
You submitted a communications request, now what? 
1. When you submit a request, it doesn’t automatically upload into 

Active Collab. Your email submission is a notification, which 
alerts the communications department of a pending project. 

2. Once your emailed form is received, the communications 
department takes care to process the request as quickly as 
possible 

3. Once the communications department begins processing your 
request, you will receive email notifications as your project gets 
established in Active Collab and tasks are assigned 

 
How do I access Active Collab? 

1. WOL Website: via wateroflifecc.org/form 
2. Directly: via our secure portal at wolcc.manageprojects.com 
3. Email: You can click on the link inside Active Collab email 

notifications to be redirected to the site.  
 
Tip: The direct url to the secure portal is mobile friendly and is 
compatible with your mobile devices 

 
How do I see what projects I am apart of? 

1. On the homepage you will see recent activity on the left-hand 
side. On the right-hand side you will see a section labeled “My 
Projects”. 

2. The “My Projects” section will show you your most current and 
active projects 

3. Within the “My Projects” section, click on the project title to 
access the project landing page. The project-landing page is 
where you can see an overview of project activity as well as a 
reference of your original request. 

4. On the bottom of your project-landing page, you can see every 
person who has access to your project. 

 
How do I review project tasks? 



1. Within the project landing page, click on the task tab located on 
the top of the page 

2. Once on the tasks page your initial view will be determined by 
which filter you have selected on the page 

3. How do you change filters? Above the task list there is a white 
box, which enables you to filter the task list by status  
 
Tip: Our preferred filter is “All Tasks”. The All Task filter shows 
you every task created on a project, opened or closed. Closed 
Projects have a strikethrough line in them.  
Tip: Do not leave comments in closed tasks.  

 
How do I read the task page? 
Once you’re on a task landing page there are many individual 
components 

1. Task Title: At the top of the task page you can see the task title 
which tells you what the task is 

2. Task Date: At the top of the task page you can see the task 
creation date and who processed your communications request 

3. Category: this component is utilized by the communications 
department  

4. Assignees: you can see who is responsible for producing your 
end product 

5. Task Description: This is the starting directive for the 
communications task. This is the area where your request 
description is used to give our creative direction on producing 
your tasks.  

6. Comment Thread 
 

How do I comment on a task? 
1. Click on leave a comment 
2. You can attach files, pictures, and distinguish text with bold 

underlined, italics etc. 
3. You can also reply to email notifications by clicking on the task 

link in the email body or by hitting reply to the email 



notifications directly 
 

How can I tell who is subscribed to a task? 
1. Inside the leave the comment section on the task landing page, 

you can see who specifically is subscribed to email notifications 
for the task 

 
What do I do if a task is closed, and I need to reorder something? 

1. Do not leave comments in closed tasks! 
2. Submit a new communications request, and we can add 

additional tasks to existing projects for reprints, reorders, 
revisions etc.  

3. Where can you reference additional requests? Notebooks! 
Notebooks can be accessed on the project landing page or the 
task landing page by selecting the notebook navigational tab at 
the top of the page. Notebooks are created to host consultation 
meeting notes and additional communications requests. 

 

How do I access archived projects? 
1. From any screen click on the project icon on the left-hand side 

(pencil and ruler)  
2. From there, at the top of the page select projects. This takes you 

to any project that you have ever been added to as a user of 
Active Collab 

3. Select projects by clicking the arrow directly to the right of a 
project title 
 
Tip: In projects you can filter by status in the same manner that 
you learned to filter tasks 
Tip: You can use the search bar to quickly locate the project your 
looking for 
Tip: If you were not a part of a past project, you can request to 
be added to previous projects by contacting the 
Communications Department 
 



 

How do I modify/customize my homepage? 
1. There are a few things you can do to make your 

homepage/dashboard custom to you. Select the settings icon 
located next to the home tab 

2. Click add a widget, which will give you the ability to add unique 
sections and tools to your dashboard 
 
Tip: Widgets are drag and drop and can be moved to your 
preference or liking  

 


