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Action Hampshire’s Basecamp account | |
How to get the most out of it

Getting started and signing in

Ask your contact at Action Hampshire to set you up on Basecamp

e You'll get an email with instructions for how to complete your account set-up

e Then... go to https://basecamp.com/ and sign in

@ Basecamp: Project Management X | |

< @)

21 httpsy//basecamp.com

Basecamp is the premier project management + internal communication tool for remote WFH teams worlu: vide.

pport Tryi. FREE

The All-In-One Toolkit for
Working Remotely.

Before Basecamp: You're wondering how you'll quickly transition your team to remote
work. People are stressed, work feels scattered, projects are slipping, and it's tough to
see + manage everything. After Basecamp: Soon you'll be feeling like “hey, we got

@ Basecamp

How itworks Before & after Gotclients? Pricing S

this”. Everything will be organized in one place, your team will be working together
(even though they're apart), you'll be on top of things, and a sense of calm will set in.

Give Basecamp a Try

3,755 companies signed up in the last week alone!

Enter your email address Then enter your password
and click ‘Next’ and click ‘Log in’

Log in to Basecamp

Log in to Basecamp
3 Sign in with Google

& sign in with Google
Or, use my email address Or, use my email address
Email or username

Email or username
k.g. julie@widgetco.com

kevin.sawelsaase
Password
Next

Eorgot your password?

Forgot your password?
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Trouble with logging in?

If you’ve forgotten your password

e Click the ‘Forgot your password?’ link on the log-in screen

Can’t remember what email address you signed up with?

e Ask your Action Hampshire contact to send you a reminder

What the Basecamp front screen looks like

@ Home x |+
& (@] (31 httpsy//3.basecamp.com/3762948/ =

@ Basecamp AHome "™yPings (aHey! @ Activity O Mystuff Q Find R OFF v"
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Jump to a team or project...

Press Ctrl+J to quickly jump to a project or team from anywhere.
Action Hampshire

Action Hampshire HQ
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C3 You're using Basecamp for Non-profits. .

Basecamp splits things up into “‘Teams’ and ‘Projects’. Action Hampshire staff have
set up various Teams and Projects, and you’ll be able to see the ones you've been
given access to. Click on a Team or Project to get started.

On the next page you'll see the different features within a Team or Project. This
guide won’t cover all the features, just the ones we use the most.

The Basecamp website shows how to use all the features, if you’re interested:

https://basecamp.com/features
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A quick tour of the Team home page

& Warm Hubs x 4+ X
< (@) 41 https://3.basecamp.com/3762948/projects/7186281 [} = Guest (@) -
@Bmcamp A Home WPings (@Hey! @Activiy O Myswi C Find ‘1
Warm Hubs
.

Docs &Files

ideas,
and keep feedback

Schedule Automatic Check-ins

Setimpo
wehedule.

cribe
n Google Cal. iCal, or Out

Click here for the Message Board — we’ll look at this feature first

The Message Board is where you can post a question or announcement, and
reply to what other people have written

Then we’ll cover the Docs & Files storage area

Docs &Files
[ ]

You can share documents here —
policies, guides, images, whatever you like

Finally, we'll take a look at the Campfire

The Campfire is for quick queries

or announcements that don’t need
to stay visible for the long term

We don’t use the other tools very often, but see the Basecamp website for more info
https://basecamp.com/features
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Starting a discussion in the message board area

Click here to post a new message Click here to go back to the Team
front screen (on the previous page)

@ Message Board = X
< G A hitpo\/3.basecamp.com/3762948/buckets/7186281/messag ¥ ((ouest 8
@ Basecamp Ay Home ‘i
i Test message
~— Kevin Sawers - 9:04am — Test
Then put a title for your message and say what you want to say!
B ® Newmemage - X
&~ G ) https://3.basecan\ycom/3762948/buckets/7186281/message_boards/9995586§2/messages/new Q = Guest (@) -
@Basecamp RHome Mypings G Hey! ©Activiy N Myswf O Find ‘.l-
Warm Hubs » Message Board
When | post this. these 2 people will be notified. Chanse...

