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NC4 Disclaimer 

The written and visual contents of this manual are the sole and exclusive property of NC4 Inc., and/or one of its wholly owned subsidiaries (collectively 
as "NC4), and is issued to the customer solely for its own internal business purposes in connection with use of the products or services provided by 
NC4. No part of this manual may be reproduced or transmitted in any form or by any means, electronic or mechanical, including photocopying, taping, 
recording or information storage and retrieval systems, without the prior written consent of NC4 Inc. No part of this manual may therefore be copied, 
loaned or otherwise disclosed to any third party without the prior written consent of NC4 Inc. Copyright protection claimed includes all forms and 
matters of copyrightable material and information now allowed by applicable statutory or judicial law or hereinafter granted, including without limitation, 
material generated from the corresponding software programs which are displayed on the screen such as icons, screen displays, looks, etc. 

While NC4 has exercised reasonable skill and care in producing this manual, its accuracy cannot be guaranteed. Information in this manual is subject to 
change without notice and does not represent a commitment on the part of NC4. 

NC4 and the NC4 logo are trademarks of NC4 Inc. 
ActivTravel is a trademark of NC4 Inc. 
E Team and the E Team logo are trademarks of NC4 Public Sector LLC. 
E•SPONDER, E•SPONDER Express, and the E•SPONDER and E•SPONDER Express logos are trademarks of NC4 Public Sector LLC 
NC4 Risk Center, NC4 Security Center and NC4 Mission Center are trademarks of NC4 Inc. 
ESP and Extranet Secure Portals are trademarks of The ESP Group, Inc. 
All other brand and product names and logos are the trademarks of their respective holders. 

NC4 Inc. 
100 N. Sepulveda Blvd., Suite 200 
El Segundo, CA 90245 
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COMPLETE PORTAL USER GUIDE 

Section 1 - Contact Information 
The NC4 Support Center is available to answer any questions regarding the portal or to provide a walk-through 
of the tools within the system. 

The NC4 Support Center is available Monday through Friday, from 8am to 8pm EST. 

Phone 804-744-8800 or 1-877-624-3771 

Email: helpdesknc4.us  

© 2005-2011 NC4 INC. ALL RIGHTS RESERVED. 
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COMPLETE PORTAL USER GUIDE 

Section 2 — Getting Started 

System Requirements 

Browser 
To ensure proper functionality, use a recent version web browser such as Netscape Navigator or Internet 
Explorer. Maintain the latest version of any browser in order to keep security vulnerabilities to a minimum! 
The web browser must have 128-bit encryption and allow cookies in the browser and through the firewall. 

128-bit Encryption 
The browser should be a domestic version or an International version that supports the necessary encryption. 
International versions cannot always handle the strong encryption. (Note: Some later versions of Internet 
Explorer do not come with the 128-bit encryption installed and the separate High Encryption Pack must be 
downloaded.) Check with the manufacturer of the browser to verify the usage of the stronger encryption. 
Some countries prohibit stronger encryption packs. 

Checking for Encryption 

Netscape 

1. Click on "Help" on the right hand side of the toolbar. 

2. Select "About Netscape." 

3. If this page does NOT have the following information listed in bold in the middle of this screen then your 
browser does NOT support 128-bit encryption. "This version supports high-grade (128-bit) security 
with RSA Public Key Cryptography, DSA, MD2, MD5, RC2-CBC, RC4, DES-CBC, DES-EDE3-CBC." 

4. Please go to Netscape.com  and download a current browser or High Encryption Pack. 

Internet Explorer 

1. Click on "Help" on the right hand side of the toolbar. 

2. Select "About Internet Explorer." 

3. If the "Cipher Strength" is listed as anything less than 128-bit encryption then your browser does NOT 
support 128-bit encryption. 

4. Please go to Microsoft.com  and download a current browser or High Encryption Pack. 

Cookies 
Cookies must be allowed through the browser and firewall. A cookie is a small piece of information, often no 
more than a short session identifier that the HTTP server sends to the browser when the browser connects for 
the first time. Cookies cannot be used to steal information. They can only be used to store information that 
was provided at some point. Cookies are used to manage the site. Without cookies, the connection does not 
occur and users cannot navigate the site. To manage cookies in the browser, go to the "Preferences" or 
"Options" menu and select the 'Select All Cookies" option. 
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Enabling Cookies 

Netscape 4.X 

1. Click on "Edit" on the right hand side of the toolbar. 

2. Select "Preferences." 

3. Click on the "Advanced" tab. 

4. Under "Cookie" heading, select "Accept only cookies that get sent back to the originating server" and click 
on "Okay" at the bottom. 

Netscape 6.0+ 

1. Click on "Edit" on the right hand side of the toolbar. 

2. Select "Preferences." 

3. Click on the "Privacy and Security" tab. 

4. Click on the "Cookies" tab. 

5. Select "Enable cookies for the originating website only" and click on the "Okay" button at the bottom. 

Internet Explorer (1E) 5.0 

1. Click on "Tools" on the right hand side of the toolbar. 

2. Select "Internet Options." 

3. Click on the "Advanced" tab. In older versions of 1E, the cookie setting will be under the "Security" tab. 

4. Scroll to the "Security" heading and "Cookies" will be listed as a sub heading. 

5. Select "Always Accept Cookies" and click on the "Okay" button at the bottom. 

Internet Explorer 6.0 

1. Click on "Tools" on the right hand side of the toolbar. 

2. Select "Internet Options." 

3. Click on the "Privacy" tab. 

4. Click on the "Advanced" button under the Settings area. 

5. Click in the "Override automatic cookie handling" box. Under "First-party Cookies" and "Third-party 
Cookies" columns, select "Accept." Click on the "OK" button and close out screen. 

Registration 
In the URL address line, type in the web address for the portal (Note the 's" in https:// - for  Secure Socket 
Layer). It is recommended to bookmark this site or set it as the default Home page. In order to register for the 
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Secure Portal User Login 

N04 
COMPLETE PORTAL USER GUIDE 

Portal, complete the 6-step registration process. The entire application must be completed to receive approval 
into the portal. 

Contact your Organizational Administrator (OA) or the Support Center BEFORE registering to 
the portal. It is critical to obtain an Organizational ID to enter in during the registration process! 
Your OA is the point of contact for your group within the portal and more than likely the person 

who asked you to register to the portal. 

Step 1: Click link to Register 

1. At logon page, click the link that says, "If you were invited to join, click  Here  to register (see Figure 1.0)." 

2. If the link is not on the logon page, an invite must be obtained from an administrator. That invite will 
contain a link, which will go directly into the first page of the registration or Step 2 in this process. 

ATTENTION: 
This system contains U.S. Government Data. 

Unauthorized use of this system s pronitured. 

 

This system [Main fiats beloopng tote U.S Goyeinment This computer system, inn as related equipment, 
nehvorkt and noway': oznces ISDeCificaly inguding Internet accessl are Promoecl only for aranatZed US 
Government use. U.S Govedenea corm:ilex systems may be moralored for a ravdul purposes, ircluding to ensure 
that their use is min.:med. for management. ol the system. to facatate protection against reauthorized access, and to 
verify secretly procedures. sunovahrley. arid operational security Montonng includes active attacks by allhorized 
US Government entities to test or verify lie warty of this system Dunng monitonng inforrnabon may be examined, 

recorded, coped and used fOr salhnflZed PalOnaea Al  ltifOrmalion lacluang Personal information placed Of sent 
over Ihg System may be montoted 

Use dins computer system. alhonzed or unauthonzed, constitutes consent to monitoring of this system 
Urauthonzed uSe May Subfett you 0 Onfrlinal prosecubon EvidenOe unauthonzed use collectM eunng rounuonng 
may be used he administrative. criminat or other adeerse action USE of dxs system coa5ter-1e5 consent to monhonng 
for these purposes 

Use of Itas syStem Implies understanding of these terms and conditions 

If  yeti vrere Invited team, click here to regater 

Figure 1.0 — Logon Page 

Step 2: Create Username 

1. Enter first name, last name, organization ID, and username. Fields identified with an asterisk (*) are 
required (see Figure 1.1). 

2. The username must be between 3 and 40 characters. The username cannot: 

3. Contain any spaces 

4. Use any of the following special characters, as they will be stripped out upon processing: "#," "&," "<," or 
"> 71 

5. Once a username is selected, it can only be changed by Site Administrators. Please choose a username 
that is unique and not obvious to others. 
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6. Click on the "Continue with Registration" button. 

Figure 1.1 - Create Username 

Step 3: Create Password/Select Security Questions 

1. Enter a password. Re-Enter password for verification. The password must be: (see Figure 1.2) 

2. Between 8 to 15 characters 

3. Contain AT LEAST one upper case letter, one lower case letter, and one special character (such as an 
asterisk *, dollar sign $, or exclamation mark !). 

4. Choose a unique password and avoid using personal information such as name, phone number, address 
or any other easily accessible information. 

5. Select two security questions from the drop down list (see Figure 1.2). 

6. Type the answers in the text box located under each question. These questions are used by the Support 
Center or other administrators for extra security if there is ever a problem with your account or if you 
unable to logon, so please provide answers that you can remember if needed. 

7. Click on the "Continue with Registration" button to continue to the next step of registration. 

Since strong passwords are not necessarily easy to remember, it is recommended to create a 
scheme. In the example in the song, "Twinkle, Twinkle Little Star", type the first letter of every 

word within the line: Twinkle, Twinkle, little star, how I wonder what you are 

The password would be: ttlshiwwya. To meet the password requirements, change some of the 
characters to a capital letter and a special character, with the final password becoming: 

ttLshlwwy@. 

Figure 1.2 - Create Password 
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Step 4: Enter User Information 

1. Enter email address, phone number, fax number, text pager (email format), and employer information 
within the appropriate text boxes. Required information is marked with an asterisk (*) next to the field 
name (refer to Figure 1.3). 

2. Click on the "Continue with Registration" button to submit the registration. 

M=12121!■  

Figure 1.3 - Enter User Information 

Step 5: Confirmation 

1. After submitting the registration, a confirmation screen is displayed (see Figure 1.4). 

2. As stated on the confirmation screen, the application process is not yet completed. 

3. Check the primary email account provided in the registration for an email from this sender: 
notifications@espgroup.net . 

4. Click on the hyperlink included in the email to complete the registration process (see Figure 1.5). If the link 
wraps into two separate lines, cut and paste the entire link into the URL bar of the browser. Click on the 
link one time. Do not double click or an error message is displayed (see Figure 1.7). 

5. After clicking on the link, the registration is submitted for the appropriate reviews and approvals. The 
account has NOT been approved yet (see Figure 1.6). 

Step 6: Approval 

1. A final email notification is sent to the primary email address provided in the registration when the 
administrator has approved the account. 
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Figure 1.4- Confirmation 

Make sure the correct email address is entered to receive a confirmation of the registration. The 
confirmation-email is sent to the first email address list in the application. Contact the Support 

Center immediately if the email address is entered in error or if the confirmation-email is not 
received the same day of submitting the application. 
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Figure 1.6— Completed Confirmation Message 
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Figure 1.7— Confirmation Error Message 

Logon to Portal 
1. Go to the portal's logon screen. The URL is provided in the approval email. 

2. Enter the username and password created during registration. 

3. Click on the "Log In" button. 
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4. Depending on the desktop configuration for the particular portal, the desktop will have one of three different 
looks (see Figures 1.8, 1.9 or 1.10). 
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Please contact the  NC4 Support Center  with any questions or concerns regarding this portal 

NC4 Support Center 1877) 624-3771. 

Welcome to the ESP Group 1-10 Community Secure Portal 

This system will allow all contractors of the system to collaborate with 
one another and with the government in a secure mode Unless specific 
authorization for collaboration is given, all contractor data will 
remain strictly confidential to the organizations personnel who posted 

We hope you find this system useful as it continues to grow in 
capability for you. 

The ESP Group, LLC 
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Frequently Asked Questions (FAQs) 

1. How do I know if I have a browser capable of 128-bit encryption? 

Please refer to the Checking for Encryption section of this manual. 

2. How do I see if I have cookies enabled in my browser? 

Please refer to the Enabling Cookies section of this manual. 

3. How do I register to become a NEW member of the Management Portal System? 

Go to the URL listed in this manual and click on the "If invited to join, click "Here" to register!" link. 
Complete the four step registration process by following the on-screen directions. For detailed 
procedures, refer to Registration.  

4. How can I view the portal in Spanish or Portuguese? 

Click the language you would prefer on the top left hand side of the logon page. Refer to tip box under 
Step 1: Click link to Register. 

5. Are there any special requirements for creating a username and password to access the system? 

For all portal members, usernames may be any combination of letters, numbers and/or special 
characters and at least 3 characters long. Your password must be between 8 and 15 characters, 
containing at least one uppercase letter, one lowercase letter and one special character. Refer to 
sections Step 2: Create Usernanne and Step 3: Create Password/Select Security Questions for details. 

6. What is my Organization ID? 

Your Organization ID is a numeric code assigned to your facility. Contact your Organizational 
Administrator or the Support Center for your ID. You must have the correct Organization ID on your 
registration application for approval. 

7. How will I know when my application has been approved? 

You must complete two steps before your account will be approved. First, you must complete an on-
line registration application. Once completed, you will receive an email verification of your request for 
access. You must click on the link in the email. Please refer to Step 5: Confirmation for additional 
information. 

8. How do I log into the system? 

AFTER you have completed the registration process and received a notification of approval, go to the 
URL of the site and enter the username and password you created in the registration process to access 
the system. 

9. What happens if I do not fill out the entire application? Can I go back later and finish where I left off? 

If you start an application and do not complete it, you cannot go back and retrieve it. Once an 
application is started, the username in the application is reserved and cannot be re-used by any other 
applicant. You can, therefore re-register using another username, but not the username selected in the 
first application attempt. 

10. When I try to log into the system, I receive a message that says, "Unauthorized Access." 

You have either typed your username and/or password incorrectly or have not been approved to the 
site. Remember that usernames and passwords are case AND space sensitive. Try your 
username/password again and if you are still unsuccessful, please contact your Organizational 
Administrator or the Support Center to have your password reset. If you try your username/password 
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combination incorrectly more than five times, your account will be automatically locked. When your 
account is locked, you will not be able to access the system even if you use the correct 
username/password combination. 

11. What happens if I forget my password and/or username and how do I have my account unlocked? 

Please contact the Support Center to have password reset and/or your account unlocked. 
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Section 3 — Alerts 
The core tool, Alerts is very similar to the core tool, Secure Messaging. Depending on the assigned user right, 
users can view, compose, send, search, archive and delete alerts. Within this tool, there are four user level 
rights: 

• System and Community Administrator 
• Regular User 
• Posting 
• Alert Admin 

System and Community Administrators can compose, send, manage alerts and view response reports. 
Regular users can view, search, archive and delete alerts that they have received. The Posting user has the 
same rights as the regular user and can compose alerts as well as view drafts and send alerts from the alert 
list(s) within their compartment. The Alert Admin user has the same rights as the Posting user and can 
manage alert lists. The Alert Admin user can delete the alert list at which time that user loses that access right. 
Another feature available to any user is the "Alert Options," which allows users to forward alerts to another 
device (e.g., external email or cellular phone). 

To access Alerts, select the "Alerts" link from the Home page, under the Collaboration Tools menu. Alert 
features are displayed in the navigation bar based on the user right. 

Viewing and Deleting Alerts 

All users can view and delete alerts that they have received (see Figure 1.0). Received alerts are listed in the 
"Alerts" folder by addressee, date sent, priority level, subject title, and the options to "Archive" or "Delete." 
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Figure 1.0 — Alerts Main 

View Alert 

To view an alert within the "Alerts" folder, click on the subject title. 

As shown in Figure 1.1, the alert message and any attachments associated with the message are displayed. 
To view multiple alerts, select the "Next Alert" or "Previous Alert" links from the navigation tab. To return to the 
alerts folder, select the "List Alert" link. 
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Compose New Alert I Archive I Delete I Next Alert! Previous Alert I List Alerts 

Figure 1.1 - View Alert 

Delete Alert 
To delete an alert within the "Alerts" folder, select the appropriate check box and click on the "Delete" button. 
The confirmation screen is displayed. Once the "Delete" button is selected, the alert cannot be retrieved. Click 
on the "Do Not Delete" button to retain the alert in the "Alerts" folder for further action. 

Compose Alerts 
Users with System Administrator, Community Administrator, Posting, and/or Alert Admin rights can compose a 
new alert. Click on the "Compose New Alert" link from the "Alerts" folder. A data screen displays address, 
subject and attachment fields; an alert priority level option; message area and "Send" and "Save Draft" options 
(see Figure 1.2). To complete the data screen, perform the following steps: 

1. Select the "Orgs", "Users" and/or "Alert Lists" check boxes under the address book. 

2. Click on the "Refresh List" button and the address book is automatically updated with recipients. 

3. Type in the name of a user, alert list, or organization in the "Search" field to find a recipient, and click on the 
"Search" button. 

4. Highlight the recipient from the address book and click on the "Insert Recipient" button. The "To" field is 
automatically updated with the selection. To remove a recipient, select the "Remove Recipient" button and 
the "To" field is updated. 

5. Select the "Eyes-Only?" check box to ensure only users within the address will see the alert. This option 
also disables the ability to send an alert unencrypted to the recipient's external email address and 
attachments. 

6. Type the subject name in the "Subject" field. 

7. Select any attachments by using the "Browse" button, select the file, and click on the "Attach" button. A 
new box is displayed with the attached file. 
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§to Use the scroll bar to maneuver the list of users. To select multiple user names in a row, hold the 
shift key and highlight the names, select the appropriate user right, and click on the "Insert 

Recipient" button. To select more than one user and skip users within the list, hold the Ctrl key, 
highlight the names, and select the "Insert Recipient" button. 

Once organizations or alert lists are selected, the portal users within the organization or lists will 
receive the alert. 

8. For the "Alert" section of the data screen, determine if the alert needs to be sent to all recipients. If so, 
select the "All Hands Alert" check box. 

