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Accessing and Using the 
Collaborative Space on CCOS   

V1.0: June 30th, 2025: Estimated 5 minute read 

Overview 

The Collaborative Space is a secure and dynamic environment designed to enhance 

teamwork within CCOS Working Groups. Powered by Google Shared Drives through 

the NCATS Google Suite, it allows members to collaborate in real-time, share and 

manage documents, and track group progress—all from a centralized location.  

Email support with any questions.  
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Who can use this feature? 

This feature is designed for the following roles:  
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CCOS Users: A CCOS User is anyone who has an active account on the CCOS 

platform. To become a CCOS User, individuals must register for a CCOS account. 

Glossary 

Quick definitions for terms used in this guide: 

• CCOS: Coordination, Communication, and Operations Support Center  

• Support Ticket: Each new user request creates a support ticket that the CCOS 

Support Team uses to track and manage the request. It is recommended you use 

the support ticket number in your communications with the CCOS Support Team 

so they can help you with any questions or issues identified with the new user 

request.  

• Collaborative Space: A secure, shared Google Drive environment owned by 

NCATS, where Group members can upload, share, and co-edit documents in real 

time. 

• NCATS: The National Center for Advancing Translational Sciences. NCATS 

manages the backend infrastructure (including the Google Shared Drives) for the 

Collaborative Space feature. 

Version History 

V1.0: June 30, 2025  

Guidance 

How to Access Your Collaborative Space  

Step 1: Start at the CCOS Website  

1. Log in to the CCOS website.  

https://ccos-cc.ctsa.io/user-account-request
https://ccos.ctsa.io/
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2. Navigate to your CTSA Group's landing page.  

3. Click the “Collaborative Space” button located on the page.  

This link will redirect you to the Google login portal for your group’s designated 

Shared Drive.  

 

 

Note: While access starts on the CCOS site, the Collaborative Space itself is hosted on the 

NCATS Google Suite platform and managed by NCATS.  

Step 2: Logging In 

To access the Collaborative Space, you’ll need to log in using an identity provider such as 

NIH, InCommon, or Login.gov. Choose “New User” if this is your first time logging in, or 

“Returning User” if you’ve previously set up access to the collaborative space.  
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Please note: If you do not login to the collaborative space after 6 months, your account will 

be deactivated, and you will need to register again as a new user.   

  

Option A: New User: Logging in with InCommon  

 

1. Click “Continue” under New User and select InCommon as your login method.  

2. You’ll be redirected to the CTSA Groups & Discussion Forum Login screen.  
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3. Find and select your institution’s name to log in with your institutional credentials.

  

4. Enter your institutional username and password. Do not use your alias.  

5. Confirm your Google account on the verification screen.  

6. Select your preferred authentication method and click Continue.  

7. You'll be redirected to the Google welcome page.  

8. Review the terms of use for your new @ctsa.io account and click “I Understand.”  

9. You’ll receive a confirmation email and instructions for forwarding this new 

account’s emails to your institutional email.  

10. After successful login, you'll be automatically redirected to your Working Group 

Collaborative Space.  
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11. Click “Apply to Join” – your Working Group Chair must approve your request before 

access is granted.  
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Option B: Logging in with Login.gov  
 

1. Click “Continue” under New User and select Login.gov as your login method.  
 

 
  

2. You’ll be redirected to the Login.gov website.  

3. Use your institutional email address to sign up and select “Sign In.”  

4. Authenticate using your authenticator app:  

5. Enter the six-digit code displayed under Login.gov.  

6. If you don’t have an authenticator app, choose another authentication method.   

7. After successful login, you will be redirected to the Google welcome page.  

8. Review the terms of use for your new @ctsa.io account and click “I Understand.”  

9. You’ll receive a confirmation email and instructions for forwarding this new 

account’s emails to your institutional email.  
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10. After successful login, you'll be automatically redirected to your Working Group 

Collaborative Space.  

11. Click “Apply to Join” – your Working Group Chair must approve your request before 

access is 

granted. 

 
 

Step 3: What You Can Do in the Collaborative Space  

Once your access is approved, you can begin collaborating! Within the Collaborative 

Space (Google Shared Drive) you can:  

• Upload and Organize Files: Store meeting materials, research data, planning 

documents, and more.  

• Create and Co-edit Documents: Use Google Docs, Sheets, Slides, and Forms 

to work collaboratively in real time.  

• Share Files and Folders: Manage permissions to ensure secure sharing with 

internal or external collaborators.  

• Search and Filter Content: Quickly find files with advanced search features.  

• Maintain Version History: Track document changes and restore previous 

versions if needed.  

• Manage Access: Working Group Chairs can manage permissions and content 

settings to meet group needs.  
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Support & Troubleshooting  

For a smooth experience, here's who to contact based on your issue:  

 

Issue Type  Contact  

Trouble creating or logging into your CCOS account, or 

difficulty accessing Collaborative Space links on the 

CCOS site  

CCOS Support Team  

support@ccos.ctsa.io  

Problems logging into the Collaborative Space, 

managing Shared Drive content, or access privileges  
 

NCATS Support Team  

support@ctsa.io  

 

You’re welcome to copy CCOS Support when reaching out to NCATS so we can stay 

informed and assist if possible.  

 


