
MahiTahi LG Collaboration Portal

ENGAGE
with your peers in other councils

SHARE
resources – files, ideas, projects

COLLABORATE
on documents in real time

INITIATE
partnerships

BENEFIT
from others’ experience and reduce duplication

Accessing the Collaboration Portal

EMAIL YOUR
REQUEST TO JOIN

RECEIVE
INVITATION

SIGN IN ACCESS IN
TEAMS

Email your request to join the
Collaboration Portal to

support@boplass.govt.nz

Once you have been added
to the Collaboration Portal
directory, you receive an
automated email from

Microsoft Teams

Follow the prompt in the
invitation email and sign in
using your O365 credentials
(usually your council email

address and password)

Access the Collaboration
Portal at any time from either

the Teams App or
online

https://teams.microsoft.com



Following channels of interest
2. If you do not see Collaboration
Portal on the list of teams, make

sure it is selected here

3. To follow a channel,
open the list of all available
channels and click ‘Show’

next to a channel of
interest to display it at the

top of your list

1. Look for the
‘Collaboration Portal’ in

the list of teams

4. From ‘More options’ (…)
next to a channel you are
following, you can select
‘Channel notifications’ to

customize the notifications
settings

Collaboration Portal
channels

Finding your way around
Search for messages and

people. See available
commands by typing ‘/’.

Switch between
functions and see your

notifications

Click profile icon to open
the personal dashboard and

change your availability,
theme, notifications

settings, etc.
Each channel has three default tabs -

Posts, Files and channel-specific
Projects. To request new tabs, contact

support@boplass.govt.nz

Microsoft help, training
and updates information

Start a private chat



Posts

Format your post, mark
it as important, add a
subject, turn it into an

announcement

Start a video meeting,
invite attendees and
share your desktop

Use @mention for the
specific people to get
notified about your

post. Use @channel so
that everyone who is
following the channel

gets notified about
your post.

Attach a file from your
computer or a file that is
already uploaded to the

Collaboration Portal

‘Posts’ is the first default
tab in each channel

Files – share and collaborate
Create, upload and co-author documents in real time

Right-click on a file
name to access editing

options

Editing in desktop app
locks the paragraph you
are editing so others
working on the same
document  cannot
overwrite your changes
while you are typing.

Open in
SharePoint to

search for files.



LG Projects - search, add, edit
Filter projects by

channel, status, council
or contact person

Add a project that is not
listed yet

Scroll to view more
columns

To view, add and edit LG
projects, open the

‘2 ALL PROJECTS’ channel > ‘All
Collaboration Projects’ Tab

Support and Requests

Should you have any questions, comments or
requests, please feel welcome to reach out

EMAIL YOUR
REQUEST

to
support@boplass.govt.nz