9. Use the drop down arrow to select the alert priority level. 

10. Complete the message area and select the appropriate send option radio box. 

11. Click on the "Send" button to send your alert or click on the "Save Draft" button to save the alert as a draft 
and send it later. 

Alerts I Compose New Alen I Archived Alerts / Sent Alerts I Drafts I Search I Alert Lists I Management I Options 

Figure 1.2— Compose Alert 
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View Archived Alerts 

1. To view archived alerts, click on the "Archived Alerts" link from the navigation bar. 

2. The "Archived Folder" is similar to the "Alerts Folder" with the addressee, date, priority level, alert title, and 
an option to delete the alert (see Figure 1.3). To view the details, click on the subject title and the archived 
alert is displayed. 

Alerts 

You have 1 alerts to your Ardwed Alerts fokler .  

°moose New Alen  I  Archived Alerts I Sent Alerts Drafts I Search I Alert Lusts I Management I Ophons 

Alert From 	 Data Sent 	 Priority  

Hauck Chnstin 	 JO 2. 2008 1 18 47 PM 	High 

250  -  Change Size 

        

Select AN 

          

          

          

  

gsk 

      

          

     

I Delete Selected Alerts 

      

Figure  1.3  —  Archived Alerts Folder 

Archive Alerts 

1. Select the appropriate check box and click on the "Archive" button or click on the 
sent to the "Archive" folder. 

icon. The alert is 

2. To select multiple alerts for archive, click on the check box next to the alert's subject title and click on the 
"Archive" button at the bottom. 

3. A confirmation screen is displayed (see Figure 1.4). Once the "Archive" button is selected, the alert 
cannot be moved back into the "Alerts" folder. Click on the "Do Not Archive" button to retain the alert within 
the "Alerts" folder. 

Are You Sure? 

Archived Alerts cannot be moved back to the Alert area 

You have selected 1 Alert for ARCHIVE 

I  Archive 	Do Not Archive 

Figure  1.4 —  Archive Confirmation 

Sent Alerts 

Users with System Administrator, Community Administrator, Posting and/or Alert Admin rights can view sent 
alerts. 

1. Click on the "Sent Alerts" link from the "Alerts" folder. Sent alerts are identified by addressee, date it was 
sent, priority level, subject title, and the option to delete (see Figure 1.5). 

2. To change the page size and view additional alerts on the screen, click on the "Change Size" drop down 
list located at the bottom left corner. Highlight the size. Click on the "Change Size" button. 
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ompose New Alen I Archived Alerts I Sent Alerts I Drafts I Search I Alert Lists I Management I Options 
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May 28. 2008 101•15 PM 	Low 	 Testing please disregard  lAlea Status] 

 

     

      

Figure 1.5 - Sent Alerts Folder 

3. To view the sent alert, click on the subject title. The person who sent the alert, date sent and read, subject 
title, priority level, and the alert message are listed (see Figure 1.6). 

4. To view multiple alerts, click on the "Next Alert" or "Previous Alert" links from the navigation tab. 

5. To return to the "Alerts" folder, select the "List Alerts" link. 

6. To delete the alert, click on the "Delete" link. Once deleted, it cannot be retrieved. 

Alert. 
	 Compose New Alen I Delete I Next Alert I Previous Alert I Lust Alerts 

You have  3  alerts in your Sent Alerts Iteter 

Figure 1.6 - View Sent Alert 

7. Sent alerts can also be deleted by selecting the appropriate "Delete" check box (see Figure 1.6). 

8. Click on the "Delete" button. If more than one alert is checked, click on the "Delete" button at the bottom 
and the selected alerts are deleted. 

9. A screen is displayed to confirm the delete action (see Figure 1.7). 

10. To delete, click on the "Delete" button. To retain the alert, click on the "Do Not Delete" button and the alert 
is maintained in "Sent Alerts" folder. 

Are You Sure? 

Deleted Alerts cannot be retrieved 

You have selectea I Alert for DELETE 

rmkft 

 

I  Do Not Delete  I 

   

     

 

Figure 1.7— Delete Alert Confirmation 

 

Resend Alerts 
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Users that have sent an alert can resend the alert to the entire user list, partial user list, or to non-responders. 

1. Click on the "Sent Alerts" link from the Alerts Folder (see Figure 1.0). The user is taken to the Sent Alerts 
Folder, where the recipient, date sent, priority, and subject are displayed (see Figure 1.5). 

2. Click on the "Alert Status" link. 

3. Click on the "Resend to non-responders" button. By choosing to resend to all non-responders, the alert will 
automatically go out (see Figure 1.8). 

4. Click on the "Resend to all recipients" button, allowing the user to modify the recipients list and the 
message if desired (see Figure 1.8). 

Alerts I Compose New Alert I ArChived Alerts I Sent Alerts I Dolls I Search I Alert Lists I Management I OPOOnS 

Figure 1.8 - Alert Status 

5. The current recipients are displayed in the recipient's box and the message previously sent is displayed. 
Follow the instructions detailed above in the "Compose Alerts" section (see Figure 1.2) to add or delete 
recipients and to modify the message. 

6. Click on the "Send" button. 

View Responses 

Any user that can compose and send an alert may view responses. 

1. To view a response record from the "Sent Alerts" folder, click on the "Alert Status" link next to the subject 
title. The subject title, last date issued, alert priority level, and responses to the alert are listed (see Figure 
1.9). In the example, one user has responded to the alert. The response record shows the name of the 
user, status (i.e., read, archived, deleted), and the date for the action. 

Alerts 
	

Alerts I Compose New Alert I Archived Alerts Sent Alerts  I  Drafts I Search I Alert Lists I Management I  Options 

Test 

 3, 2010 

LoW 

There rs 1 Response record 

 

Resend to non-responders I 

  

Resend to all  recipients ] 

      

      

Show Non .R nee Show AIR 

RICE KARI. A 
	

ESP Group NO 
	

Rpatl 
	

May 3, 2010 12 09 PM 

Figure 1.9— Show Responders 
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2. To view all recipients who were sent the alert, click on the "Show All Recipients" link under the "Status" 
field. 

3. The total number of response records sent and status are displayed. 

4. To close this window and return to the folder, click on the "X" in the right hand corner or use the drop down 
option under "File" to close the window. 

5. To view users who have not responded to the alert, click on the "Show non-responders" link under the 
"Status" field. 

6. To resend the alert, click on the "Resend this alert..." link (see Figure 1.10). 

7. A message is displayed confirming the re-send action. 

8. To close this window and return to the folder, click on the "X" in the upper right hand corner or use the drop 
down option under "File" to close the window. 

Alerts I Compose New Alert Archived AJerts I Sent Alerts I Drafts I Search I Alert Lists I Management I Options 

Resend to non-responders 

 

Resend o en recipients  

   

   

Show Rs. 	Show MR 

    

    

HAUCK. CHR1S1IN 
	

ESP Group Ha 	 Read 

Figure 1.10 - Show Non-Responders 

Alert Drafts 
Users with System Administrator, Community Administrator, Posting, and/or Alert Admin rights can view draft 
alerts. 

1. From the "Alerts" folder, click the "Drafts" link from the navigation bar. 

2. Each draft is listed by addressee, date it was sent, priority level, subject title, and the option to delete (see 
Figure 1.11). 

3. To delete a draft alert, select the appropriate check box "Delete" and click on the "Delete" button. If more 
than one alert is checked, click on the "Delete" button at the bottom of the screen and the selected alerts 
are deleted. 

4. The confirmation screen is displayed to confirm the delete action. Once an alert is deleted, it cannot be 
retrieved. 

5. Click on the "Delete" button of the confirmation screen or select the "Do Not Delete" button to retain the 
alert in the "Drafts" folder. 
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To change the size of the page length, select the size using the down arrow located on the bottom left corner 
and click on the "Change Size" button. To view a draft, click on the subject title and the "Compose Alert" 
screen is displayed. 

 

Alerts I Compose New Alert I  Aychived Alerts I Sent Alerts Drafts I  Search  I  Alert Lists I  Management I Options Alerts 

You have 5 alerts in your Drafts folder 

Mart From Date Sem ,PrIerlty Sables*.  

Rice. Karla Jul 18. 20(19 10.28:58 AM High rVo &Alec? 

Rice Karla Jun 3. 2009 20 19 Pm High Sw, ,,,r 
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250  "'  Change Size  j 

Delete 
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0 

11101=1 
Delete-.7011=  

Figure 1.11 - Drafts Folder 

Search Alerts 

All users may search for alerts within their "Alerts" folder. 

1. Click on the "Search" link from the navigation bar. 

2. The search screen is displayed, which allows users to search for alerts they have received, archived, or 
sent (see Figure 1.12). 

3. Complete any of the fields listed below. 

4. Click on the "Search" button. 

5. Use the drop down arrow in the "From" field and highlight the user name. 

6. Enter the subject name or type in keywords in the "Content By Keyword" field. 

7. Use the drop down arrow to select a status, which is, received, archived, or sent. 

Alerts I Compose New Alert I  Archived Alerts Sent Alerts I  Drafts  I  Search  I  Alert Lists I  Management I Options 

Search 

Figure 1.12 — Alert Search Folder 

8. The "Alert Search" folder is displayed with the search results. 

9. To view the alert, select the subject name. 

10. To delete or archive the alert, click on the check box and select the appropriate button at the bottom. 

11. To select multiple alerts for archiving or deletion, click on the check boxes next to the alert titles and select 
the appropriate button at the bottom. 
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Figure 1.13 - Alert Search Result 

Alert Lists 

Create Alert Lists 
Users with System and Community Administrator, Posting, and/or Alert Admin rights can create alert lists for a 
particular organization, alert group, or users to send alerts. To create an alert list, perform the following steps: 

1. Click on the "Alert Lists" link. 

2. Click on the "Create New Alert List" link (see Figure 1.14). 

  

Alerts Reknit° Netts I Create New Merl List I Alert Lists 

     

 

Alf,rt Lrgls 

  

Use The Alen bsts reakke to create now own hsts or users Then use the alert lot when sending alerts 

To manage the users in the alert 1st clock on the Men kg name 
To dehne an aled list, click co the "Defoe" thithon next to the alert 1st's name 

 

Figure 1.14 - Alert Lists 

As shown in Figure 1.14, to manage the users in a current alert list, click on the alert name and a screen 
prompts for additional data. To delete a list, click on the "Delete" button. 

In Figure 1.15, enter the name of the alert list and click on the "Create" button. To cancel and return to the 
"Alerts" folder, click on the "Cancel" button. 
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Only members who share common compartments may be added to the user's list. Each user 
must be able to collaborate with the other members selected or an error message is received and 

the action is blocked. 

1m  There was a compartment constraint violation when trying to update your access list. 

To select multiple user names in a row, hold the shift key and highlight the names, select the 
appropriate user right, and click on the ">" button. To select more than one user and skip users 

within the list, hold the Ctrl key, highlight the names, select the appropriate user right, and click on 
the ">" button. The user names are moved to the "Users in the Alert List" field. 

NC4 
COMPLETE PORTAL USER GUIDE 

Alerts I Compose New Alert I Archived Alerts I Sent Alerts I Drafts I Search I Alert Lists I Management I Options 

To create an Alert List you must first name it Type in an alert name below, then click "Create" 
You will then be prompted to ereer the remaining data for the Alert List 

11=1:1:1==r 
[  Create ] Cancel  

Figure 1.15- Create Alert List 

Manage Alert List Access 

Once the alert list is created, a screen is displayed for selecting users. To change the alert title, type in the 
new name in the "Alert List Name" field and click the "Update Alert List" button at the bottom of the data 
screen. 

To select the users for the alert lists, perform the following steps: 

1. Click on the "Orgs" and/or "Users" check box and select the "Refresh" button. The "Users Not in the Alert 
List" field is updated. 

2. Select the users that will receive the alerts by clicking on the name. 

3. Click on the appropriate radio box to select the user right (i.e., Alert View Only Access, Alert Admin Access, 
or Alert Posting Right). 

4. Click on the 	button to move the user into the "Users in the Alert List" field. To remove a user, click on 

the 	button and the user is returned to the "Users Not in the Alert List" field. 

5. Click on the "Finished" button and the alert list is updated. 

6. To search by user name or organization, sponsoring organization, association, city and state use the drop 
down arrows to select the information or type in the appropriate data. 

7. Click on the "Search" button and the "Users Not In Alert List" field is updated with the search results. 

8. To delete the list, click on the "Delete Alert List" button. The "Cancel" button returns to the previous screen. 
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Select use r(s) and a right before adding user(s) to the Alert List Click on the ADD ">" button or the ''<" REMOVE button to update the Alert List contents 

  

Users Not In Alert List 

 

Users In Alert List 
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Alerts I Compose New Alert I Archived Alerts !Sent Alerts I Drafts I Search I Alert Lists I Management I Options 

Finished j Update Alert List  

 

I  Delete Alert List I cancel j 

   

Figure 1.16— Manage Alert List Access 

Click on the alert list title to manage users for an alert list (see Figure 1.16). To update the user list perform the 
same steps as previously described in Error! Reference source not found. and click on the "Update Alert 
List" button. 

Alert Management 

Users with System Administrator rights can manage alerts by assigning and arranging priority levels and 
adding new alert levels (see Figure 1.17). To manage alerts, perform the following steps: 

1. Click on the "Management" link from the "Alerts" folder. 

2. Type in the name at the bottom of the screen to add a new alert level (e.g., Medium-High), decide the 
appropriate position by selecting the "At Top" or "At Bottom" radio box, and click on the "Add New Level" 
button. 

3. Select the appropriate "Up One" or "Down One" radio box to rearrange the position of the alert level, and 
then click on the "Update" button. 

4. Select the drop down box arrow at the bottom of the screen to view the current list and order. 

5. Select the "Delete" radio box to delete a particular alert level. 

6. Select the "Clear Selections" button to clear any changes. 

7. Click on the "Back to Alerts" button to return to the "Alerts" folder. 

8. Select the "Update" button to update the changes. 
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Figure 1.17 - Alerts Management 

Alert Options 

The "Options" key from the navigation bar allows any user to specify devices for receiving alert notifications 
externally for different alert levels. 

1. Click on the "Options" link from the navigation bar of the "Alerts" folder. 

2. To add, delete, or edit a device, click on the "Add/Manage Devices" button at the bottom of the screen (see 
Figure 1.18). 

3. To select an alert level for a device already listed, click on the appropriate check box for the desired alert 
level. 

4. Click on the "Finished" button. 

5. To edit a device, select the device name. 

Alerts 
	 Alerts I  Compose New Alert I Archived Alerts I Sera Alerts I Drafts I Search I Alert Lists I  Management I Options 

Alert Options 

Use the Alert Preferences feature to specIfy which deVices /Men Notifications should be sent to edemalh for different Alet Levels 

TO add delete, or edit a dence click on the "AddIManage Devices" button 
To select a device to receive AJerts for an Alert Level, click the checkbox that matches up with the device name and the alert level, and click the 'Finished" button 
To edit a specific device, click on the device name 
V you wish to change your primary email or secondary email address you may do so front the Update ProfileiPreterences page. 

Devices I Alert Levels 

High Medurn Low 
• 	 • 

Secondary Email 
	

0 

Apply changes to al accounts 

Cancel ) Clear Selections 

 

Add/Manage Devices ] [  Finished ) 

   

Figure 1.18 - Alert Options 

6. Type in the device name and email address. Both fields are required. 

7. Enter the information and click the "Add Device" button. The device has been activated to receive alerts 
(see Figure 1.19). 

© 2005-2011 NC4 INC. ALL RIGHTS RESERVED. 
11-10110-010 

34 

 

 

Ale
The 
exte

 

1. C

2. T
F

3. T
le

4. C

5. T

 

 

6. T

7. E
(

 

ert Optio
“Options” ke
rnally for diff

Click on the 

To add, dele
Figure 1.18)

To select an 
evel. 

Click on the 

To edit a dev

Type in the d

Enter the info
(see Figure 1

ons 
ey from the n
ferent alert l

“Options” lin

ete, or edit a 
. 

alert level fo

“Finished” b

vice, select t

device name

ormation an
1.19). 

F

navigation b
evels. 

nk from the n

device, click

or a device a

button.   

the device n

e and email a

d click the “A

© 2005-2011

igure 1.17 -

ar allows an

navigation ba

k on the “Ad

already liste

ame.  

Figure 1.1

address.  Bo

Add Device”

1 NC4 INC. ALL 

11-10110-0

 Alerts Man

ny user to sp

ar of the “Ale

d/Manage D

d, click on th

18 - Alert Op

oth fields are

” button.  The

RIGHTS RESERV

010 

nagement  

pecify device

erts” folder. 

Devices” butt

he appropria

ptions 

e required. 

e device has

C

VED. 

es for receivi

  

ton at the bo

ate check bo

s been activ

COMPLETE PORT

ing alert not

ottom of the 

ox for the des

vated to rece

TAL USER GUID

34

 

ifications 

screen (see

sired alert 

 

eive alerts 

 

E 

4 

e 



Add Device 

To edd y device, enter a device name and a device address and click the 'AM Device" button 
To (Idea device, click on the -Ede link next to the device 
To delete a device, click on the "Delete" kirk next lo the device 
Fields matted with an — "are required 

Device Name 

• Device Email Address 
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Device Name 	 Device Email Address 

  

Edit Delete 

Figure 1.19 - Add Device 

35 

0 2005-2011 NC4 INC. ALL RIGHTS RESERVED. 
11-10110-010 

 
 

© 2005-2011

Figure 1.

1 NC4 INC. ALL 

11-10110-0

.19 - Add De

RIGHTS RESERV

010 

evice 

C

VED. 

COMPLETE PORTTAL USER GUID

3

 

 

E 

5 



NC4 
COMPLETE PORTAL USER GUIDE 

Frequently Asked Questions (FAQs) 

1. What is the purpose of creating an alert list and how do I create one? 

The alert list feature allows you to create alert lists for selecting organizations, groups, and users to 
receive your alerts. You must have System and Community Administrator, Posting, and/or Alert Admin 
user rights in order to create alert lists. Refer to section Create Alert Lists for instructions. 

2. If I have System Administrator user rights, how do I create priority levels for alerts? 

Please refer to the Alert Management section for instructions. 

