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Access 
Member: A member is someone who can read, write and update files. A member can also add 

new "visitor" users. 

Visitor: A visitor is someone who can read all files and contribute to the discussions. 

Site Owner: The County of Simcoe is the site owner 

Log In 
To Login to the site: 
  

1. Go to: https://partner.simcoe.ca/sites/cdp/  
2. Enter your Login and Password 
3. If this is your first time login in, select “External Partner Sign In”: 

 
  

4. If you experience any issues please reach out to Victoria Chapman at: 
victoria.chapman@simcoe.ca 

  
 
 
 
 

https://partner.simcoe.ca/sites/cdp/
mailto:victoria.chapman@simcoe.ca
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Definition and Content Management 

Homepage 
The Homepage will allow you to see a snapshot of the content recently added, and featured 

resources. You will be able to access the site content by clicking on Resources, Photos, 

Discussion Board, Useful Websites, and Calendar on the top left hand side of this page. 

 

Resources 
This section is a repository of resources meant to be shared with all of the Simcoe County Data 

Consortium members and users.  

Note: Depending on your permissions, you may be able to upload a file, but before any file is 

shared with the community, it will require approval by the site owner 
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To upload a file 
1. Go to "+New" upload the file 

 

 

2. A window will appear 

 

3. Choose a file 
4. Choose a folder 
5. In “Version Comments”, enter the file name and description, if applicable 

OR 
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Drag and drop the file from your desktop to the repository 
 

 

 To create a folder 
1. Click on More, the “Files” and “Library” tabs will appear 

2. Click on the “Files” tab, a menu will appear 

 

3. Select “New folder” 
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4. A window will appear, enter a name 
5. Click on “Create” 
6. Drag and drop the files already uploaded in the newly created folder 

 

Photos 
This section is a repository of photos meant to be shared with all of the Simcoe Data 

Consortium members and users.  

Note: Depending on your permissions, you may be able to upload a file, but before any file is 

share, it will require approval by the site owner 

To upload a file 
1. Go to "+New" upload the file 
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2. A window will appear 

 

 
3. Choose a file 
4. Choose a folder 
5. In “Version Comments”, enter the file name and description, if applicable 

OR 
Drag and drop the file from your desktop to the repository 

 

Discussion Board 
This discussion board is a space to ask questions, post ideas and share knowledge.  

All site users have the ability to contribute to the discussions. We encourage you post content.  

To create a new discussion 

1. To create a new discussion, click the [new discussion] link  
2. Be sure to click “I am asking a question and want to get answers from other members” if 

you would like other visitors to respond to your questions 

To reply to an existing discussion 

1. To reply to an existing discussion, click on the discussions heading and from there you 
will be presented with a [Reply] link. 

Useful Websites 
The “Useful Websites” section is used to share links of useful websites for Simcoe County Data 
Consortium members and users.  
Depending on your permissions, you may be able to add your own links to the list.   
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1. To add a new link, simply select the [new item] link  

 

2. Add a Title, the website hyperlink, and a description if applicable 

 

3. To edit an existing link, select the   icon to the left of the link 
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Calendar 
This calendar is used to post important items such as meetings, events, conferences and more.   
Depending on your permissions, you may be able to add items to the calendar.   
 

1. To add items, simply hover over a specific date and click on [+ Add]. The following 

window will appear: 

 

2. Enter a Title, Location, start and end time, description and select a category. 
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3. To edit an existing item, click on the item and you will be presented with the items 
properties to update 

 

Note:  Calendar can be shared with other contacts. To do so, double click on the event, then 
click on “shared with”, and add a person’s email address.  
Events can also be exported in Outlook. To do so click on the “Custom Commands”, and 
“export”. 
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Manage Users 
Only an employee with a member status will be able to manage users. A member will be able to 

add new "visitor" users.  

To add a new user 
 

1. To add a new visitor, select “ Add Community Partner (Visitor)” 

 

 

2. Complete the information using the new user email as a username: 
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3. The new user will receive the following email: 

 

 

Managing Alerts 
Note: This option may not appear for all users 
 

1. Go to Resources, and/or Photos, and/or Discussion Board, and/or Useful Websites, 
and/or Calendar 

2. On the top left corner click on “Alert me when documents are changed or added” 
 

 
 

3. Select your alert preferences 
4. Click [OK] 

Note: To manage all alerts - Go to "Manage Alerts" and add the ones you want 
 

Contacts 
Please email Victoria Chapman at: victoria.chapman@simcoe.ca if you have any questions. 

 

 

mailto:victoria.chapman@simcoe.ca

