
AAOE Collaborate
Quick Start Guide

Quick Links

• Receiving Collaborate emails

• Signing in to Collaborate

• Updating your profile

• Updating your email notification settings

• Join the conversation!

Other questions? Contact AAOE member services at 800-247-9699 or info@aaoe.net



Whitelist Collaborate emails to ensure they go into your inbox

Collaborate emails not showing up in your inbox? Check your junk, spam, and clutter folders. If it’s not in one 
of those folders, contact AAOE member services at 800-247-9699 or info@aaoe.net

To whitelist Collaborate emails to ensure they go into your inbox each time, follow the steps below. 

1. Open up a Collaborate email. 

Under the Message tab, click Junk 
and select Junk E-mail Options 
from the dropdown.

2. Go to the Safe Senders 

Tab, then click Add.

3. Type in the Collaborate 

email address extension: 
@ConnectedCommunity.org
and click OK.

4. Click OK, and you’re set!

mailto:info@aaoe.net
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Create a rule in Outlook to manage Collaborate emails

Back to top

1. Open up a Collaborate email. 

Then in the Message tab, click 
Rules. Then click Create Rule.

3. Select “with specific words in 

the recipient’s address. Then click 
on “specific words” and add 
“@connectedcommunity.org”

2. Click Advanced Options

4. Click on “specific words” 

and add 
“@connectedcommunity.org”

5. Click OK. Then click Next.



Create a rule in Outlook to manage Collaborate emails
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1. Select “move it to 

the ____ folder” (you 
might see the name 
of a different folder 
here)

2. Click the blue 

text of the name 
of the folder that 
appears. 

4. Name your new folder.

5. Click OK. Then click Next.

3. Click New (unless 

there’s an existing folder 
you want to send 
Collaborate emails to.



Create a rule in Outlook to manage Collaborate emails
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1. Click Next again 

until you see this 
screen.

2. Select both of these 

boxes if you’d like to turn 
on the rule and run it on 
messages already in your 
inbox.

3. Click Finish, and you’re set!



Sign in to Collaborate

1. Go to collaborate.aaoe.net/home and 
click Sign In at the top right of the 
screen. This will take you back to 
aaoe.net. You must use your aaoe.net 
member login credentials to sign in to 
Collaborate.

2. Enter your username and password, and 
then you will be taken back to the 
Collaborate site to the Rules & Etiquette 
page. Click “I Agree”. You must agree in 
order to post to Collaborate.
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Update your profile

1. Click Get Started

Note: Collaborate pulls your information 
from your aaoe.net membership profile. 
Some profile fields can only be updated in 
aaoe.net. 

2. Add your picture, 
interests and hobbies, 
a bio, and more to help 
members get to know 
you better! 
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Update your email notification settings
1. In your profile, go to My Account.
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2. Turn on “yes” if you 
want email 
notifications.

3. Choose your email notification frequency 
(real time, daily digest, plain text, or no email)

4. Set up a weekly 
digest by checking the 
Consolidated Weekly 
Digest box and then 
selecting the day of 
the week you want it 
delivered.



Join the discussion! Posting in Web Version

1. Navigate to your Community. Then, 
either start a new discussion thread by 
clicking Add or join an existing discussion 
by clicking the green discussion title. 
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Note: You can post or respond from the 
web version or through your email 
notification. 

2. Click Reply to Discussion to “reply all,” 
or click Reply to Sender.*

*Reply to Group if your response would 
provide valuable information for all 
discussion participants. Reply to Sender if 
your response only applies to that sender 
and isn’t needed in everyone’s inbox.



Join the discussion!
Responding From Email

When you receive a Collaborate email 
notification, you can reply directly through 
email. Click Reply to Group or Reply to 
Sender.*
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*Reply to Group if your response would 
provide valuable information for all 
discussion participants. Reply to Sender if 
your response only applies to that sender 
and isn’t needed in everyone’s inbox.