3. What steps do I take to compose a new alert? 

You must have System or Community Administrator, Posting, and/or Alert Admin rights to compose a 
new alert. Click on the "Compose New Alert" link from the navigation bar (refer to section Compose  
Alerts). 

4. How do I verify that my alert was sent? 

Click on the "Sent Alerts" link from the "Alerts" folder navigation bar. You must have System or 
Community Administrator, Posting, and/or Alert Admin rights. Refer to Sent Alerts section for 
instructions. 

5 How do I add users to an alert that I have sent? 

Click on the "Sent Alert" link. Select the subject title to view the sent alert. Highlight the alert message 
and copy into a new alert by clicking on the "Compose a New Alert" link. Paste the text into the 
message area. Select the users you want to receive the alert (see Compose Alerts section for details). 

6. When I am in my "Alerts" folder, how do I view an alert? 

You can click on the name of the alert within the subject area. For additional information, please refer 
to View and Delete Alerts section of this chapter. 

7. If I delete an alert, can I retrieve it later? 

8. Once you confirm your deletion, you cannot retrieve the alert for later use. It is permanently removed. 
Refer to View and Delete Alerts section of this chapter. 

9. What do I do if I want to archive an alert in my "Alerts" folder? 

You can select the check box next to the subject title and click on the "Archive" link. Once the alert is 
moved to your "Archive" folder, it returns to your "Alerts" folder. Refer to Archive Alerts section. 

10. If I select the "Search" link, will it search for all alerts or just alerts within my "Alert" folder? 

When you click on the "Search" link and you have selected or typed the search criteria (e.g., From), 
then all alerts listed within all folders are displayed. Refer to section Search Alerts. 

11. Can I set up my cell phone to notify me when I receive an alert? 

Yes. Please refer to Alert Options for detailed steps in setting a device for notification. 

12. How can I view the status of an alert that I sent? 

13. If you have System or Community Administrator, Posting or Alert Admin rights, you can view responses of 
your alert and resend the alert. Refer to section Response Records. 
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Section 4 - Calendar 
The Calendar is designed for users to post and share calendar events with other portal users. Within the tool, 
there is a default calendar, titled "Portal Calendar." It is available for users to post and view events for the 
Portal. The person who creates the event becomes the administrator and grants users access to see the 
event(s). All events are listed on the actual date(s) of occurrence. 

Private calendars can be created by individual users. The person who creates a private calendar becomes the 
administrator of the calendar and grants users access and rights (i.e., view, post, edit, delete, and manage). 
To access Calendar, select the "Calendar" link from the Home page or from the navigation bar. 

View Calendar Layouts 

As shown in Figure 1.0, there are several options for calendar view. The default is one month. 

View One Month 

1. Use the single arrows to advance next or move back one month at a time. The double arrows are used to 
advance or move back a year. 

2. Click on the "View One Month" link for this layout. 

3. On the left-hand side of the screen, the legend and small monthly calendars are displayed to include 
previous month, current month, and the next month. To collapse this first column, select the column 
separator and first column will be hidden. Select separator again to display the column. 

Figure 1.0 - One Month Layout 

View One Week 
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1. To view one week, click on the "View One Week" link at the bottom of the screen. 

2. Use the single arrows to move ahead or back a week. 

3. The double arrows are used to move ahead or back a month. 

4. To save this layout, click on the "Update View" button under the calendar "Legend." 

Figure 1.1 - One Week Layout 

View One Day 

1. To view one day is to click on the "View One Day" link at the bottom of the screen. 

2. The events for that day are listed by time, event name, and calendar. 

3. To save this layout, click on the "Update View" button under the calendar "Legend." 
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Figure 1.2 - One Day Layout 

View Calendar Events 

Once events are posted to a calendar, the events can be viewed within the three calendar layouts. Events are 
highlighted and underlined as links. If more than three events are posted for one day, click on the "More" link 
to see the listing (see Figure 1.0). 

As shown in Figure 1.3, the event is displayed by title, calendar, duration, category type, sponsor information, 
event description, attachments, and event administrator. To view the other users who can see the event: 

1. Click on the "view other users" link and the user names are displayed. 

2. To collapse, select the collapse link and the user names are no longer shown. 

3. If an event is posted in one of small calendars to the right, the event date is highlighted in blue. 

4. To view the listed event, click on the date. 

5. To close out the event and return to the previous screen, click on the "Return to Calendar" link. 
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Figure 1.3 - View Event 

Search for Events 

1. To search for specific events, conduct a keyword search. This type of search explores through every word 
of every calendar the user can access, excluding calendar attachments. 

2. Click on the 'Search" button at the top left of the screen. 

3. Type in the keyword(s) in the provided text box and select the "Search" button (see Figure 1.4). 

4. The results are listed by date, time, and event title. 

5. Click on the event title to view the event. 

6. To conduct a new search, enter the new criteria in the text box and click on the "Search" button. 

7. To return to the calendar, click on the "Return To Calendar" button. 

An 7 31W.1000541.1 110041 

mas.ara•ssoes •111$0•411 
M 20 2010 • I CO 00 MU 	03 III 

Figure 1.4- Search Event 

Change Calendar Colors 

Each calendar can be labeled by a designated color. For example, events for the Portal calendar can be 
labeled in Black while events for a private calendar can be labeled in  Red, Green,  etc. Fourteen unique colors 
can be assigned to multiple calendars all in one screen. 
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1. Click on the colored square next to a calendar name from the "Calendar" screen. By default, the colored 
square is black. 

2. Use the drop down arrows under each calendar name to select the color from the list (see Figure 1.5). 

3. Click the "Save Changes" button to save the color changes, or select "Return to Calendar" to cancel. 

Figure 1.5 - Calendar Colors 

Portal Calendar 
Any user can post an event to the "Portal Calendar " 

Add Event 
1. Click the "Add Event" link at the top right of the screen, or click on the calendar date for the event. 

2. Type the name of the event in the text box (see Figure 1.6). 

3. Click on the "Create" button. 

4. Use the drop down arrow to select the calendar for the event. 

5. To cancel, click on the "Cancel" button and return to the calendar screen. 

Figure 1.6 - Create Event 

Event Details 
To describe the details of the event, complete the "Add Event" screen by (see Figure 1.7): 
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1. Use the drop down arrows to enter in the start and end date and time of the event. 

2. Type in the title, description of the event, and the sponsoring organization in the provided text boxes. 

3. Select the category of the event by using the drop down arrow. 

4. Click on the "Yes" or "No" radio box to display the event on weekends. 

5. Choose "Recurrent Options" by using the drop down arrow and make the selection. The event can be non-
recurrent, that is, occurs one time; or recurrent, which is a repeated event. 

.• 	 • 

Figure 1.7 - Add Event 

Recurrent Event 

1. If the event is recurrent, select "Recurrent" from the drop down box (see Figure 1.7). 

2. Click on the "Recurrent Options" button. 

3. The name of the event is automatically displayed (see Figure 1.8). 

4. Using the drop down arrows, select the start and end dates for the event. 

5. To change the year, type the correct year. 

6. Click on the appropriate radio box for "Event Occurs," that is daily, weekly, monthly, or yearly. 

7. Click on the "Refresh Frequency Details" button to view frequency options. Frequency details change for 
each option. 

8. Daily - Choose the number of days next to "Frequency Details" heading. 

9. Weekly - Choose the week of the month (i.e. 1st, 2nd, 3rd, 4th, or last week(s) of the month) and the days 
of the week (i.e. listed Sunday through Saturday). 
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10. Monthly - Choose the number of days for every number of months, or select the week of month, day of 
week, and number of months. 

11. Annually - Choose the month and year, or week of the month, day of week, and month of year. 

12. Click on the "Finished" button. 

13. If the options need to be modified, select the "Recurrent Options" button and make the modifications. 

14. Click on the "Update Event" button to save the changes. 

15. Click on the "Finished" button to return to the "Add Event" screen. 

Figure 1.8 - Recurrent Event 

Event Access 

In order for users to view the event, they must be granted access (see Figure 1.9). 

1. Select the "Orgs," "Users," and/or "My Groups" check boxes. 

2. Click on the "Refresh" button and the available users list is automatically updated with users based on your 
choice above. Depending on your portal configuration, if you choose the "Users" radio box, you may need 
to specify search criteria and execute a search before the list will contain matching and available records. 

3. Type in the name of a user, group, or organization in the "Search" field. Depending on your portal 
configuration, the administrator may have set a minimum number of search characters. (The minimum 
number of search characters does not apply to Site and Community Administrators). You will receive an 
error message if there is a minimum set and you have entered fewer characters than the set minimum. 

4. Click on the "Search" button. 

5. Highlight the user name(s) and click on the  ' I button to grant users access. 

6. Select the 	button to move a user back to the "Available Users" list. 

7. Notice the "Event Read Only Access" radio box is pre-selected to allow users to read the event but not edit, 
delete, or manage the event. This is the default access right for the "Portal Calendar." 

8. Click on the "Update Event" button and the "Finished" button. 

To select multiple user names in a row, hold the shift key and highlight the names and click on the 
">" button. To select more than one user and skip users within the list, hold the Ctrl key, highlight 

the names, and click on the ">" button. 
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Figure 1.9— Manage Access 

Attachments 

1. Click on the "Browse" button. 

2. Select the file to be attached. 

3. Click on the "Attach" button and the file is now displayed as part of the event. There are no limitations as to 
the number of files that can be attached, or file type and size. 

4. After entering the event information, click on the "Finished" button (see Figure 1.5). 

5. Click on the "Update Event" button to save the information and return to the "Add Event" screen. Click on 
the "Finished" button to update the event and return to the Portal Calendar. 

Edit/Delete Event 
The event administrator (i.e., person who created the event) has the ability to edit and delete events. 

1. Click on the "Edit" link to advance to the "Add Event" screen to make modifications (see Figure 1.3). 

2. Click on the "Delete" link to delete the event. 

3. A confirmation screen is displayed. To continue with the deletion, click on the "Delete" button. To cancel 
the deletion and return to the calendar, click on the "Cancel" button. Once an event is deleted, it cannot be 
retrieved (see Figure 1.10). 

Are You Sure? 

W cm,' wrsiiiw•l•-•-• 

DMA. Corn,. 

Figure 1.10— Deletion Confirmation Screen 
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Private Calendar 
Users can create private calendars to post individual events and control user access. The person who creates 
the calendar is automatically assigned "Admin" user rights. 

Create Calendar 
1. Click on the "Create New Calendar" button on the left side of the "Calendar" screen (see Figure 1.0). 

2. Enter the name of the calendar and a description, which is optional (see Figure 1.11). 

3. Click on the "Continue" button. 

Figure 1.11 - Create New Calendar 

Calendar Access 

Once the calendar is created, users must be assigned access and rights (see Figure 1.12). 

1. Select the "Orgs," "Users," and/or "My Groups" check boxes. 

2. Click on the "Refresh" button and the available users list is automatically updated with users based on your 
choice above. Depending on your portal configuration, if you choose the "Users" radio box, you may need 
to specify search criteria and execute a search before the list will contain matching and available records. 

3. Type in the name of a user, group, or organization in the "Search" field. Depending on your portal 
configuration, the administrator may have set a minimum number of search characters. (The minimum 
number of search characters does not apply to Site and Community Administrators). You will receive an 
error message if there is a minimum set and you have entered fewer characters than the set minimum. 

4. Click on the "Search" button. 

5. Highlight the user name(s). Click on the J button to grant users access. 

6. Click on the 	button to move a user back to the "Available Users" list. 

7. Select the appropriate radio box for user rights (i.e., "Admin," "Read/Post" or "Read Only"). 

8. Click on the "Finished" button and return to the calendar screen. 
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Figure 1.12 - Assign Access 

To select multiple user names in a row, hold the shift key and highlight the names and click on the 
">" button. To select more than one user and skip users within the list, hold the Ctrl key, highlight 

the names, and click on the ">" button. 

User Rights 

The three user access rights that can be assigned are: 

• "Calendar Admin Access" should be granted sparingly and cannot be given to organizations or groups, only 
individual users. It allows users to read, post, edit, delete and manage access to the private calendar. 

• "Calendar Read/Post Access" enables users to read and post events. 
• "Calendar Read Only Access" allows users to only read events that are posted. 

After the user rights are selected, click on the "Finished" button. At the "Calendar" screen, the private calendar 
title is listed under the "Legend" heading. 

Delete/Edit Calendar 
The calendar administrator (i.e., person who created the event) or person with calendar admin access, has the 
ability to edit calendar access and/or delete the calendar. 

1. Click on the calendar name link to make modifications or delete the calendar (see Figure 1.12). 

2. Make modifications and select "finished." 

3. Click on the "Delete" link to delete the calendar. 

4. A confirmation screen is displayed (see Figure 1.13). To continue with the deletion, click on the "Yes, 
Delete It" button. To cancel the deletion and return to the calendar, click on the "No go back" button. Once 
a calendar is deleted, it cannot be retrieved. 

Figure 1.13— Delete Calendar Confirmation 
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Add Event 

Users with "Calendar Admin Access" or "Calendar Read/Post Access" can add events to a private calendar. 

1. Click on the "Add Event" link located on the top right of the "Calendar Main" screen. 

2. Designate which calendar to add the event (see Figure 1.14). 

3. Enter the name of the event. 

4. Click the "Create" button. 

5. Continue to follow the steps outlined in Portal Calendar. 

Figure 1.14 — Add Event to Private Calendar 

Event Details 
Once the event name and calendar are selected you must fill in the event details. Fill in the details as follows: 

1. Use the drop down arrows to enter in the start and end date and time of the event (see Figure 1.15). 

2. Type in the title, description of the event, and the sponsoring organization in the provided text boxes. 

3. Select the category of the event by using the drop down arrow. 

4. Click on the "Yes" or "No" radio box to display the event on weekends. 

5. Choose "Recurrent Options" by using the drop down arrow and make the selection. The event can be non-
recurrent, that is, occurs one time; or recurrent, which is a repeated event. 
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Figure 1.15— Event Details 

Recurrent Event 

1. If the event is recurrent, select "Recurrent" from the drop down box (see Figure 1.15). 

2. Click on the "Recurrent Options" button. 

3. The name of the event is automatically displayed (see Figure 1.16). 

4. Using the drop down arrows, select the start and end dates for the event. 

5. To change the year, type the correct year. 

6. Click on the appropriate radio box for "Event Occurs," that is daily, weekly, monthly, or yearly. 

7. Click on the "Refresh Frequency Details" button to view frequency options. Frequency details change for 
each option. 

i. Daily - Choose the number of days next to "Frequency Details" heading. 

ii. Weekly - Choose the week of the month (i.e. 1st, 2nd, 3rd, 4th, or last week(s) of the month) and the 
days of the week (i.e. listed Sunday through Saturday). 

iii. Monthly - Choose the number of days for every number of months, or select the week of month, day of 
week, and number of months. 

iv. Annually - Choose the month and year, or week of the month, day of week, and month of year. 

8. Click on the "Finished" button. 

9. If the options need to be modified, select the "Recurrent Options" button and make the modifications. 

10. Click on the "Update Event" button to save the changes. 

11. Click on the "Finished" button to return to the "Add Event" screen. 
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Figure 1.16 - Recurrent Event 

Event Access 

In order to give users access to the event, they must first be granted access to the Calendar (see Figure 1.17). 

1. Select the "Orgs," "Users," and/or "My Groups" check boxes. 

2. Click on the "Refresh" button and the available users list is automatically updated with users based on your 
choice above. Depending on your portal configuration, if you choose the "Users" radio box, you may need 
to specify search criteria and execute a search before the list will contain matching and available records. 

3. Type in the name of a user, group, or organization in the "Search" field. Depending on your portal 
configuration, the administrator may have set a minimum number of search characters. (The minimum 
number of search characters does not apply to Site and Community Administrators). You will receive an 
error message if there is a minimum set and you have entered fewer characters than the set minimum. 

4. Click on the "Search" button. 

5. Highlight the user name(s) and click on the 2.J button to grant users access. 

6. Select the 	button to move a user back to the "Available Users" list. 

7. Notice the "Event Read Only Access" radio box is pre-selected to allow users to read the event but not edit, 
delete, or manage the event. 

8. Click on the "Update Event" button and the "Finished" button. 

To select multiple user names in a row, hold the shift key and highlight the names and click on the 
">" button. To select more than one user and skip users within the list, hold the Ctrl key, highlight 

the names, and click on the ">" button. 
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Figure 1.17— Manage Access 

Attachments 
1. Click on the "Browse" button. 

2. Select the file to be attached. 

3. Click on the "Attach" button and the file is now displayed as part of the event. There are no limitations as to 
the number of files that can be attached, or file type and size. 

4. After entering the event information, click on the "Finished" button (see Figure 1.17). 

5. Click on the "Update Event" button to save the information and return to the "Add Event" screen. Click on 
the "Finished" button to update the event and return to the Portal Calendar. 

Edit/Delete Event 
The event administrator (i.e., person who created the event) has the ability to edit and delete events. 

1. Click on the "Edit" link to advance to the "Add Event" screen to make modifications (see Figure 1.3). 

2. Click on the "Delete" link to delete the event. 

3. A confirmation screen is displayed. To continue with the deletion, click on the "Delete" button. To cancel 
the deletion and return to the calendar, click on the "Cancel" button. Once an event is deleted, it cannot be 
retrieved (see Figure 1.18). 

Are You Sun? 

Figure 1.18— Deletion Confirmation Screen 
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Frequently Asked Questions (FAQs) 

1. Instead of viewing my calendar by the month, how can I change the layout? 

At the bottom of your main calendar, there are three view options. Click on the view layout and your 
calendar is updated (refer to View Calendar Layouts). 

2. How do I view events that have been posted to the calendar? 

From your main calendar, select the event name or event date (for the small calendars). The "View 
Event" screen is displayed (refer to View Calendar Events). 

3. I need to find a particular event that was posted last month, what steps do I take? 

You can search for the event or go to that calendar month to view the event. To search for a specific 
event, click on the 'Search" link from your calendar screen. Enter in key words and click on "Submit 
Query." The event is listed by date, time and title (refer to Figure 1.4  -  Search Event and View Calendar 
Layouts). 

