click the Forum tab at the 

top of the NING page) click the title of the Discussion you just posted. Circled below is where 

you will find the files you uploaded. 



 

 

 

 

 

 

 

 

 

 

Step 5: Administration.  hƴŎŜ ȅƻǳ ŎƭƛŎƪ ά!ŘŘ 5ƛǎŎǳǎǎƛƻƴέ ǘƘŜ ŘƛǎŎǳǎǎƛƻƴ ƛǎ ǇƻǎǘŜŘ ŀƴŘ ȅƻǳ ƘŀǾŜ 

various options as the administrator of the post.  

1. Edit Discussion 



 

a. This will take you back to the definition screen.  Instead of 

ŎƭƛŎƪƛƴƎ ά!ŘŘ 5ƛǎŎǳǎǎƛƻƴέ ǿƘŜƴ ȅƻǳ ŀǊŜ ŦƛƴƛǎƘed you will ŎƭƛŎƪ ά{ŀǾŜέ 

2. Close Discussion 

a. This will keep the discussion open for users to read but closed for further replies 

3. Edit your Tags 

a. LŦ ȅƻǳ ŘƛǎŎƻǾŜǊ ȅƻǳ ƴŜŜŘ ƳƻǊŜ ƻǊ ƭŜǎǎ ǎŜŀǊŎƘ ƻǇǘƛƻƴǎ ƪŜȅ ǿƻǊŘǎ ŎƭƛŎƪ ά9Řƛǘ ¸ƻǳǊ 

¢ŀƎǎέ 

4. Delete Discussion 

a. Remove the discussion from the NING site. 

 

 

 

Step 6A: Replies. When a reply is made to your forum post, you will receive an email. You can 

also check clicking on the Forum tab at the top of the page as you did to start the discussion 

process and you will see the number of replies.  Below, this discussion has 1 reply. If you wish 



 

ǘƻ ƻǇǘ ƛƴ ƻǊ ƻǳǘ ƻŦ ǊŜŎŜƛǾƛƴƎ ŜƳŀƛƭǎΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ΨCƻƭƭƻǿΩ ƭƛƴƪ όάCƻƭƭƻǿ ς 

9Ƴŀƛƭ ƳŜ ǿƘŜƴ ǘƘŜǊŜ ŀǊŜ ƴŜǿ ŘƛǎŎǳǎǎƛƻƴǎέύ 

 

 

 

 

 

 

 

 

Step 6B: View Replies. Click on the title of the discussion you want to open. 



 

 

 

 

 

 

 

 

 

 

 



 

Step 6C: View Replies. The Reply will be at the bottom of your original post. 

 

 

 

 

 

 

 

 

 

 