You can do some formatting on your message — e.g. bold, italics, internet links — but
it's fine to start simple and experiment as you get more confident with the system.

Finally, click ‘Post this message’ (circled red) or ‘Save as a draft’ and finish it later.
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Replying to messages

From the Message Board front screen, click on the message you want to reply to

B © MessageBoard x |+ - X
<~ C ) https://3.basecamp.com/3762948/buckets/7186281/message Jfoards/999558672 = Guest (@
@ Basecamp A Home W™ Pings © Activity @ Mystwf  Q Find b"

Warm Hubs

Message Board Allmessages 2

Then click in this box
\

E © Testmasage x |+ - X
(5 C £ https://3.Nasecamp.com/3762948/buckets/7186281/messages/3621791327 = Guest &
@ Basecamp A Home WyPings AHey! @ Activity @ Mystuff Q Find b"

Warm Hubs > Message Board

est message

Kevin Sawers
9:04am - Notified 2 people
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Replying to messages
Finally, type your message and click the green ‘Add this comment’ button

\ /

E ©® Testmessage x N+ - X

< @] ) https://3.baseca
) Basecamp

.com/3762948/buckets/7186281/messages/3621791327
R Home pPings GdHeyr Qactiviy Omyswi Arfld ‘i

Warm Hubs > Message Board

Test message

§ x=
o

Discuson

Your comment will then appear, as in the picture below.

You can go back to the Message Board front screen by clicking here

E © Testmasage x |+ - X
(5 C ) https://3.basecamp.com/3762948/buckets/7186281/messages/3621791327 = Guest &
@ Basecamp ArHome "yPings  J Hey! D Actiity @My stuff  Q, Find “'

Warm Hub

Test message

¥
Kevin Sawers

b‘ 9:04am - Notified 2 people o

Test

o Comment
o

Kevin Sawers, Community Buildings and Enterprise Officer
o Reply goes here

&
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‘Boosts’ — for quick comments

Boosts are a handy way of saying “Thank you’, ‘| agree’ and so on, without posting a
whole new message and cluttering up the discussion.

Click on the little rocket picture — here for the original message and here for the reply
/

B © Testmessage x |+ - X
< C & https://3.basecamp.com/3762948/buckets/7186f[81/messages/3621791327 = Guest (@
@ Basecamp A Home Pings &2 Hey! © Activity (D My Stuff Q, Find b"

Warm Hubs » Message Board

Test njessage

¥

& Kevifl Sawers o
W 9:Qflam - Notified 2 people

o Comment
»

Kevin Sawers, Community Buildings and Enterprise Officer
N Reply goes here

: @

' -

I've typed ‘Well said’, then | just click the green tick symbol and my Boost will appear

\ /

B © Testmessage % |+ - X
< C &  https://3.ba\ecamp.com/3762948/buckets/7186281/messages/3621791327 = Guest (@
@ Basecamp A Home M™ypings (aHey! @ Bftivity O Mystuf Q Find b"

Warm Hubs > Mfssage Board

\est message

Kevin Sawers
9:04am - Notified 2 peoply

Kevin Sawers, Community Buildings and Enterprise Officer
N Reply goes here
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Managing notifications

By default, Basecamp is set up to send you an email every time someone posts a
message in a group you're part of. This might be a bit overwhelming, so you can
either turn off the email notifications completely or control when you get them.

Click on the 'Home' button near the top of the screen

AN

E © Testmasage x |+ - X
(5 @] ) https://3.basecamp.com/3762 M/buckets/7186281/messages/3621791327 = Guest @
) Basecamp Pings (@Heyl @ Activity ©Mystwf Q Find 4
Warm Hubs » Message Board
Kevin Sawers
“ 9:04am - Notified 2 people o
Test
b well s B
“' Well said 43
o Comment
‘ Kevin Sawers, Community Buildings and Enterprise Officer
- Reply goes here oy
: @
' -

Then click on your picture at the top-right — see the red circle.
If you haven’t chosen a picture to represent you, it will just display your initials here.