4. How do I add an event to a calendar? 

Any user can add an event to the Portal calendar. Click the "Add Event" link at the top right of the 
"Calendar" screen (refer to Add Event To Portal Calendar). For private calendars, users with "Calendar 
Admin Access" rights can post event (refer to Create Private Calendars). 

5. If an event is taking place for three months, how do I post it? 

At the "Add Event" screen, select "Recurrent" for "Type of Event" and click on the "Recurrent Options" 
button (refer to Recurrent Event). 

6. For the "Portal Calendar," do all users see all events? 

No. You must grant users access to the event in order for them to view and read it. 

7. Why can't I edit or delete an event on the "Portal Calendar"? 

Only the event administrator (i.e. person who created the event) can edit or delete an event. For 
private calendars, users must be granted "Admin" or "Read/Post" rights to edit or delete an event. 

8. How do I create a private calendar? 

From "Calendar," click the "Create New Calendar" button (refer to Create Private Calendars). 

9. What kind of information can I post in the description box? 

The description box is an unlimited text box. You have the option of typing in a summary of your event, 
the entire event agenda or information on where users can go if they have additional questions. What 
you type is up to you, but please try to be as descriptive as possible. 

10. How do I add users to my private calendar? 

At the "Assign Access" screen, highlight the users' names in the "Available Users" field, click on the ">" 
button to grant them access. 

11. I noticed that the "Portal Calendar" events are viewed in black. How do I select a color for my calendar? 

Refer to Change Calendar Colors. 

12. How Do I add an event to my calendar? 

Click on the "Add Event" link and select your calendar title (refer to Add Event to Private Calendar). 
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Subscribe to a Channel 

If the status of an Open Channel is "Unsubscribed" and the user wants to subscribe, the user must: 

1. Click on the '21  button to subscribe to the channel. 

2. A user has successfully subscribed to the channel when the subscribe button is  sc  , and the status 
changes to "Subscribed." 

Unsubscribe to a Channel 

When a user no longer wishes to be a member of an open channel, the user must unsubscribe. 

1. Click on the  3111  button to unsubscribe to the channel. 

2. A user has successfully unsubscribed to the channel when the subscribe button is 	, and the status 
changes to "Unsubscribed." 

Access to By Request Channel 

If a user wants access to a "By Request" channel, he or she must request access from the admin. 

1. Click the "Request" link under the "Subscribe" column. 

2. The user has successfully subscribed to the channel when the "Request" link is replaced by the word, 
"Requested." 

3. The user has access to the channel once the admin approves the request, and then the user can start to 
utilize that channel. 

Using Channels 

Each collaboration tool has an Access Control List (ACL), where the user can designate which users on the 
portal can have access to the information. To assign available users to the information, the user can filter his 
or her view to a specific organization or channel to limit the number of available users. 

1. Click on the "Secure Messaging" link on the desktop. 

2. Click on the "Compose Message" link (refer to Figure 1.1). 

Figure 1.1 - Secure Messaging Inbox 

3. By default, "Orgs" and "My Groups" are selected as search criteria in the ACL portion of the window. 
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4. Select "Channels" by clicking within the box to the left. 

5. Click on the "Refresh" button. 

6. To narrow the search, the user can enter the name or partial string of the channel in the search field. Click 
the "Search" button. 

Figure 1.2 - Compose New Message 

7. Highlight the desired channel. Click on the "Add Recipient" button. 

8. Continue to fill in the appropriate fields as explained in the Secure Messaging User Guide. When the user 
sends the secure message, it is received by every user that is a member of the channel chosen. 

9. Follow the same instructions for the other core tools. 
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Frequently Asked Questions (FAQs) 

1. Can I subscribe to a channel even though I do not belong to the organization? 

You can subscribe or request access to any channel, regardless of organization affiliation. Channels 
are "special" organizations that allow collaboration between users that normally cannot see each other. 
Refer to section Channels Information. 

2. Channels are available for use in which tools? 

Channels are available in all the core collaboration tools to include: Secure Messaging, Library, 
Calendar, Online Briefings, Forum Discussions, Survey Wizard, Chat, WebPort, TaskTrac, and Alerts. 

3. How do I subscribe to a channel? 

Within the channel tool, you need to click on the 	button to subscribe to an open channel. Refer to 
section Subscribe to Channel. 

4. How do I gain access to a By Request Channel? 

On the Channel main page, you need to click on the "Request" link to request access to a By Request 
Channel. The administrator of the channel then must approve your request in order for you to be a 
member of that channel. Refer to section Access to By Request Channel. 

5. Can I register for a Channel? 

Users cannot register into a channel organization. A channel cannot be assigned as a sponsoring 
organization. The user must have an existing account within the portal. 

6. If I have been made a member of a channel by an admin, do I have to participate in the channel? 

Channel "subscription" is always optional. The user can subscribe and unsubscribe to any channel at 
any given moment. Refer to section Channels Information. 
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Section 6 - Chat 
Chat provides portal users a way to communicate real time with other members in the portal. Any user can 
initiate a new chat room. Access to a Chat Room is granted on an individual or organization basis. Each chat 
room has only one administrator. 

To access the "Chat" tool, click on the "Chat" link from the Home Page or from the navigation bar. 

Chat Room 
As shown in Figure 1.0, the main "Chat Room" allows users to create a new chat, join a chat and view users 
currently logged on the portal. 

• To create a new chat, Click on the "Create New Chat Room" link located on the right side of the screen. 
• To view users that are currently logged into the portal, click on "Users Logged On." 

Create New Chat Room 

Room L iSt 
	 Ptease select a rOOM 10 loin. or Inmate a new chat- 

Chat Room 
	

Parlktpants Actkns 

Threat 1 eve! Disal5siort 
	

a 	awl. 21 

Figure 1.0 - Chat Room 

Section 2 — Create New Chat Room 

Create Chat 

1. Click on the "Create New Chat Room" link (see Figure 1.0). 

2. You should be transferred to the page to name the Chat and assign users (see Figure 1.1). 
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Finished_i 	Update 	F  ()elate  / 

Figure 1.1 - Chat Management 

Assign Users 
When creating a chat room, users must be assigned access to the chat (see Figure 1.1). 

1. Type in the name of the Chat in the provided text box. 

2. Select the "Orgs," "Users," "My Groups," and/or "Channels" check boxes. 

3. Click on the "Refresh" button and the Available Users list is automatically updated with users based on 
your choice above. Depending on your portal configuration, if you choose the "Users" radio box, you may 
need to specify search criteria and execute a search before the list will contain matching and available 
records. 

4. Type in the name of a user, group, or organization in the "Search" field. Depending on your portal 
configuration, the administrator may have set a minimum number of search characters. (The minimum 
number of search characters does not apply to Site and Community Administrators). You will receive an 
error message if there is a minimum set and you have entered fewer characters than the set minimum (see 
Figure 1.3). 

5. Click on the "Search" button. 

6. Highlight user name(s), select the appropriate radio box for "Adnnin," "View Only," or "Participant" rights, 

and click on the (_>_1 button to grant users access. The default access right is "Participant." (NOTE: "View 
Only" rights allow a user to view the chat, but they cannot post any comments.) 

7. To change a user right, select the right, highlight the user's name in the "Assigned Users" field, and click on 
the "Change Rights" button. 

8. To view users with a particular right (e.g., "Admin") select the appropriate user right checkbox under "Show 
Users With These Rights" and click on the "Refresh" button. The "Assigned Users" field is updated. 

9. Select the < button to move a user back to the "Available Users" list. 

10. Click on the "notify users" check box to send users an email to participate. 

11. Choose the "Cancel" button to cancel the action. 

12. Click on the "Update" button to save the information and continue to next page (see Figure 1.2). 
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13. On this page you may "Update", "Cancel", or click Finished. 

14. Select the "Finished" button to return to the "Chat" screen. 

INE11 

Figure 1.2— Manage Access 

To select multiple user names in a row, hold the shift key and highlight the names and click on 
the ">" button. To select more than one user and skip users within the list, hold the Ctrl key, 

highlight the names, and click on the ">" button. 

Delete Chat 

1. Click on the' 'Manage Access" link. 

2. Click on the' 'Delete" button to allow the administrator to delete the chat room. A confirmation screen is 
displayed. 

3. Click on the 'Delete" button to delete the chat room (see Figure 1.3). Once a chat room is deleted, it 
cannot be re trieved. 

4. Click on the 'Cancel" button to cancel the action and return to the "Chat Management" screen. 

     

  

Are You Sure? 

  

     

 

You are about to delete the that room - (Threat Level Discuselool 
Deleting a that room can not be undone 

 

     

  

Celete 
	

Cancel  j 

 

Figure 1.3— Delete Chat Confirmation 

Section 3 - Join Chat 
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1. Use the drop down arrow to click on the title for the chat room. 

2. Click on the "Join Chat" button to participate. 

3. A list of participants is shown under the "Current Participants" heading. The number next to the chat title 
reflects the number of participants (see Figure 1.4). 

      

Create New Chat Room 

Pal,c1pArtIS 

  

Threat Level Discussion 

   

Name 

Kaila Rice (Employer Name ) 

Karla Test 

Actions 

    

Enter Message 

Po st 

Figure 1.4- Chat Room 

Create New 

P6r66P4M*  Karla Rice (121425FM) 

Threat Level Discussion 	 II  A  , 

Hello There, I see you have view only access' I vnll be posting tnformabon kr you lo view 
Name 	 Actions 

Kan Rice (ErnplOyer Name) 

Kada Test 

Figure 1.5— View Only Access 

Post Message 
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1. Type the message in the "Enter Message" text box (see Figure 1.4). If the user only has "View Only" 
access, there will not be a text box visible (see Figure 1.5). 

2. Click on the "Post" button. 

3. Once the message is sent, it appears at the top with the participant's name, date and time, and the actual 
message. 

4. As the owner of the message, click on the delete icon to remove the posting. Once a message is posted, it 
cannot be edited. To edit, enter a new message and post it. 

Open Sidebar Chat 
The Sidebar Chat allows a user to contact another chat participant and have a side chat while the original chat 
takes place. A Sidebar Chat can only take place between two users, but each user has the capability for 
multiple Sidebar Chats. Sidebar Chat participants can be drawn from the active Chat session (including "View 
Only" members) or from the list of active portal members within the user's visibility. 

The Sidebar Chat content cannot be archived or printed. When the user leaves the active chat session, the 
portal will close any active Sidebar Chat sessions. 

1. Click on the 	button located before the user's name who you would like to open a Sidebar Chat with (see 
Figure 1.5). 

2. The user who is selected to chat with will have a link on their chat page to accept the Sidebar Chat 

invitation. Click on either the accept 	icon or decline  r 	icon (see Figure 1.6). 

3. If the decline icon is selected, the message, "Your invitation has been declined," appears in the open 

Sidebar Chat window. Click on the leave icon  ' 1-  (see Figure 1.8). 

4. Type the message within the Text box and click on the "Post" button (see Figure 1.7). 

5. To leave the Sidebar Chat, click on the leave icon  :3  (see Figure 1.7). 
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Actions 
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MEW- Create New Chat Room 

Figure 1.6— Sidebar Chat Invitation 

111 ,F3  
Chat with Karla Test 

Karla Rice (12:22:12 PM: 
Hello 

4 

Figure 1.7 — Sidebar Chat 
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Chat with Karla Rice (Employer Name;) 

Karla Rice (12:24:36 PM) 
Your invitation has been declined... 

Enter Message 

Post 
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Figure 1.8 — Declined Sidebar Invitation 

View Transcript 

1. To view chat transcripts, click on the 	icon. Transcripts are shown from a 24 hour period to a complete 
record of the chat to include history length, message composer, posted date and time, and the actual 
message (see Figure 1.9). 

2. Use the drop down arrow to view transcripts within 24 hours, 48 hours, 72 hours or Complete for "History 
Length," 

3. Click the "Refresh Page" button. The transcript is shown. 

4. To return to the "Chat Room" screen, close the browser window. 
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Figure 1.9 - View Transcript 

Chat Room Info 

1. To view chat info, click on the  -  icon. A pop-up will show: the owner, date created, date/time of first and 
last post, number of messages posted and users with access (see Figure 1.10). 

2. To return to the "Chat Room" screen, select the close window link. 

Threat Level Discussion 

Owner: Rice. Karla 

Created: October 28. 2011 

First Post: October 28. 201112:20 Ptol 

Last Post: October 28. 2011 1220 PM 

Posted: 1 Messages 

Currently Invited 

Rice. Karla (Organization125396) (admin) 

Test. Karla (Organization 125396) (view only) 

User125461, Test125461 (Organization125396) (participant) 

close window 

Figure 1.10— Chat Info 

Leave Chat 

1. To leave a chat or visit a different chat, click on the leave  '4-  icon on the right side of the screen. 

2. If this link is not selected, the user's name appears in the "Participants" area and the other members may 
assume the user remains active within the chat room. 

3. Once the leave 	icon is selected, the participant is removed and the user returns to the "Chat Room" 
screen. 
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Section 4 - Frequently Asked Questions (FAQs) 
1. Who can create a Chat Room? 

Any user can create a Chat Room. 

2. Can everyone on the portal see my Chat Room? 

Members that have been granted access can see your Chat Room. Refer to Assign Users. 

3. How do I create a Chat Room? 

To create your own Chat Room, click on the "Create New Chat Room" link, enter the chat name and 
grant users access. Refer to Create Chat section. 

4. How do I grant access to my Chat Room? 

From the "Chat Management" screen, highlight the user names, select the appropriate access right 
(i.e., Admin or Participant), and click on the directional arrow ">" to grant access. 

5. After I've created a new chat and assigned users, how are the users notified? 

At the "Chat Management" screen, there is an option to notify users to join the chat. Click on that check 
box and users are sent an email. 

6. How do I post messages to my Chat Room? 

Once you click the chat name to enter the chat, enter your comments in the text box located at the 
bottom. When you have completed your posting, click on the "Post" button to send the message. 
Refer to Post Message. 

7. How can I delete my Chat Room? 

Only chat administrators can delete a chat room. Click on the "Manage Access" link at the top and 
select the "Delete" button at the bottom of the "Chat Management" screen. Refer to Delete Chat   

section. 

8 How can I leave a Chat Room? 

To leave a Chat Room, click on the leave icon on the right side of screen. Once it is selected, your 
name is removed from the participant list. 
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Find Users/Member Locator 
The core tool, Find Users/Member Locator, provides a means for locating other portal members within a user's 
organizational hierarchy. Any user can perform a search and view users that are logged into the portal. 

To access this tool, click on the "Find Users" or "Member Locator" link in the navigation bar or select the "Find 
Users" or "Member Locator" link from the Desktop, under the Collaboration Tools menu. 

Perform A Search 

1. Type in the search criteria for first name, last name, email address, job title, employer, city, state and/or zip 
code. The Find Users feature is NOT case sensitive (see Figure 1.0). 

2. Use the drop down arrows to select the sponsoring organization, job function, mail group membership, 
associations, and the appropriate "Sort By" option. The database can sort by first name, city, state and zip 
code. By default, the database is sorted by first name. 

3. Click on the "Search" button to perform the search. 

4. The Results page shows the results from the search. The results are listed in alphabetical order based on 
the "Sort by" criteria. User information within the database is listed under the "Name" and "Organization" 
fields (see Figure 1.1). 

5. If the search reveals no matches within the database, users are prompted to click on the "Search Again" 
button. The "Find Users Screen" is displayed again (see Figure 1.2). 

6. To yield all portal members within the organizational hierarchy, leave the search fields blank and click on 
the "Search" button. The Results screen will display 10 users. To view the next set of users, click on the 
"Next Page" button (see Figure 1.1). 

iligiikirrnMerriieMME=1=111MN, 	 

Lest Name 

Email AddtesS 

Sponsonrg Ofgarumbor• 

Job Funclion 

Mad Gtoup MenWership 

Job Tde 

Assocaborts 

Empkryer 

City 

  

StavaVJS Tecntory1Promme 

  

   

Ilp.Pontat Code 

  

   

Sort By Lavt Name  *- 

 

IS..rchI  

Figure 1.0— Find Users Screen 

To achieve matched information within the database, it is best to perform a broad search by 
entering minimal data and then narrowing the search by entering more detailed data. In 

addition, the first few letters of a user's name may be entered instead of the entire name when 
performing a search. 
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Show Logged On Users 

First Name 

Lea Name 

Email Address 

Sponsoring Organization. 

Job Function 
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EnVoyer 

Cop 

Stale/US TerntoryPiromnce 
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Recordfs1 1 - 2 of 2 
	

Show  Logged  On Users 

Narla tester 

Reda ecenned 

804-744-8800 

soda Mater 

Nada nceetingdifi 

804-744-8800 

Search Again] 

Name 

as 

Organization 

George Trairrno 

Employer Not Provided 

NarlaTesling 

-None Selected-

Employer Not Promdecr 

kerne Sponsor 

Emelt EmployeJ 

Phone Mentor 

Name Sponsor 

EMU Job Foraceen 

Phone Nuniemr Employer 

Search Again 

Figure 1.1 - Search Results 

I 

Figure 1.2— Return 0 Results 

Send Secure Message 

The envelope symbol 	next to the user's name provides a link to the "Compose Secure Message" screen 
(see Figure 1.3). To compose and send a secure message, click on the envelope symbol. 
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Figure 1.3 - Secure Message 

Show Logged On Users 

From the Find Users screen, a user can view all users logged onto the portal. 

1. Click on the "Show Logged On Users" link in the navigation bar (see Figure 1.4). 

2. To return to the Find Users screen, click on the link from the navigation bar. 

Users Logged  In Record(s)  -  1 of 1 I- eel Use, 

  

current ir a 	into Ire ... 

Sponsor! Employer 

—SE=  ESP O rnup 

Figure 1.4 — User Logged In 
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Frequently Asked Questions (FAQs) 

1. Who has access to the Find Users/Member Locator feature? 

All portal users have access to the Find Users/Member Locator feature; however, they can only view 
users within their organizational hierarchy. 

