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Basecamp Getting Started Guide



Quick start

1. You will receive an email inviting you to join the 
YSL Pilot Group.

2. Create an account or sign in with an existing 
google account

3. Have a look around 

4. Post comments, feedback and questions – we 
want to hear from you!

This is the guide to help you get started 

with using Basecamp. 

Any problems, email the YSL Project Team 

at  ysl@sserc.scot. 

Basecamp can be accessed online via the browser, downloaded on a PC or Mac, or as an app on Android or iOS. 

mailto:ysl@sserc.scot


You will receive an email inviting you to join the group 
– click the ‘join’ button to access the group.

You will be asked to either log in using an existing 
Google account or create a new account. To create a 
new account you will simply need an email and 
password. You don’t have to add a picture but you can if 
you wish.

Logging in



You will now see the Basecamp homepage – click the ‘YSL Pilot Group’. If you’re a 

member of another group you will see it on this page. 



Schedule

The YSL Project Team will update this 
with any important deadlines or 
events.

Message Board

Anyone can post messages here or 
comment on other people’s post. 
This also where the YSL Project Team 
will post updates and 
announcements.

Automatic Check-ins

These are regularly occurring 
questions that community members 
will be prompted to answer.

Docs & Files

Any updated or new documents can 
be posted here. 

This is the group’s homepage



Message Board

Clicking on the ‘Message Board’ will 
let you see all the different posts. 

To comment click on any post.

To post your own message click on 
‘New message’ and type away –
remember to select a category! 

Once you’re done, click ‘Post this 
message’ at the bottom of the page.



Schedule

Clicking on ‘Schedule’ will let you see a calendar 
of all upcoming events.

Clicking on Individual Events will let you see 
more information and add comments/questions 
about a specific event. 

You can also add the event to your calendar.



Automatic Check-ins

These are questions which members are prompted 
to answer at fixed intervals of time. 

You will receive a notification to answer them or you 
can click on each question and add your answer.



Docs & Files

All document and files can be stored here for members to view. You can upload new files or link 
to files by clicking ‘new’. 



Clicking on a specific document will open it and give you the 
option to download. 

You can also ask questions or post feedback on the 
document. 

Docs & Files continued…



Extras – Navigation bar (find this at the top of every page)

Takes you back to 
the homepage 

(page 5). 

Search the group for 
messages, documents 

etc. 

This breadcrumb will let you go 
back through pages. The ‘YSL 

Pilot Group’ is the group’s main 
page (page 6) and is the quickest 

way to get back

See your events, 
documents, 

assignments etc. 

All your actions within 
the group

Where all your 
notifications are

Send direct messages 
to individuals in the 

group



Getting help

At the bottom right of the page is a 
question mark with a help guides on 
using Basecamp.

You can also use the ‘Ask’ button to 
live chat with a member of the 
Basecamp team.

If you’re having difficulties, you can 
also email the YSL Project Team at 
ysl@sserc.scot
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Notifications and account settings

Clicking on your initials or picture in 
the top right corner will let you 
change your notification and 
account settings. 

The default is to receive email and 
browser notifications but you can 
change this to suit. If you do turn off 
email notifications, remember to 
keep checking back.

You can also change your password, 
email address and upload a picture 
here. 