& Home x 4+ — %
< &] 5 https://3.basecamp.com/3762948/ &= @
@ Basecamp A Home M™yPings (aHeyl @ Activity O Mystuff Q Find RCFF ‘l'

Jump to a team or project...

Press Ctrl+] to quickly jump to a project or team from anywhere
Action Hampshire

Action Hampshire HQ
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C3 You're using Basecamp for Non-profits.
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Managing notifications

When you click your picture or initials, a white box of options will appear.
Click on ‘Change your notification settings’. (To choose a picture, click ‘My profile’.)

~.

E | © Home x |+ — x
(5 C ) https://3.basecamp.com/2762948/projects 7= Guest (&
@ Basecamp A Home MyPings @& Hey! ivity @ Mystuff Q Find ,.J;

Jump to a team or project... Notifications are on

You're set to receive email notifications far
everything betwsen 9am and 5pm,
Monday through Friday.

Press Ctrl+) to quickly jump to a project or team from anywhere.

Action Hampshire

Action Hampshire HQ

Company-wide announcements
)L- Action and stuf everyone needs ta Change your notification settings
~F Hampshire know: .
-
000200
Personal Settings
+ New Teams My profile (avatar, title, password, etc)
My devices (Get our free mabile apps)
AH Commercial Services AH Digital Comms CBTU cohort 2020

Log out

There are several options on this screen (including some not shown below). You
can control when and how you get notifications of new messages.

You can get an email notification for everything, which means you won'’t miss
anything. But you might want to restrict when you get these emails! Here’s how:

B @ Notifications Settings x |+ - X

< C ) https://3.basecamp.com/3762948/my/notifications/settings/edit ¥= ( Guest G
g -

@ Basecamp A Home -.J Plngs oHey! © Activity @ Mystwf  Q Find 4
. Campfire, and Heyl notification wha
Bc-.,n,:;cu ur browser.
You can also get notifications/alerts from Basecamp on your phone or tablet. Download our
free app for iOS or Android
When?

() Always! 24/7/365 no matter what.

o Work Can Wait! Only during my work hours...

We' summarizing everything that happened
Save my settings

The options shown will mean you get an email every time something happens on
Basecamp, Monday-Friday from 9 to 5. You'll also get a catch-up email at 9 am
each weekday morning. To change this, just select the options you want and click
‘Save my settings’.

For example, if you go for 10-11am, Mon-Fri then you’ll get a catch-up email at 10am
each weekday and another email for every message posted between 10 and 11. Or
you could set it so you get notifications all afternoon on Tuesday and Thursday.
Whatever suits your pattern of work.
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Notification emails — be careful when replying to them

You can reply to these notification emails as a quick way of posting a reply to the
message that triggered the notification. This is handy — it saves going to the
Basecamp website and logging in.

Here’s what these emails look like and how you can tell it's from Basecamp:

H % L AR Re: (Community Buildings ) Music Licensing - Message (HTML) ?EH - O X
MESSAGE

7 -] g - ~ <7
 Ignore x L n Mecting Safeguarding -.. =3 To Manager ¥V 7 Rules I:I £ hY = | g a& % Find Q
EJ Team Email v Done B OneNote [E) Related -
Delete  Reply Pep\ Forward - —| Move __ Assign  Mark Categorize Follow  Translate Zoom
&g Junk - o F@More~  |€ Reply & Delete ¥ Create New ST Bactons poners nremt s s Select~

Delete Respon

Quick Steps [F] Move Tags ] Editing Zoom ~

(Basecamp) <notifications@3 basecamp.com>

e: (Community Buildings ) Music Licensing

To  Kevin Sawers

| hope you have picked up the notes posted yesterday whiciNghould help you o answer questions from hall committees.
An additional note from PRS:

"The community building will require a licence if use of music is inclu
Licence) will be required from a separate PRS for Music team. The link

within the activity/on demand on a Zoom webinar. A LOML (Limited Online Music
ow provides the details of what is covered by LOML and details for applications.