2. How do I conduct a search? 

From the Find Users screen, type or select the appropriate search criteria and click on the "Search" 
button. Please refer to the 

Perform A Search. 

3. Is the search criteria case sensitive? 

No, you can use upper and lower case letters. 

4. Do I need to complete the entire search screen before performing a search? 

No, you do not need to complete all fields. It is best to start with a broad search and then narrow the 
search with more detailed data. If you still do not retrieve results, click on the "Search Again" button 
and enter different search criteria. 

5. My search results indicate 25 records; however, I only see 10 on the screen? 

By default, only 10 users are shown with any search result. To view the other users, click on the "Next 
Page" button. To return to the previous page, click on the "Previous Page" button. Use these buttons 
to navigate between search results. 

6. In the "Search Results" screen, there is an envelope symbol. What does it do? 

The envelope symbol allows you to compose and send a secure message to a user. Refer to Send 
Secure Message for instructions. 

7. How can I view who is logged onto the portal? 

Click on the "Show Logged On Users" link from the navigation bar at the top right of the screen. Refer 
to 

Show Logged On Users for instructions. 
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Section 7 - Forum Discussions 
The Core Tool, Forum Discussions, allows users to host online threaded discussions with other users. The 
tool provides regular users several options for reading, posting, or searching for messages and creating new 
forums. The Forum Manager also has the option to manage forum settings. Any user can create a new forum. 
The person who creates the forum becomes the Forum Manager with the right to grant user access and user 
rights. 

Each forum is comprised of threads and each thread contains messages. There may be multiple threads and 
these threads can have multiple messages. A thread is similar to conversations and is created by the user to 
narrow the discussion for a particular topic. 

Forum Access Rights 
Any user has the ability to "Change Rights" of an assigned user to a Forum as long as they have "Admin" rights 
over the Forum. These rights include the following: 

• Admin [AM] — this feature enables the user to become the "Admin" of the Forum. 
• Create Threads [CT] — allows the user to "Create Threads" within the existing thread. 
• Post Replies [PR] — permits the ability to reply to existing posts within a thread. 
• Attach Files [AT] — allows the user to "Attach Files" to their messages. 
• View Only [VO] — allows the user assigned this right only "View" the forum. 

Notify Users — this feature will notify users via their primary email address of their access to the 
forum. 

Create Forum / Manage Access 
Forum Home I  Search I My Forums I Options I Create Forum 

Figure 1.0 — Forums Main Page 

1. Click on the "Create Forum" link to create a new forum and assign participants for the forum. 

2. Provide a "Forum Name." 

3. Provide a "Forum Description" (optional). 
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4. Select the "Users," "My Groups," and/or "Channels" check boxes. 

5. Click on the "Refresh" button and the available users list is automatically updated with users based on your 
choice above. Depending on your portal configuration, if you choose the "Users" radio box, you may need 
to specify search criteria and execute a search before the list will contain matching and available records. 

6. Type in the name of a user, group, or organization in the "Search" field. Depending on your portal 
configuration, the administrator may have set a minimum number of search characters. (The minimum 
number of search characters does not apply to Site and Community Administrators). You will receive an 
error message if there is a minimum set and you have entered fewer characters than the set minimum. 

7. Click on the "Search" button. 

8. Highlight the user name(s) and click on the ">" button to grant users access. 

9. Select the "<" button to move a user back to the "Available Users" list. 

10. Select the "notify user" box if the newly assigned user should receive a notification that he/she has been 
given access to the forum (optional). 

11. Click on the ">" button to move the user(s) to the "Assigned Users" list. 

12. Click on the "Finished" button when all the appropriate users have been given access to the forum. 

To select multiple user names in a row, hold the shift key and highlight the names and click on 
the ">" button. To select more than one user and skip users within the list, hold the Ctrl key, 
highlight the names and click on the ">" button. The user names are moved to the "Selected 

Users" field. 

Forum Discussions Farm Home I Search I My Faums I Options 

 

Fonon Name 

Fortes Desaipbon 
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Click on names in eater the available users at assigned users lat. tend& on a direction button (Add > or < Remove) to move name lo the other kst. 
Available Users 1===EM 

(IASE Secrue Porte!) (Organization) 
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Client Services (Organization) 2 Attach Files 

ojgs Cornnuts (Oroenization) 0 View Only 
0 Users Show users with these nghls 
0 Channels 0 Admin 	 C Create Thread I  Refresh List I El Post Replies 	E Attach Files El View Only 

I Change Rights I I Refresh 	I Search Search 

Figure 1.1 — Manage Access 

Once the forum is created, the Forum Manager has the ability to view a specific user with a 
specific right. The manager can also view all available users with a specific right. 
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Figure 1.2- Manage Forums Activity 

Edit Forum 
Once the forum is created, the Forum Manager can modify forum settings, add/delete users, and modify 
existing user access by selecting the "Edit" option. 

Modify Forum and Add/Delete Users 

1. Click on the 	icon under the "Edit" column located on the same row as the forum to be modified (see 
Figure 1.2). 

2. Follow the instructions in the "Create Forum" section to edit the forum name, forum description, and 
add/delete users (see Figure 1.1). 

Changing Rights of an Assigned User 
Once the forum is created, the Forum Manager can change the rights of an "Assigned User." The different 
types of rights are defined in the section entitled "Rights of an Assigned User." 

1. Click on the 	icon located next to the forum to modify (see Figure 1.2). 

2. Highlight the name(s) of the desired "Assigned User(s)" (see Figure 1.1). 

3. Change the rights of the user by checking the appropriate box to the left of the listed rights. 

4. Click on the "Change Rights" button. 

5. Click on the "Finished" button to return to Forum Discussion. 

Subscribe/Un-Subscribe to Forum 
A user has the ability to subscribe to a Forum as long as they can see the forum. 

Subscribe 

Click on the 
	

icon located in the corresponding row for the particular forum (see Figure 1.3). 

Un-Subscribe 
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Click on the  2  icon located in the corresponding row for the particular forum (see Figure 1.3). 
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Figure 1.3— Forums, Subscribe 
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Delete Forum 
Once the forum is created, any user with an "Admin" right has the ability to delete the Forum. 

1. Click on the 	icon located in corresponding row for the particular forum to "Delete" (see Figure 1.3). 

2. Click on the "OK" button within confirmation pop-up window to verify the deletion. Once deleted, the forum 
CANNOT be retrieved (see Figure 1.4). 

fortant400.1 S•artall lay Fawns I Opede* I COW* Fong* 

      

the pip Ihrposi/dpwotth  T  lar. 

   

icnins Wel addles in re list ALL ••• days yhow ) 
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I CA,C0 

   

  

Post 	Last Post 	 Uw. Subscnba Ed* [Mote 

 

      

   

%I •••, 

Downs Soon 

  

       

Figure 1.4- Delete Confirmation Screen 

Threads and Posts  

Add/Edit Threads 
Each forum comprises of threads, which contain messages. The user with "Create Thread" access rights can 
"Add" to an existing thread. Only the "Admin" of the forum can modify and/or delete the thread. 

Add Thread/Post to New Forum 
A user that has been granted rights to "Create Thread" to a newly created forum can add a new post to the 
thread. 

1. Click on the forum title (see Figure 1.1). 

2. Type in a "Thread Title" (see Figure 1.5). 

3. Type in a "Thread Summary" (optional). 

4. Click on the "Create Thread" button. 
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Figure 1.5 — Create a Thread 

5. Change the "Post Title" if desired (see Figure 1.6). 

6. Add body text to the post. 

7. Click on the "Preview Post" button to review the thread (optional) (see Figure 1.7). 

8. Click on the "Submit Post" button. 

Forum Discussions 
	 FCM.1171 Horne I Search I My Forums I Options 

Posting in: Forum Horn*, "Help Dear a Training 

Post 	Training 

Bill 

Figure 1.6 — Adding a Post 

Preview 

Training 

The training wal last agoras 1 month 

Figure 1.7 — Preview Post 
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Add Thread/Post to Existing Forum 
A user who has been granted rights to "Create Thread" to an existing forum can add a new post to the thread. 

1. Click on the forum title. 

2. Click on the thread title (see Figure 1.8). 

3. Click on the "Add Thread" link (see Figure 1.9). 

4. Type in a "Thread Title." 

5. Type in a "Thread Summary." 

6. Click on the "Create Thread" button. 

7. Change the "Post Title" (optional). 

8. Add body text to the post. 

9. Click on the "Preview Post" button (optional). 

10. Click on the "Submit Post" button. 

Forum Home I Search I User Info I My Forums Options Add Thread 

Figure 1.8 - Thread Title 

Forum Horne I Search I User Info I My Forums I Options I Add Thread 

          

 

Forum Home a Thread Post 

     

          

 

View Flat 
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Posted By 
	

Post 

Iply I Quote  I Print This Message 

 

 

Karla Rice 
	

Training 

5/14i10 
11 47 AM 
	

The training will last approx 1 month 

    

Figure 1.9— Modify Thread 

Special Text for New Post 
When adding a new post, the user has the ability to modify the post body text by using B (bold), / (italic), 
and/or LI (underlining). This is an optional feature. 

1. Click on the forum title. 

2. Provide the "Thread Title." 
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3. Provide the "Thread Summary." 

4. Click on "Create Thread." 

5. Change the "Post Title." 

6. Click on either B for bolding, / for italic, and/or U for underlining (see Figure 1.7). 

7. Provide the text in the pop-up window (see Figure 1.10). 

8. Click on the "OK" button located on the pop-up window. 

9. Click on "Preview Post" (see Figure 1.11). 

10. Click on "Submit Post" (see Figure 1.11). 

Figure 1.10 — Adding "Bold, Italic and/or Underlining" Text 

Forum Discussions Forum Horne I Search I My Forums I Options 
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I  Browse_  I Attachment 

  

   

[  Preview Post I 
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Preview 
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I think the training should tast longed 

Figure 1.11— Preview Post 
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Forum DIscusskms Forum Home I Search I User Irk I My Forums I Options I Add Thread 
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View Flat 
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Figure 1.12 -Thread Postings 

Adding Attachments 

Any user that has been granted access to "Create Threads" to a forum has the ability to "Add Attachments" to 
the "Post." 

1. Click on the forum title. 

2. Provide the "Thread Title." 

3. Provide the "Thread Summary." 

4. Click on the "Create Thread" button. 

5. Provide the body text to the post. 

6. Click on the "Browse" button to add attachments (see Figure 1.11). 

7. Select the desired file and click the "Open" button (see Figure 1.13). 

8. Click the "Add" button to attach the document(s) (see Figure 1.14). 

9. Click on the "Preview Post" button (optional). 

10. Click on the "Submit Post" button to view "Post" with "Attachment" (see Figure 1.15). 
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Posting in: Forum Horne 'Help Desk"›  Training 

Post Title: RE TralnIrg 

II 
Hierarchy Training on Monday 

Figure 1.14— Document Attached 
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Figure 1.15— Post with Attachment 
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Only the "Admin" of the forum can edit and/or delete the thread. Once the thread has been deleted, it cannot 
be retrieved. 

Edit Thread 
1. Click on the Forum title. 

2. Clicking on the 	icon under the "Edit" column next to a specific thread (see Figure 1.16). 

3. Type the modifications in the "Thread Title" and/or "Thread Summary" (see Figure 1.17). 

4. Click on the "Update Thread" button. 

Delete Thread 
1. Click on the Forum title. 

2. Click on the 	icon under the "Delete" column located next to a specific thread (see Figure 1.16). 

3. Click on the "OK" button to confirm deletion of a specific thread (see Figure 1.18). 

 

Forum Discussion' 

    

I Options I Edo Ih,o FOr1.1171 I Add Thread 

  

          

          

Forum Home > Karlas Forum 

 

Posts 	last Post 	 Subscribe Edit Delete 

 

          

          

  

5117/10 12 54 PM 
by Karla Rice 

1.1. 	Hdd 	 1 

 

  

Figure 1.16— Edit/Delete Thread 

    

Fallen Discussions 

 

Fonsn Horne I  Search! My Forurns I  Options 

Posting In: Karias Forum > New Thread 

Thread Name': My thread 

Thread Summary: 

Move to Forum: 

-- select a forum --- 

'  Required 

Update Thread 	Cancel 

Figure 1.17— Update Thread 

Figure 1.18— Delete Thread Confirmation 

Moving a Thread 

The user must be an "Admin" over both the receiving Forum and giving Forum in order to "Move" a thread. 

1. Click on the Forum title to "Edit" a specific thread. 
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2. Click on the 	icon under the "Edit" column. 

3. Click on the drop-down box "Move to Forum" (see Figure 1.18). 

4. Click on the desired Forum. 

5. Click on the "Update Thread" button. 

Posting Messages 

Each thread consists of messages. The user with the "Create Threads" and "Post Replies" rights has the 
option to add a message (Post) to a thread. A "Forum" must have a "Thread" in order for a user to "Post" to it. 
The user also has the ability to reply with a "Quote," "Print This Message" and "Add Attachments" to a specific 
thread. In addition, the "Admin" has the ability to "Move" a "Post" and all associated threaded messages. 

Reply /Post 
A user that has been granted access to "Create Thread" for a specific forum can add a new post to the thread. 
The user then, has the ability to reply to existing posts within a thread. 

1. Click on the Forum. 

2. Click on the name of a specific thread (see Figure 1.16). 

3. Click on the "Reply" link (see Figure 1.19). 

4. Add body text to the post (see Figure 1.20). 

5. Click on the "Preview Post" button (see Figure 1.21). 

6. Click on the "Submit Post" button (see Figure 1.21). 

Forum Dioeusslons Opoons 	Tr, , a 

Forum Home  Thread Post 

let 

i_read • Karla Poce • 5/11+10 12:04 PIA  NEW 

Forum Home Karla, Forum  • My Ihread 

Posted By 	 Post 

Move II 	I Pont This MeSsatie 

Karla Rica 
	

My Ihread 

517 iO 
1204 PM 
	

My Post 

Figure 1.19— Move/Reply/Quote Thread 
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Forum Discussions 

 

Forum Home I Search I My Forums I Options 

   

   

Posting In: Forum Home a Karlin FORM  a  My thread 

Post Title: RE I.', thread 

• / 

In Subscribe to this Thread 

in Notify me of replies M this post 

Attachment 	 [  Browse— I [Add' 

   

ipreviewposti 

      

    

Submit Post  

 

Cancel  I 

 

          

          

Figure 1.20— Posting Text 

Forum Discussions Forum Home I Search I My Forum, I Options 

Posting In: Forum Home Kailas Forum a Sly thread 

Post Title: RE My thread 

B II 

I want to preview my post 

r! Subscribe to this Thread 

▪ Notify  me of replies to this post 

Attachment: [  Browse_ 

Preview Post [ 

 

[  Submit Post [ 

 

Cancel  

     

Preview 

RE: My thread 

want to pmvIew my post 

Figure 1.21 - Preview Post 

Move Post 

A user that has "Admin" rights for a specific forum can add a new post to the thread. The user then, has the 
ability to "Move Post." 

1. Click on the Forum title. 

2. Click on the name of a specific "Thread." 

3. Click on the "Move" link located next to a specific "Post" (see Figure 1.22). 

4. Click on the drop-down box to select a target forum (see Figure 1.23). 

5. Click on a specific forum name. 
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6. Click on the drop-down box and select an "existing Thread" (see Figure 1.24). 

7. Click on the "Move" button. 

Forum Home I Search I User Info I My Forums I Options I Add Thread 

Forum Home > Thread > Post 

View Flat 

My thread - Karla Rice 5117110 12:04 PM  NEW 

Forum Home Karlas Forum My thread 

Posted By 
	

Post 

Move I Reply  I iite I Print This Message 

Karla Rice 
	My thread 

51 -7,10 
12O4 PM 
	 My Post 

Figure 1.22— Move/Delete Post 

Forum Discussions Forum Horne I Search I My Forums I Options 

Posting In: Forum Home a Kartas Forum>  My thread 

 

      

Post Title: My thread 

    

Step 1. Select the target Forum - select a forum — 

-  select a forum --- 

Figure 1.23 — Select Target Forum 

Forum DiScussions FOAM Home I Search I My Forums I Options 

Posting In: Forum Home a Korias Forum = My thread 

Post Title: My threao 

Step 1. Select the target Forum: Karla's next test 

Step 2. Select an existing Thread - select a thread -  -  or Create a new Thread: 

- select a thread - 
Welcome 

 

Move 	Cancel .' 

  

     

Figure 1.24 — Select Existing Thread 

Delete Posts 
A user that has been assigned with "Admin" rights has the ability to delete a message that has been posted to 
a thread. No user can delete or edit a post with replies. 

1. Click on the Forum title to a specific thread. 

2. Click on the name of a Thread. 

3. Click on the 	button to delete the post message (see Figure 1.25). 

4. Click on the "OK" button to confirm deletion of the Post Message (see Figure 1.25). 
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Forum Home Search I User Into I My Forums I Options I Add Thread 

Move IFt_ly Iug •ce I  Print This Message 

Kane Rice 
5/17/10 

12:45 PM 

RE: My thread 

Test 

Figure 1.25 — Delete Confirmation 

Quote 
A user that has been assigned "Post Replies" rights has the ability to "Quote" a specific thread while posting to 
a thread. 

1. Click on the name of a Forum. 

2. Click on the name of a specific Thread. 

3. Click on the "Quote" link (see Figure 1.25). 

4. Click on the "Preview Post" button (see Figure 1.26). 

5. Click on the "Submit Post" button. 
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Figure 1.26 — Preview Quote 

Print Message 

Any user with access to a thread has the ability to "Print" a message. 

1. Click on the Forum title. 

2. Click on the name of a specific Post. 

3. Click on the "Print This Message" link (see Figure 1.27). 

4. Click on the "OK" button to confirm the print. 

Forum RomeI Search I User Info I My ForumsI Options I Add Thread 

EEMDLUMDIMIMA.0>F0M 

view Flat 

Mv Weal  - Karla Rice - 5/17110 12:04 PM  NEIN 
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Forum Home' Karlas Forum' My thread 

Posted By 	 Post 

Figure 1.27— Print This Message 

83 

© 2005-2011 NC4 INC. ALL RIGHTS RESERVED. 

