
 
How to use Community of Practice (CoP)  

Step-by-step guide 
 
 
Transforming Adult Social Care has set up its own community on CoP called ‘Outer NE London Transforming 
Adult Social Care Community’ for you to learn about the Transforming agenda, share resources, ideas and 
innovative solutions and be part of the way services are delivered in the future.  
 
This step by step guide will help explain how to use and navigate through CoP.   
 

- 
STEP 1 - REGISTER 

 
 Go to http://www.communities.idea.gov.uk and select the “Register” button 

 
  

 
 
 
 
 
 
 
 
 
 
 
 

− Accept the terms and condition and continue through the steps to complete and submit your 
profile.  

 
− An email will be sent to you to confirm your registration. 

 
− To confirm your registration you must click on the link sent to your email address.  

 
 
 If you are already a member of CoP enter your e-mail address and password and select "Sign in". 

 
 
 
 
 
 
 
STEP 2 - FIND AND JOIN COMMUNITY  
 
 Select “Communities” at the top of the homepage and you will be taken to a list of existing communities.  

 
 
 
 
 
 
 
 Search for our community: ‘Outer NE London Transforming Adult Social Care’ 

 

http://www.communities.idea.gov.uk/


For more in depth discussion on specific aspects of transforming like Self Directed Support (SDS), 
practitioners/managers/other local authority staff can join (by request) to the ‘Outer NE London SDS 
Community’.   
 
 

 Select the “Apply to join” button – as this is a private community, we will have to approve your 
application. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 You will receive notification of acceptance via an email – once approved, it’s yours to own! 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



STEP 3 - GET TO KNOW COP  
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5. Wiki 
Allows you to add and edit content 
collectively. You can post a 
document for other’s input or 
amend existing documents.  
 
 
 
 
 
 
 

1. Forums 
Where you can ask questions, post 
information or respond to other 
members' posts. Forums are the 
best way for new members to get 
involved 
 
 
 
 
 
 
 

2. Events 
See what events are happening and 
promote relevant upcoming events 
or meetings 

 
 
 
 

3. Members 
Find out who is part of our CoP 
 

8. Poll 
This allows you to express your view 
 
 

4. Library 
Allows you to upload, share and 
track documents. 
6. Blog 
An online journal or diary that 
others can comment on or you can 
create your own.  
7. Search  
Allows you to search for 
documents, wikis, blogs and events 
in our CoP 
on questions  
 

10. Active Users 
See who is online with you 
11. Sub-communities 
These communities that have been 
set up for a specific aspect of the 
main community.  
9. Tags 
Shows you all the items under a 
particular tag.  
Tags are like keywords, but have 
been chosen by you and the 
community. 



STEP 4 - DON’T FORGET TO…. 
 
Set up your profile 
 
Here you will be able to edit your personal details including your profile, picture, password and email address. 
 
 Once you have registered and signed in, select “My home” on the top banner and then “My profile” on 

the blue banner.   
 
 Select “Edit my profile” and click on the “+” buttons to expand and amend your details.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Remember to select "Save” when changes have been made. 

 
 
Sign up to alerts  
 
You can set up email alerts so when new content is created or posted you automatically receive a direct email 
to your inbox.   
 
 Select “My home” on the top banner and then “My alerts” on the blue banner.   

 
 Choose the frequency of your email alerts from the drop down list. 

 
 Click “Save email frequency settings” in the right hand navigation bar. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Find people  
 
CoP is a great way of putting you in touch with people and expertise.  
 
 Click on “People finder” on the top banner of the homepage.   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
CONTACT US 
 
For more help or support with CoP  

 

 
 
 
 
 
 

 
 
 

 
  transformingsocialcare@redbridge.gov.uk
 

  

You’re ready to use CoP – now it’s yours to own 
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