httpsAwww prsformusic.comficences/using-music-onlinedimited-online-musicXgence

https//wmww.prsformusic. com/Jmedfafﬁles/prs—a’or—musfcﬂfcensfnq/om‘me—ﬁcensfnq)%([ed—om‘me—mus#c—fﬁc& nce-guide-2021.pdf "

@ ‘You can reply to this email or respond in Basecamp.
N

A link to the message on The email address and title show it

the Basecamp website came from Basecamp — look out for this
(Community Buildings is the name of the
group this message was posted in)

If you reply to this email, your message will be posted on Basecamp as a reply to the
message that triggered the email notification. So:

e Everyone in the Basecamp group will see what you’ve written — don’t post
anything you’d rather keep private.

e Don'’tinclude a long email signature as this really clogs up the message board
discussion. It's usually best to delete your signature completely.

Remember: by replying to a Basecamp notification email, you are posting in
the message board discussion for everyone to see. You aren’t replying
directly to the person who posted the message!
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Documents and Files area

Docs & Files

From the Team front screen, click on Docs and Files.

Share docs, files, images, and
spreadsheets. Organize in
folders so they're easy to find.

You will then see a screen of documents and
maybe also folders looking something like this.

B | @ Notifications Settings X | 4@ Docs &Files x |+ = b3
L= () & https://3.basecamp.com/3762948/buckets/3844541/vaults/535360989 7=
@ Basecamp A Home "™ Pings @Hey! © Activity (D My Stuff Q, Find b"
Community buildings
+ new. Docs & Files
FOLDER: CCTV FOLDER: Covid-19 FOLDER: District
sample docs networking
Crowdfunding - resources
the basics.docx
[ ]
and 1 more and 2 more = e
#
FOLDER: Village o =
Hall Information
Sheets T
Fundinﬁ list for Hiring charges Insurance - covid- <

Click on a document, then click ‘Download’ to download the file and use it yourself

|

B | @ Notifications Settings X @ Crowdfunding - the basicsdoox X | =+ = b3
L= () ) https://3.basecamp.com/3762948/buckets/3844541/uplogds/951987610 o=
@ Basecamp A Home "™ Pings Hey! © Activity (D My Stuff Q, Find b"
Comnfunity buildings » Docs & Files

Crowdf nding - the basics.docx

aevin s. - March 7, 2018 - 51.4 KB

Download - Beplace with a new version

Notes:
A short guide to crowdfunding for community halls and centres

Discussion

»

<
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Finally, let’s look at the Campfire area of Basecamp. We don'’t use
this often, but it's handy for posting quick messages that won'’t be
relevant in the future. If you need something quickly and think people
in the group might be able to help, posting in the Campfire could be

Campfire

the thing to do.

Here’s what the Campfire looks like before anyone has posted there

B | @ Notifications Settings X | @ Campfire x |+ - X
(5 @] ) https://3.basecamp.com/3762948/buckets/7186281/chats/999558668 = Guest @
@ Basecamp A Home MyPings &Hey! © Activity ©Mystuff  Q Find hi
Warm Hubs
Campfire
Gather ‘round the Campfire
This is the best place to hash things out quickly, throw links and images back and forth, think out loud,
share news, riff, and chat in real-time with your team.
Start by saying “Hi!” to your team (everyone will be notified that you're chatting here).
e
. Crowdfunding - the..do..
Open file Show all X
. . . )
And this is what it looks like once it's been used. Post your message here
B | @ Notifications Settings X | @ Campfire x |+ - X
(5 @] ) https://3.basecamp.com/3762948/buckets/7186281/chats/999558668 g= [ Guest @
@ Basecamp A Home MyPings ‘?Heyt © Activity ©OmMystuff QA HA"
Warm Hubs
Campfire
Today
2:27pm Me H
Let's chat around the Campfire! “wggr
o
. Crowdfunding - the..do.. p—

Open file