11-10110-010 

 

Prin
Any 

 

1. C

2. C

3. C

4. C

 

 

nt Messa
user with ac

Click on the 

Click on the 

Click on the 

Click on the 

ge 
ccess to a th

Forum title. 

name of a s

“Print This M

“OK” button 

hread has the

pecific Post

Message” lin

to confirm t

Fi

© 2005-2011

Figure 1.26

e ability to “P

. 

nk (see Figur

he print. 

igure 1.27 –

1 NC4 INC. ALL 

11-10110-0

6 – Preview

Print” a mes

re 1.27). 

– Print This 

RIGHTS RESERV

010 

w Quote 

ssage. 

Message 

C

VED. 

COMPLETE PORTTAL USER GUID

83

 

 

 

E 

3 



I Cancel I  Update Prefetences  

Notification Options 

Notify me of threads created in my subscribed forums 

Notify me of Posts created In my subscribed threads 

View options 

View Threads 

Flat 

NC4 
COMPLETE PORTAL USER GUIDE 

Options 

There are two options available for any user to set their preferences to: Notification Options and View Options. 

Notification Options 

The user has the ability to set the "Notification Options" to either "Notify me of threads created in my 
subscribed forums," or "Notify me of posts created in my subscribed threads." This will generate a notification 
to the user via external notification. 

1. Click on the "Options" link (see Figure 1.1). 

2. Click either and/or both "Notification Options" (see Figure 1.28). 

3. Click on the "Update Preferences" button (see Figure 1.28). 

Forum Horne I  Search  I  My Forums I  Options I Create Forum 

Forum Options 

Figure 1.28 - Forum Options 

View Options 

The user has the ability to set "View Options" to either "Threaded" or "Flat." The "Threaded" option shows the 
"Threads" in chronological and reply order. And the "Flat" option shows the "Threads" from first to last in 
chronological order. 

1. Click on the "Options" link (see Figure 1.1). 

2. Click the drop-down box under "View Threads" (see Figure 1.28). 

3. Highlight the desired "View Threads" option. 

4. Click the "Update Preferences" button. 

Search 

Any user has the ability to "Search" any "Forum" they have been granted access to by: Keyword(s), Title, Title 
and Text, and number of days. 
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1. Click on the "Search" link (see Figure 1.29). 

2. Type in text for "Keyword(s)." 

3. Click on the bullet of either "Title" or "Title and Text." 

4. Click on the drop-down box and select how far back the search should be conducted: 60, 45, 30, 15, or 
ALL. 

5. Highlight the name of a Forum. By default, the system searches ALL forums. 

6. Click on the "Search" button. 

7. Click on the "GO" link within the desired message (see Figure 1.30). This will take the user directly to the 
matched thread. 

Forum Discussions Forum Home I Search I My Forums I Options 

Search ALL- 
Help Desk' 

Aimee 
Barlow Training 
Code Push Slide discussion 

Searcii 	Cancel I  

Figure 1.29 — Search Forum 

The "go" feature allows the user that has access rights to "Edit," "Reply," "Quote," and "Print 
Message" to the Forum. 

Forum Discussions 
•arch Results 

Forum Home I Search I My Forums Options 

Figure 1.30— Search Results 
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Frequently Asked Questions (FAQs) 

1. Who can create a new forum discussion? 

Any user can create a forum discussion. 

2. Who has access to participate in Forum? 

People that have been granted access by a Forum Admin will have access to participate in a Forum 
Discussion. 

3. What steps do I take to create a new forum? 

Click on the "New Forum" button from the "Forum Main" screen. Fill in the forum name, description, 
grant users access and rights, and click on the "Finish" button. For more details, refer to Section 3  - 
Create Forum / Manage Access section. 

4. How can I create a thread inside a forum? 

Click on the "New Thread" button above the forum name. Enter in a new thread name and highlight the 
forum under which the thread will be posted. Click "OK." Refer to Add/Edit Threads section. 

5. How do I post a message under a thread? 

Click on the arrow next to the forum. When the forum expands to show the thread names, click on the 
thread for which you want to post a message. In the right frame, click the "Post new message in this 
thread" link. Fill out the subject and message boxes and click the "Post" button. Refer to Posting  
Messages section. 

6 How do I delete a forum? 

To delete a forum, click on the "Admin" link from the top portion of the forums page. Click on the 
"Forum Manager" link. Highlight the Forum name to be deleted and click on the "Remove" button. 
When prompted to delete the forum, click the "Yes" button. Refer to Section 6- Delete Forum section. 

7 Can I delete a thread? 

Yes, click on the thread name under the forum. Select the "Delete" button and click the "Yes" button to 
perform the deletion. Refer to Delete Thread section. 

8. Can I delete a post? 

Once you open the post, there is the option to delete. Refer to Delete Posts   

9. How do I edit a thread? 

To edit a thread, find the thread you want to edit. Click on the "Edit" icon. Edit your information and 
click the "Update Thread" button. Refer to Edit Thread section. 

10. How do I add an attachment to a post? 

When posting a message, click on the "Advanced" button Click on the "Attachments" button. For 
specific instructions, refer to Adding Attachments section. 

11. How do I receive notifications when new messages are posted to a forum discussion? 

To receive notifications, click on the dot next to the thread name so that it turns RED. When the red 
circle appears next to the thread, you are subscribed to receive notifications. Refer to Notification  
Options section. 

12. How are notifications delivered to me? 
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Notifications appear in the form of an internal portal mail message and an external notification to your 
regular desktop mail. 

13. Why does the Forum Discussion tab stay red after I've read the posting? 

The tab will stay red to indicate no one has posted message to the forum for up to 7 days. 
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Section 8 - Groups 
The "My Groups" feature is similar to creating an address book or distribution list. Instead of selecting users 
individually for accessing content, users can be placed in a group listing. My Groups can be used in Secure 
Messaging, Calendar, Webport, Survey Wizard, Library and Online Briefings. 

View Existing Groups 

As shown in Figure 1.0, the "My Groups" screen provides options for creating a new group, creating a new 
Meta Group, returning to the "Secure Messaging" tool, and viewing Groups. Under the heading, "Manage 
Users In Group", a listing is displayed of created groups in alphabetical order. 

The My Group list shows all groups that the user has created or has access to. Portal Administrators also 
have a link to "View All Groups" within their hierarchy/visibility. 

1. Click on the "Groups" link. 

2. The My Groups screen is displayed with a list of all groups (see Figure 1.0). 

1W1=1‘   

Figure 1.0— My Groups 

Create  New  Group 

The portal provides no limit to the number of groups that a user can create. 

1. Click the "Create Group" link (see Figure 1.0). 

2. Type in a name of the group (see Figure 1.1). 

3. Click the "Create" button. 

4. To cancel and return to the "My Groups" screen, click on the "Cancel" button. 

Figure 1.1  -  Create Group 
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Assign Group Members 
Once the group is created, a screen is displayed for granting users access. All users that are granted access 
to the group must have visibility over each other. If they do not, then a "Compartment Constraint" message is 
displayed. 

1. Verify that the Group Name is correct. Make any desired changes (see Figure 1.2). 

2. Provide a group Description (not required). 

3. Type the first or last name of a user, group name or organization name in the "Search" field. 

4. Click on the "Search" button. The "Users Not In Group" list is updated with the users that meet the search 
criteria and reside in the originator's visibility/hierarchy. 

5. Highlight the desired user(s). 

6. Select the 	button to move the user(s) into the "Users In List" field. To remove a user's name from the 

"User's In List" field, select the 	button and the user is returned to the "Users Not In Group" field. 

7. Click on the "Finished" or "Update Group Membership" button. 

8. Click on the "Cancel" button to cancel the action and return to the "My Groups" screen. 

Figure 1.2— Manage Access 

Create Shared Groups 

The My Groups tool provides an option called "Shared" Groups, which allows users to create a group that the 
members can also use. This feature must be enabled on the portal by a Portal Administrator. By default, only 
administrators have the ability to create shared groups, but SAs can adjust a Preference Setting so that all 
users have the ability to create shared groups. 

1. Click the "Create Group" link (see Figure 1.0). 

2. Type in a name of the group (see Figure 1.3) 

3. Select the checkbox next to the question, "Will this Group be shared with other Portal Members?" 

4. Click the "Create" button. 

5. To cancel and return to the "My Groups" screen, click on the "Cancel" button. 
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Figure 1.3— Create Shared Group 

Assign Shared Group Members 

All users that are granted access to the group must have visibility over each other. If they do not, then a 
"Compartment Constraint" message is displayed. The owner of a Shared Group has the ability to assign the 
member different roles within the group. These three roles are: 

• Admin: those users with Admin rights have the ability to utilize the group in their collaboration, receive 
access from other group members, and manage user access to the group. 

• Member/User: those users with Member/User rights have the ability to utilize the group in their 
collaboration and receive access from other group members 

• User Only: those users with User Only rights can only use the group for "Sending" purposes. They do not 
receive access from other members of the group. 

Important Note: Rights assigned to Shared Group Members will not apply in the Library. 

Assigning Shared Groups 

6. Verify that the Shared Group Name is correct. Make any desired changes (see Figure 1.4). 

7. Provide a group Description (not required). 

8. Type the first or last name of a user, group name or organization name in the "Search" field. 

9. Click on the "Search" button. The "Users Not In Group" list is updated with the users that meet the search 
criteria and reside in the originator's visibility/hierarchy. 

10. Highlight the desired user(s). 

11. Select the checkbox corresponding with the role that the highlighted user should have within the group. 

12. Select the _ button to move the user(s) into the "Users In List" field. To remove a user's name from the 

"User's In List" field, select the 	button and the user is returned to the "Users Not In Group" field. 

13. Click on the "Finished" or "Update Group Membership" button. 

14. Click on the "Cancel" button to cancel the action and return to the "My Groups" screen. 
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Figure 1.4 — Assign Shared Group Membership 

Edit Groups 

Group admins have the ability to edit the group after it has been created. They can grant/deny access, change 
the name and/or description, and enable/disable the shared feature. 

1. Click on the linked name of the Group to be edited (see Figure 1.0). 

2. Make any necessary adjustments to the existing membership or name/description fields (see Figure 1.4). 

3. Click on the "Finished" or "Update Group Membership" button when finished. 

Delete Groups 

Group admins have the ability to delete a group. Once deleted, the group cannot be retrieved. 

1. View the My Groups list (see Figure 1.0). 

2. Click on the corresponding "Delete" button. 

3. Click on the "Ok" button to confirm deletion. Click on the "Cancel" button to cancel the deletion request. 

OR: 

1. View the My Groups list (see Figure 1.0). 

2. Click on the linked name of the Group to be deleted. 

3. Click on the "Delete Group" button (see Figure 1.4). 

4. Click on the "Ok" button to confirm deletion. Click on the "Cancel" button to cancel the deletion request. 

Create Meta Groups 

Meta Groups have a dynamic membership based on the Users Meta Data search parameters that are set up 
by the group admin. Meta Groups can be created by all users when the "Meta Data" capability is enabled by 
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the System Administrator. Users can only create a Meta Group based on the specific Meta Tags that they 
have been given "Read" or "Write" access by an admin. 

Based on the search parameters, the group's membership updates automatically as users' Meta Data is 
updated to match the search criteria. The group membership is populated by those users who have been 
assigned to the Meta Tag and meet the specific "Search Value". Users with no visibility to each other can 
belong to the same Meta Group, but the visibility rules are applied when one user selects to "send" to the Meta 
Group. 

Shared Meta Groups have the same behavior as regular Shared Groups. The "shared" functionality must be 
enabled by a System Administrator. By default, only administrators have the ability to create Shared Meta 
Groups, but all users can be given the capability through the admin Preference Settings. There are no 
distinguishing roles within Shared Meta Groups. 

1. Click the "Create META Group" link (see Figure 1.0). 

2. Type in a name of the meta group (see Figure 1.5). 

3. To make the group shared, select the checkbox next to the question "Will this Group be public and used by 
other Portal Members?" 

4. Click on the "Create" button. 

5. Click on the "Cancel" button to return to the Groups listing. 

6. Verify that the Meta Group Name is correct. Make any desired changes (see Figure 1.6). 

7. Provide a group Description (not required). 

8. Select a Tag from the dropdown box (see Figure 1.6). 

9. Click on the 	button. 

10. Enter the search value into the provide area (text area, checkboxes, radio buttons, etc.) (see Figure 1.7). 

11. Select the order if more than one Meta Tag has been selected for this group. 

12. Select "And" or "Or" if more than one Meta Tag has been selected for this group. 

13. Click on the  --I'  button to save the Meta Tag to the group's search parameters. 

14. The Meta Group membership list displays under the "Mail Group Members" header. These users are those 
who have been assigned to the particular Meta Tag (see Figure 1.7). 

15. Click on the "Finished" or "Update Group" button when finished. 

1•• ■• 	 hen, - if 	 • 

Figure 1.5— Create Meta Groups 
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Figure 1.6 — Assign Parameters 

Figure 1.7 — View Meta Group Membership 

Edit Meta Groups 

Group admins have the ability to edit the group after it has been created. They can grant/deny access, change 
the name and/or description, and enable/disable the shared feature. 

1. Click on the linked name of the Group to be edited (see Figure 1.0). 

2. Make any necessary adjustments to the name and/or description field (see Figure 1.7). 

3. Click on the 	button to edit the search value of the Tag (see Figure 1.7). 

4. Click on the 	button to remove the Tag from the search parameters (see Figure 1.7). 

Delete Meta Groups 

Group admins have the ability to delete a group. Once deleted, the group cannot be retrieved. 

1. View the My Groups list (see Figure 1.0). 

2. Click on the corresponding "Delete" button. 

OR: 

1. View the My Groups list (see Figure 1.0). 

2. Click on the linked name of the Group to be deleted. 

3. Click on the "Delete Group" button (see Figure 1.7). 
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Frequently Asked Questions (FAQs) 

1. What is the purpose of Groups? 

Groups are customized lists of users similar to address books in a desktop email program. Groups are 
used when sending secure mail and when giving access to calendar postings, library categories and 
online briefings. Instead of having to hunt for users individually every time you want to give access to 
your content, you can create a group. Refer to View Existing Groups for details. 

2. Where are Groups used within the portal? 

Groups are used within Secure Messaging, Calendar, Library and Online Briefings. 

3. How do I create a Group? 

Refer to Create New Group for details. 

4. What are shared groups? 

Shared Groups are those that are made available to the members for use even though they did not 
create the group. The users can select the group to send a secure message or give access to a library 
category/document, online briefing or calendar event. 

5. Can I edit the groups I created? 

Yes. Click on the "My Groups" link on your Home page or click on the "My Groups" link within the 
Secure Messaging tool. Click on your group name. Edit the information and click the "Finished" button 
to save your changes. 

6. How do I delete a Group? 

After selecting the "My Groups" link from your Home page or within Secure Messaging, click on the 
"Delete" button next to the group name. 

7. When Groups are deleted, is there any way to retrieve them? 

No. 

8. What is a Meta Group? 

A Meta Group is a group where the users are linked by a common value on specific User Meta Tags. 

9. Do I need to update the group membership for a Meta Group? 

No. The membership for a Meta Group is dynamic. As users' Meta Data are updated, they are 
automatically added to the Meta Group if the Meta Data value matches the search parameters of the 
group. 
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Section 9 — Library 
The core tool, Library, is an area for documents to be stored for future reference. The Library is divided into 
two main categories: Public and Private. Users with Site or Community Administrator rights create the "Public" 
categories. Documents submitted to this category are seen by every user on the portal regardless of 
organizational hierarchy. A user that creates a "Private" category becomes the category owner. Documents 
within this category are restricted only to those users granted access by the owner. Community Administrators 
can view the "Private" category name and owner, but not the documents unless granted access. The terms 
category and folder are equivalent and used throughout this section. 

As shown in Figure 1.0, library categories appear on the left hand side of the "Library" screen. Public 
categories are listed under the "Public Library Categories" heading. Private categories, created by users, are 
listed under the "Private Library Categories" heading. Users can only see the categories they have been 
granted access. Categories may also contain subcategories. 

Another feature of the Library tool is document management, which provides a means for users to upload and 
download documents, perform searches, and modify and/or delete documents in multiple categories 
simultaneously. 

To access the Library tool, select the "Library" link from the Home page, under the Collaboration Tools menu or 
from the navigation bar. 

Figure 1.0— Library Main 

All Categories 
The "All Categories" tab is located on the left hand side of the Library screen. This area allows you to search 
categories, access personal documents, view new documents, access public and private document categories. 
Site and community administrators will also see an orphaned content link, if there is any content that no longer 
has an administrator. 

Search Categories 
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The "Search Categories" tool allows you to search for documents within any of the categories. To search fill in 
as much information as you have on the document. The search will filter through all file names, owner's 
names, document titles and document descriptions. It is not case sensitive and partial strings are allowed. The 
more specific the information, the fewer the number of results returned. 

Search 

1. Click on the "Search Categories" link. 

2. Type in the file name, document title, description, or author's name and click on the "Search" button. To 
clear the information, click on the "Clear" button (see Figure 1.1). 

3. The documents that match the search criteria appear by document title, category name, owner and date 
the document was uploaded. 

4. To perform another search, click on the "New Search" button (see Figure 1.2). 

Figure 1.1 - Library Search 
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Figure 1.2 - Search Results 

My Documents 

Shows all documents you are able to access. You are able to search specific documents, search by first letter 
(A-Z) of name or description, change the number of results that can be viewed on each page (max 50) and 
move ahead/back to view results on other pages. 
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Figure 1.3— My Documents 

Search All My Documents 
1. Click the "My Documents" button, on the left hand frame of the library screen. (see Figure 1.3). 

2. A list of documents is shown by name, file type, category, owner, upload date, file size, and number of 
downloads. 

3. To increase the number of documents displayed, use the drop down arrow and select the appropriate 
number per page. 

4. Click on the "Submit" button and the search results are shown. 

New Documents 

This area displays documents that you have not downloaded and have been posted within the last week (see 
Figure 1.4). Refer to Section 4  —  New Documents for additional information. 
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Figure 1.4 — New Documents 

Public Library Categories 

Top 10 Public Documents 
This area shows the ten most downloaded public documents in the library, in order from highest to lowest (see 
Figure 1.5). To access the top 10 public documents, click the link under the Public Library Categories heading, 
on the left hand side of the library. 

Figure 1.5 — Top 10 

View/Download Documents 

To view/download documents under a category or subcategory: 

1. Click on the category name. Documents are alphabetically listed by name/description, file type, category, 
owner, date uploaded, size, and number of downloads (see Figure 1.6). 

2. Click the document name. 
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3. Options to open or save the file are displayed. 

4. Select the "save" option and the file is downloaded to the specified directory location. Select the "open" 
option and the file is displayed without saving the file. Each time the file is downloaded, the number 
increases under the "Download" column. Category owners can click on the "View History" link to view the 
users, their employers, the time of the last download and number of times downloaded (see Figure 17). 

5. View documents within a subcategory by clicking on the subcategory name and then document title. 

Figure 1.6 — View Category 

Figure 1.7 - View History 

Delete Documents 

Once a document is deleted, it cannot be retrieved. 

1. Click on the "Delete" button next to the document name. 

2. A confirmation screen is displayed (see Figure 1.8). 

3. Click on the "Delete" button to delete the document. 

4. Click on the "Do Not Delete" button to cancel the action and return to the previous screen. 
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Figure 1.8 - Confirmation Screen 
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If the user fails to enter a name for the category and selects the "Create" button, an error 
message is displayed. 

You must enter a name for the category before proceeding. 
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Only Site Administrators and Community Administrators can create new public library categories. 

1. Click on the "New" link (see Figure 1.0). 

2. If the CA or SA manages more than one community or a community with sub-organizations, the user must 
first choose which community to create the public library category in (see Figure 1.9). 

3. Type in the name of the category (see Figure 1.10). 

4. Click on the "Create" button. Click on the "Cancel" button to return to the main library. 

5. Once a category is created, the category folder is displayed in the right-hand "Library" frame. It is also 
listed alphabetically under the appropriate library category heading (i.e., Public or Private)(see Figure 
1.11). 

Figure 1.9 - Select Organization 

IF 	  

is=   

Figure 1.10 - Create a Category Name 
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Figure 1.11 - View Public Category 

Create Sub-Folder 

Only Site Administrators and Community Administrators can create sub-folders for public library categories. 

1. Click on the "Create Sub-Folder" link (see Figure 1.11). 
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2. Type the name of the sub-folder (see Figure 1.12). 

3. Click on the "Create Folder" button. 

4. Confirmation that the Sub-Folder was created (see Figure 1.13). 
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Figure 1.12— Create Sub-Folder 

• •  ••• ••••• • ••••  v••••• ••• 

Figure 1.13— Sub-Folder Created 

Add to FOI 

This link is used to add specific folders to Folders of Interest (F01), so that they can be easily accessed in the 
future. For more information, refer to Section 3  —  Folders of Interest. 

Upload Document 

All users who have access to the category can upload documents into that category. Once the document has 
been uploaded, the owner must approve the document before it can become visible. 

1. Click on the category name from the main Library. 

2. Click on the "Upload Document" link (see Figure 1.13). 

3. Type in the title and a description in the "Upload Document" screen (see Figure 1.14). 

4. Click on the "Browse" button to select a file. 

5. Click on the "Upload" button and then the "Finished" button. A message is displayed stating the document 
was successfully uploaded into the library. 
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Figure 1.14- Upload Document to Public Category 

Copy Document to Other Folders 

The Content Manager right allows all administrators (Site Administrators, Community Administrators and 
Organizational Administrators) or users with this assigned right to copy documents (other than RCS 
documents) into multiple folders when they upload a document into a public or private folder. The document 
may be copied into multiple folders and across multiple compartments at one time. 

1. Click the Upload Document link. 

2. Fill in the Title and Description of the document (see Figure 1.14). 

3. Select the "Copy Document to Other Folders" checkbox and the list of folders that can be selected, will be 
displayed below it. 

4. Highlight the folder or hold "Ctrl" button to select more than one folder. 

5. Click on the "Browse" button to select a file. 

6. Select the "No" radio box next to RCS because you may not copy RCS documents into other folders. 

7. Check the box, "Send Notifications," to send a notification to all users who have access to the library 
categories (optional). The "Send Notifications" box may not be visible to users. If this is the case, then the 
portal is set up so that notifications are always sent to the users who have access whenever a file is 
uploaded. 

8. Click on the "Upload" button and then the "Finished" button. A message is displayed stating the document 
was successfully uploaded into the library. 
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Figure 1.15— Copy to Other Folders 

Approval of Uploaded Document in Public Category 

If a user uploads a document into a public category, then the owner of that category (CAs and SAs only) must 
approve the document before it will be available to users to download. When the owner of the category enters 
the Library tool, he or she will see the words, "Approvals Pending" (see Figure 1.16). Additionally, the name of 
the document will be replaced with the link, "Acceptance Pending." 

1. Click on either the "You Have Approvals Pending" or "Acceptance Pending" link. 

2. Select the radio box "Accept," "Deny," or "Ignore" (see Figure 1.17). If the "Ignore" option is chosen, the 
document remains pending until the admin approves or denies it. 

3. Click on the "Send Notification" checkbox if you would like to send a notification to the user who uploaded 
the document, informing them whether the document was accepted or denied. 

4. Click on the "Process Selection(s)" button. A confirmation screen is displayed (see Figure 1.18). 

Figure 1.16— Approvals Pending 
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Figure 1.18 — Confirmation of Approval/Denial 

After the owner of the public category approves or denies the document and checks the "Send Notification" 
box, the user who uploaded the document will receive an external notification, informing him of the approval or 
denial (see Figure 1.19 and 1.20). 

Figure 1.19— Approval Notification 

Figure 1.20— Denial Notification 
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Bulk Upload 

Bulk Upload allows a user to upload multiple files at one time into the Library. A single file cannot exceed 4 
MB, and the entire bulk load cannot exceed 30 MB. The right to bulk upload is restricted to SAs, CAs and 
assigned users with this right. The bulk uploading process is limited to uploading into one folder at a time. The 
"Name" and "Description" is set to the client file name by the portal. (***NOTE: The Bulk Upload feature only 
works with Internet Explorer and Flash Player 8 or above. This feature is not enabled on all portals). 

1. Click on the "Bulk Upload" link (see Figure 1.13). 

2. Click on the "Browse" button (see Figure 1.21). 

3. Select which files to upload. To select multiple files, hold the "Shift" or "Ctrl" key down while making 
selections (see Figure 1.22). 

4. Click on the "Open" button to add the file to the list to be uploaded. 

5. To remove a file before uploading, highlight the file and click on the "Remove" button. 

6. Click the "Reset" button to remove all files. 

7. Check the box, "Send Notifications," to send a notification to all users who have access to the library 
categories (optional). 

8. When finished selecting the files, click on the "Upload" button. 

9. When the system is finished uploading the files, text below the file box indicates whether the file upload 
was successful or not (see Figure 1.23). 

10. Click on the "View Folder" link to return to the folder and view the documents currently in the selected 
folder. 

IMTIIIM2r51111MM1116. 

Figure 1.21 — Browse Documents for Upload 
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Figure 1.22— Selected Files for Upload 

Figure 1.23— Bulk Upload Completed 

Manage Access 

Manage access allows Site Administrators and Community Administrators to add/remove other Admins from 
categories. SAs may only add other SAs and CAs. CAs may only add other CAs. 

To grant admin access to the category: 

1. Click on the category from the left-hand frame. 

2. When the category is displayed, click on the "Manage Access" link in the upper right-hand corner. 

3. Type in the name of a user in the "Search" field (see Figure 1.24). 

4. Highlight the appropriate user name. 

5. Click on the "Include Subs?" check box if the user should have access to all sub-folders created below the 
parent folder. 
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6. Select the bullet next to "Admin." 

7. Click on the 	button to grant the access. Highlight a user's name and select the 	button to move a 
user back to the "Available Users" list to revoke access. 

8. Click on the "Update Category" button and then click on the "Finished" button. 

9. Select the "Cancel" button to return to the Library. 

Figure 1.24 — Manage Access 

To select multiple user names in a row, hold the shift key and highlight the names, select the 
user right, and click on the ">" button. To select more than one user and skip users within the 

list, hold the Ctrl key, highlight the names, select the user right, and click on the ">" button. The 
user names are moved to the "Users in Category" field. 

View Access 

This area will display administrators and organizations that have access to that category. Admins will be listed 
at the top in alphabetical order. The organizations will be listed in alphabetical order below the list of admins. 

Figure 1.25 — View Access 
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Copy 

The folder Admin, SAs, and CAs with explicit access have the ability to copy a folder from any level and 
category to another. 

1. Select the folder to be copied. 

2. Click on the "Manage Folder" link (see Figure 1.25). 

3. Highlight the name of the category that will be the new "parent" for the category (see Figure 1.26). 

4. Check the box labeled, "Include Sub Categories" (optional). 

5. Click on the "Copy" button. 

6. The folder is now copied to a new parent folder (see Figure 1.28). 

Figure 1.28 — Copied Folder 

Delete 

The folder Admin, SAs and CAs with explicit access have the ability to delete a folder from any level and 
category. Once a category is deleted, all documents within that category are also deleted and may not be 
retrieved. 

1. Select the folder to be deleted. 

2. Click on the "Manage Folder" link (see Figure 1.25). 

3. Select the "Delete Folder" button (see Figure 1.26) 

4. Click on the "Delete" button to confirm deletion. Click on the "Do Not Delete" button to cancel the deletion 
request and return to the "Manage Folder" area (see Figure 1.29). 

5. Delete Confirmation Screen (see Figure 1.30). 

Sub folders must be deleted before the main folder can be deleted. 
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Figure 1.29— Delete Confirmation 

Figure 1.30— Deletion Completed 

View Folder 

This link is used to take the user back to the main view of the folder. 

Private Library Categories 

Top 10 Private Documents 
This area shows the ten most downloaded private documents in the library, in order from highest to lowest. To 
access the top 10 private documents, click the link under the Private Library Categories heading, on the left 
hand side of the library. 

View/Download Documents 

To view or download documents under a category or subcategory: 

1. Click on the category name. Documents are alphabetically listed by name/description, file type, category, 
owner, date uploaded, size, and number of downloads (see Figure 1.31). 

2. Click the document name. 

3. Options to open or save the file are displayed. 

4. Select the "save" option and the file is downloaded to the specified directory location. Select the "open" 
option and the file is displayed without saving the file (see Figure 1.32). Each time the file is downloaded, 
the number increases under the "Download" column. Category owners can click on the "View History" link 
to view the users, their employers, the time of the last download and number of times downloaded (see 
Figure 1.33). 

5. View documents within a subcategory by clicking on the subcategory name and then document title. 

110 

© 2005-2011 NC4 INC. ALL RIGHTS RESERVED. 
11-10110-010 

 

 

View

This 

 

Priv

Top
This 
acce
hand

 

View

To v

 

1. C
o

2. C

3. O

4. S
o
t
t
F

5. V

w Folder 

link is used

vate Libra

p 10 Priva
area shows

ess the top 1
d side of the

w/Downloa

view or down

Click on the 
owner, date 

Click the doc

Options to op

Select the “s
option and th
he number i
o view the u

Figure 1.33)

View docum

to take the 

ary Categ

ate Docum
s the ten mos
0 private do
library. 

ad Docume

nload docum

category na
uploaded, s

cument nam

pen or save 

save” option 
he file is disp
increases un

users, their e
. 

ents within a

Fig

Fi

user back to

gories 

ments 
st download

ocuments, cl

ents 

ments under a

me. Docume
ize, and num

e.   

the file are d

and the file 
played witho
nder the “Do
employers, th

a subcatego

© 2005-2011

gure 1.29 –

gure 1.30 –

o the main v

ded private d
ick the link u

a category o

ents are alp
mber of dow

displayed.  

is download
out saving th
ownload” col
he time of th

ry by clickin

1 NC4 INC. ALL 

11-10110-0

Delete Con

– Deletion C

iew of the fo

documents in
under the Pr

or subcatego

habetically l
nloads (see 

ded to the sp
e file (see F
umn.  Categ

he last down

g on the sub

RIGHTS RESERV

010 

nfirmation 

Completed 

older. 

n the library,
rivate Library

ory: 

isted by nam
Figure 1.31

pecified direc
Figure 1.32). 
gory owners 
load and nu

bcategory na

C

VED. 

, in order fro
y Categories

me/descriptio
). 

ctory locatio
 Each time 
can click on
mber of time

ame and the

COMPLETE PORT

m highest to
s heading, o

on, file type,

n.  Select th
the file is do

n the “View H
es download

en document

TAL USER GUID

11

 

 

o lowest.  To
on the left 

 category, 

he “open” 
ownloaded, 
History” link 
ded (see 

t title. 

 

E 

0 

o 



• 

Solna cdpc••• 

—  VI 0000asnla 	111  

• Mt.  I t•  WI4.0  •••-• 

      

      

    

• an• at.c• 	 1•7 • '31.) ,7 

 

  

• •-• 
£9.4 

  

     

      

■•••■• ■■•• Ye. or... 110.111.1 a) Urea WK.,  

•• • •••••■•••••  t.  • • • .0 D•c•••••••• 
a •••••■•P2 

If* •••••••■•■ aloon• 
P.m •••••••• ■••••■•••• 

• to .3 NOW  C.415.••••■ 
• 10110.11 	 •••• 

••■••••• mon. 1••••• 

S..  ie•Na. 

1.1.14.W•  0•■••K 

p•••••■•■•••■■•■1 
.1SeaN five• 

ci- fn. 

•n•••91= I•••■ IMM.M.  OM. be iRJ. M/.. ■=1 elm ~ad. 
• empas. • Ia. ••• •1■0 GM. 	 .1... 

11:161211.10 2 

• POW Vann fawn.  O.. 

•awape ao:v•I An. *own 140.0.• re..• Ava ra••• 

• alalltal2 
11.4••• ;••• • 

laa Noe 	 O. 	 DINO taamdrel 	 II.. Ota•W 
PSSI awa Pk. 	 11-101.i 	 I 377 IP 

latat urt. 

efts blew, 
a...a.  p.a., 

1•.1g0 CX...1414.5 	 Fp.N LW 0..41.1 
• a•-• 	 VIP i‘ao• 	 0,7.10 I 11 C. 

Datelsod a. lip 

l abo• C..1.4.0 

• mt. I tIr 4I 

lar Ooarrems  !.1 

?al  •)  Mt. 0.•••••ral 
• Oa. •C,  pa. 

Waal pt. Wool 

11.4 

Aro You Sure? 

C.v.; a [•,,,wr 

CA•91. 

NC4 
COMPLETE PORTAL USER GUIDE 

Figure 1.31 — View Category 

Figure 1.32— File Download 

Figure 1.33  -  View H istory 

Delete Documents 

Once a document is deleted, it cannot be retrieved. 

1. Click on the "Delete" button next to the document name. 

2. A confirmation screen is displayed (see Figure 1.34). 

3. Click on the "Delete" button to delete the document. 

4. Click on the "Do Not Delete" button to cancel the action and return to the previous screen. 

Figure 1.34- Confirmation Screen 
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1. Click on the "New" link (see Figure 1.35). 

2. Type in the name of the category (see Figure 1.36) 

3. Click on the "Create" button. Click on the "Cancel" button to return to the main library. 

4. Once a category is created, the category folder is displayed in the right-hand "Library" frame. It is also 
listed alphabetically under the appropriate library category heading (i.e., Public or Private)(see Figure 
1.37). 

Figure 1.35— Library 

Figure 1.36 - Create a Category Name 
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If the user fails to enter a name for the category and selects the "Create" button, an error 
message is displayed. 

You must enter a name for the category before proceeding. 
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Figure 1.37 — View Private Category 

Create Sub-Folder 

1. Click on the "Create Sub-Folder" link (see Figure 1.37). 

2. Type the name of the sub-folder (see Figure 1.38). 

3. Click on the "Create Folder" button. 

4. Confirmation that the Sub-Folder was created (see Figure 1.39). 

• nnummmrminu_ 

Figure 1.38 - Create Sub-Folder 

Only Site Administrators and Community Administrators have the ability to add/delete an Admin 
from any category (not If the folder contains subcategories, a "+" symbol appears within the 

folder icon  ' 0  . Click on the folder icon to view the subcategories. As shown in Figure 1.39, a "-" 
symbol within the folder indicates that the subcategories are expanded. The number next to the 

category name refers to the number of documents within that category. 
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Add to FOI 

This link is used to add specific folders to Folders of Interest (F01), so that they can be easily accessed in the 
future. For more information, refer to Section 3  —  Folders of Interest. 

Upload Document 

All users who have admin or user access to the category can upload documents into that category. Once the 
document has been uploaded, the owner of the document has the ability to edit the name and description. 

View Only users can view documents, but will not be able to upload documents. 

1. Click on the category name from the main Library. 

2. Click on the "Upload Document" link (see Figure 1.39). 

3. Type in the title and a description in the "Upload Document" screen (see Figure 1.40). 

4. Click on the "Browse" button to select a file. 

5. Select the "No" radio box if Revision Control is not required. Click on the "Yes" radio box for Revision 
Control (for "Private" categories only). 

6. Check the box, "Send Notifications," to send a notification to all users who have access to the library 
category (optional). For an explanation of Notifications, click on the "Notifications" link (see Figure 1.41). 
The "Send Notifications" box may not be visible to users. If this is the case, then the portal is set up so that 
notifications are always sent to the users who have access whenever a file is uploaded. 

7. See Figure 1.42 for an example of the Notification sent to the owner of the category. 

8. Click on the "Upload" button and then the "Finished" button. A message is displayed stating the document 
was successfully uploaded into the library. 

Figure 1.40 - Upload Document to Private Category 
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Close this winoovi to return to the previous section 
Library Notification 

By selecting - Send Notification -  all visible members of the current folder will 
receive a Secure Message and a notification that this document was uploaded to 
this folder 

Portal Information 

Close Window 
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Figure 1.41 — Portal Information 
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Figure 1.42— Library Notification 

Copy Document to Other Folders 

The Content Manager right allows all administrators (Site Administrators, Community Administrators and 
Organizational Administrators) or users with this assigned right to copy documents (other than RCS 
documents) into multiple folders when they upload a document into a public or private folder. The document 
may be copied into multiple folders and across multiple compartments at one time. 

1. Click the Upload Document link. 

2. Fill in the Title and Description of the document (see Figure 1.43). 

3. Select the "Copy Document to Other Folders" checkbox and the list of folders that can be selected, will be 
displayed below it. 

4. Highlight the folder or hold "Ctrl" button to select more than one folder. 

5. Click on the "Browse" button to select a file. 

6. Select the "No" radio box next to RCS because you may not copy RCS documents into other folders. 

7. Check the box, "Send Notifications," to send a notification to all users who have access to the library 
categories (optional). The "Send Notifications" box may not be visible to users. If this is the case, then the 
portal is set up so that notifications are always sent to the users who have access whenever a file is 
uploaded. 

8. Click on the "Upload" button and then the "Finished" button. A message is displayed stating the document 
was successfully uploaded into the library. 
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Figure 1.43— Content Manager 

Revision Control System 

If the user selects the "Yes" radio box for revision control, the Revision Control System screen is displayed 
(see Figure 1.44). Use this screen to grant specific user's rights to the RCS document 

1. Type the name in the "Search" field. 

2. Click on the "Search" button to search for a user. The "Available Users" box is now updated with the 
search results. 

3. Highlight the names of the users under "Available Users" field. 

4. Select a user right (i.e., Admin, Edit, Vote, and/or View) by clicking on the appropriate check box. 

• Admin — ability to download the document, view previous versions, edit the document, force unlock, 
manage access, vote and view votes. 

• Edit — ability to download the document, view previous versions, edit the document and can unlock the 
document (only if you have it locked). 

• Vote - ability to download the document, view previous versions and vote. 
• View - ability to download the document and view previous versions. 

5. Click on the J button to move the users into the "Users in Category" field. 

6. View users with a particular access right by clicking on the appropriate check box under "Show Users with 
these Rights." Click on the "Refresh" button. The "Users in Category" field is updated to include the users 
with that access right. 

7. Type the voting question in the "Voting Question" field, if required and select the "No" or "Yes" radio box to 
allow multiple votes by a user. 

8. Click on the "Save" button. 
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Figure 1.46- Manage Documents 

Edit Version (RCS documents only) 

Users with "Edit" rights will have the option to edit the document. 

1. Click on the "Edit Version" link. 

2. The user has the option to download the document without locking out other users. Click on the 
"Download" button and select the open or save options (see Figure 1.47). 

3. To lock out other users from editing the document, click on the "Yes, Continue" button. The next screen 
displays a message that the document is locked until it is checked back into the library. 

4. Click the "Download" button to download the document for editing. 

5. After editing, return to the library category to check the document in. 

6. Click on the "Check Document In" link or click on the "Unlock/Cancel" link to unlock the document and 
return the original version of the document to the category (see Figure 1.48). 

7. To check the edited document in (see Figure 1.49): 

i. Click on the "Browse" button and select the edited document to be uploaded. 

ii. Click on the "Upload" button. A message is displayed stating the document has been uploaded and the 
document version number has been changed. 

.•••• I Wm< 

▪ COM* 
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Figure 1.47 - Download a Document 

Figure 1.48 - Check-In and Unlock a Document 
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Figure 1.49 - Check Document In 

Turn RCS "On" or "Off" 

The Admin of the document has the ability to turn the RCS "on" or "off' at a time. If the user selects the 
"Manage Documents," the Manage Document screen is displayed (see Figure 1.48). 

1. Click on "Edit" next to the document. 

2. Edit the Description and Name in the appropriate fields, if appropriate (see Figure 1.50) 

3. Click on the bullet next to "Place under RCS" to turn RCS "on" or "Remove from RCS" to turn RCS "off." 

4. Click on the "Update" button and the user will receive a confirmation the document has been updated. 
Click on the "Cancel" button to return to the Manage Document screen without updating the RCS controls. 

5. Click on the "View Folder" link to return to the Document Versions screen. 

Figure 1.50 - Admin Revision Controls 

Bulk Upload 

Bulk Upload allows a user to upload multiple files at one time into the Library. A single file cannot exceed 4 
MB, and the entire bulk load cannot exceed 30 MB. The right to bulk upload is restricted to SAs, CAs and 
assigned users with this right. The bulk uploading process is limited to uploading into one folder at a time. The 
"Name" and "Description" is set to the client file name by the portal. (***NOTE: The Bulk Upload feature only 
works with Internet Explorer and Flash Player 8 or above. This feature is not enabled on all portals). 

1. Click on the "Bulk Upload" link (see Figure 1.51). 

2. Click on the "Browse" button (see Figure 1.52). 

3. Select which files to upload. To select multiple files, hold the "Shift" or "Ctrl" key down while making 
selections (see Figure 1.53). 

4. Click on the "Open" button to add the file to the list to be uploaded. 
119 

© 2005-2011 NC4 INC. ALL RIGHTS RESERVED. 

11-10110-010 

 

 

Turn

The 
“Man

1. C

2. E

3. C

4. C
C

5. C

 

 

Bulk

Bulk
MB, 
assig
“Nam
work

 

1. C

2. C

3. S
s

4. C

n RCS “On” o

Admin of the
nage Docum

Click on “Edi

Edit the Des

Click on the 

Click on the 
Click on the 

Click on the 

k Upload 

k Upload allo
and the ent
gned users w
me” and “De
ks with Intern

Click on the 

Click on the 

Select which
selections (s

Click on the 

or “Off” 

e document 
ments,” the M

it” next to the

cription and 

bullet next to

“Update” bu
“Cancel” bu

“View Folde

ows a user to
ire bulk load
with this righ

escription” is 
net Explorer

“Bulk Uploa

“Browse” bu

h files to uplo
see Figure 1

“Open” butto

Fi

has the abil
Manage Doc

e document

Name in the

o “Place und

utton and the
tton to return

er” link to retu

Figu

o upload mu
d cannot exc
ht.  The bulk 
set to the cl

r and Flash P

d” link (see 

utton (see Fi

oad.  To sele
.53). 

on to add the

© 2005-2011

igure 1.49 -

lity to turn th
ument scree

. 

e appropriat

der RCS” to 

e user will re
n to the Man

urn to the Do

re 1.50 - Ad

ltiple files at
ceed 30 MB. 

uploading p
lient file nam
Player 8 or a

Figure 1.51)

gure 1.52).

ect multiple f

e file to the l

1 NC4 INC. ALL 

11-10110-0

Check Doc

he RCS “on” 
en is display

e fields, if ap

turn RCS “o

ceive a conf
nage Docum

ocument Ve

dmin Revisi

t one time in
The right to

process is lim
me by the po
above.  This 

). 

files, hold th

list to be upl

RIGHTS RESERV

010 

cument In 

or “off” at a
yed (see Figu

ppropriate (s

on” or “Remo

firmation the
ment screen w

ersions scree

ion Controls

to the Librar
o bulk upload
mited to uplo
ortal.  (***NO

feature is n

e “Shift” or “

loaded. 

C

VED. 

time. If the 
ure 1.48).   

see Figure 1

ove from RC

e document 
without upda

en. 

s 

ry.  A single 
d is restricted
oading into o

OTE:  The Bu
ot enabled o

“Ctrl” key do

COMPLETE PORT

user selects

.50). 

CS” to turn R

has been up
ating the RC

file cannot e
d to SAs, CA

one folder at
ulk Upload fe
on all portals

wn while ma

TAL USER GUID

119

 

s the 

RCS “off.” 

pdated.  
CS controls.

 

exceed 4 
As and 
t a time.  The
eature only 
s). 

aking 

 

E 

9 

e 



•,•• 
• pdla 

OJK•41  04444 WOW 

Ord lo•••• 

0•••••••• /OAK 

WW•47/ 0.ao•wora limay• ¼PP1 •We Wc•4• Wow* P4. 

Cm* Imballor • .44 10 FP  7, VOW 044.,44 P4•44 	• *a • 

• 	 • 

POWIO 1.114WI CW4/04.4 
	

4.1Iwo 

NC4 
COMPLETE PORTAL USER GUIDE 

5. To remove a file before uploading, highlight the file and click on the "Remove" button. 

6. Click the "Reset" button to remove all files. 

7. Check the box, "Send Notifications," to send a notification to all users who have access to the library 
categories (optional). 

8. When finished selecting the files, click on the "Upload" button. 

9. When the system is finished uploading the files, text below the file box indicates whether the file upload 
was successful or not (see Figure 1.54). 

10. Click on the "View Folder" link to return to the folder and view the documents currently in the selected 
folder. 

Figure 1.51 — Main Folder 
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Figure 1.52— Browse Documents for Upload 
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Figure 1.53— Selected Files for Upload 

Figure 1.54— Bulk Upload Completed 

Manage Access 

When viewing your library category, the "Manage Access" link is displayed in the upper right-hand corner. The 
user's access rights determine which links are shown. For Public folders, click on the "Manage Access" link 
and a screen is displayed with the user names, organizations and groups that can access the folder along with 
their user rights. Only Site or Community Administrators can grant access to and delete Public categories. 

Once a Private category is created, the category owner may grant access to organizations, groups, and/or 
users and change current rights (see Figure 1.55). The owner of a Private category has the ability to assign 
the member different roles within the folder. These three roles are: 

• Admin: those users with Admin rights have the ability to manage the folder and any documents within the 
folder, upload documents, create sub-folders, delete documents and manage user access to the folder and 
sub-folders. 
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• User: those users with this right have the ability to upload documents, view and download documents, 
search the folder and view access to the folder. 

• View Only: those users with View Only rights have the ability to view and download documents, search the 
folder and view access to the folder. 

Rights assigned through My Groups (for Shared Groups) will not be applicable in this tool. 

To grant user access to the category: 

1. Click on the category from the left-hand frame. 

2. When the category is displayed, click on the "Manage Access" link in the upper right-hand corner. 

3. Select the "Orgs," "Users," "My Groups," and/or "Channels" check boxes and click on the "Refresh List" 
button. The "Available Users" field is updated with the user selection (see Figure 1.3). Depending on your 
portal configuration, if you choose the "Users" radio box, you may need to type in search criteria and 
execute a search before the list will contain matching and available records. 

4. Type in the name of a user, group, or organization in the "Search" field. Depending on your portal 
configuration, the administrator may have set a minimum number of search characters. (The minimum 
number of search characters does not apply to Site and Community Administrators). You will receive an 
error message if there is a minimum search criteria established and you have entered fewer characters 
than the set minimum. 

5. Highlight the appropriate user name. 

6. Click on the "Include Subs?" check box if the user should have access to all sub-folders created below the 
parent folder. 

7. Select the rights that each user should have by clicking on the bullet next to "Admin," "Read/write," or 
"Read Only." 

8. Click on the 	button to grant users rights and access. Highlight a user's name and select the 	button 
to move a user back to the "Available Users" list to revoke access. 

9. Click on the "Update Category" button and then click on the "Finished" button. 

10. Select the "Cancel" button to return to the Library. 
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Move 

Only the folder Admin is able to move a folder from one top level to another and/or category. 

1. Select a folder that you have created and click on the "Manage Folder" link (see Figure 1.56). 

2. Highlight the name of the category that will be the new "parent" for the category (see Figure 1.57). 

3. Check the box "Include Sub Categories" to also move all sub folders (optional). 

4. Click on the "Move" button. 

5. Click on the "Return" button to return to the Library. The folder is now a sub to the new parent folder (see 
Figure 1.58). 

Figure 1.57— Manage Folder 

Figure 1.58— Move Folder Confirmation 
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Copy 

The folder Admin, SAs, and CAs with explicit access have the ability to copy a folder from any level and 
category to another. 

1. Select the folder to be copied. 

2. Click on the "Manage Folder" link (see Figure 1.56). 

3. Highlight the name of the category that will be the new "parent" for the category (see Figure 1.57). 

4. Check the box labeled, "Include Sub Categories" (optional). 

5. Click on the "Copy" button. 

6. The folder is now copied to a new parent folder (see Figure 1.59). 

Figure 1.59 — Copied Folder 

Delete 

The folder Admin, SAs and CAs with explicit access have the ability to delete a folder from any level and 
category. Once a category is deleted, all documents within that category are also deleted and may not be 
retrieved. 

1. Select the folder to be deleted. 

2. Click on the "Manage Folder" link (see Figure 1.56). 

3. Select the "Delete Folder" button (see Figure 1.57) 

4. Click on the "Delete" button to confirm deletion. Click on the "Do Not Delete" button to cancel the deletion 
request and return to the "Manage Folder" area (see Figure 1.60). 

5. Delete Confirmation Screen (see Figure 1.61). 

Sub folders must be deleted before the main folder can be deleted. 
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Figure 1.60— Delete Confirmation 

Figure 1.61 — Deletion Completed 

View Folder 

This link is used to take the user back to the main view of the folder. 

Orphaned Content Detected 

Orphaned Content will show all administrators (Site Administrators, Community Administrators and 
Organizational Administrators) the folders and RCS documents that have no active administrator. The 
administrators will be able to assign admin rights over the folders or RCS documents to others or themselves. 

Figure 1.62 — Orphaned Content 

Orphaned Categories 
This tab will show all folders that no longer have administrators (see Figure 1.63). 
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Figure 1.63— Orphaned Categories 

Assign New Administrators 

1. Click the Orphaned Content Detected link (See Figure 1.63). 

2. Click the Orphaned Categories tab. 

3. Click on the 	icon shown under the Action column to assign an administrator. 

4. Follow instructions in the Manage Access section for assigning new administrators. 

5. Once an administrator is assigned rights over a folder or RCS document it will be removed from the 
Orphaned Content queue. 

Delete Categories 

1. Click the Orphaned Content Detected link (See Figure 1.63). 

2. Click the Orphaned Categories tab. 

3. Click the 	icon to delete the folder. 

4. Click on the "Delete" button to confirm deletion. Click on the "Do Not Delete" button to cancel the deletion 
request and return to the "Orphaned Categories" area (see Figure 1.64). 

5. Delete Confirmation Screen (see Figure 1.65). 
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Figure 1.64— Delete Confirmation 

127 

© 2005-2011 NC4 INC. ALL RIGHTS RESERVED. 
11-10110-010 

 

Ass

1. C

2. C

3. C

4. F

5. O
O

 

Dele

1. C

2. C

3. C

4. C
r

5. D

 

 

sign New A

Click the Orp

Click the Orp

Click on the 

Follow instru

Once an adm
Orphaned C

ete Catego

Click the Orp

Click the Orp

Click the 

Click on the 
request and 

Delete Confi

Administrat

phaned Con

phaned Cate

 icon sh

uctions in the

ministrator is
ontent queu

ories 

phaned Con

phaned Cate

icon to dele

“Delete” but
return to the

rmation Scre

Fig

tors 

tent Detecte

egories tab. 

own under t

e Manage Ac

s assigned ri
e. 

tent Detecte

egories tab. 

ete the folder

tton to confir
e “Orphaned

een (see Fig

Fig

© 2005-2011

gure 1.63 – O

ed link (See 

the Action co

ccess sectio

ghts over a 

ed link (See 

r. 

rm deletion. 
d Categories

gure 1.65). 

gure 1.64 –

1 NC4 INC. ALL 

11-10110-0

Orphaned C

Figure 1.63)

olumn to ass

on for assign

folder or RC

Figure 1.63)

 Click on the
” area (see 

Delete Con

RIGHTS RESERV

010 

Categories

). 

sign an adm

ning new adm

CS documen

). 

e “Do Not De
Figure 1.64)

nfirmation 

C

VED. 

ministrator.  

ministrators.

nt it will be re

elete” button
). 

COMPLETE PORT

   

emoved from

n to cancel th

TAL USER GUID

12

 

m the 

he deletion 

 

 

E 

7 



Yana?, bo.,,,h lianaps 

lora conc.) 

.... 	0000.1.•e. 0000.101M 

Ift 	talsym_ 

Maid TM leidor wli suct.matufay 

Gn••• %.* Maw •••01•T 	 1•I t•-•-.••• 	 C•••• 

P.1. I It. 	 40 

•To 	NIOC Pc40.001. 

• wow  le PIO 

*Ma,  pANK wpm 

111.4101.1, 

elarve  •  pJtar 

•ftemaImiera 
•ibutiirmetil 
-ileastragaidal 
•tinatirma 

301041311110 00 0 

100114001. 

Karts Ito. 1)P3 WO  

.110■110.1MOM 

.14 GO  0nt 
AA  29 X10 

0012 A, 

oliat berme *# i 

• T.. 0 

• ,) *WO Cd•Oan .a 0010010•••••SaM 

  

law 

r•,•,•••••••• 	,...04,••••••• ro11000 0000001 

•0•0300110••••••201 

••• .4011010110 

20 904049 10 SIC* 0 

1), 

)21 

• 
e • Ptak ilarriCa/Pross 	ahem 

• 'TOO  00 Mew 
• 

NC4 
COMPLETE PORTAL USER GUIDE 

Figure 1.65— Deletion Completed 

Orphaned Documents 
This tab will show only RCS documents that no longer have administrators (see Figure 1.66). 

Figure 1.66 — Orphaned Documents 

Assign New Administrators 

1. Click the Orphaned Content Detected link (See Figure 1.66). 

2. Click the Orphaned Documents tab. 

3. Click on the 	icon shown under the Action column to assign an administrator. 

4. Follow instructions in the Manage Access section for assigning new administrators. 

5. Once an administrator is assigned rights over a folder or RCS document it will be removed from the 
Orphaned Content queue. 

Delete Documents 

1. Click the Orphaned Content Detected link (See Figure 1.66). 

2. Click the Orphaned Documents tab. 

3. Click the 	icon to delete the document. 

4. Click on the "Delete" button to confirm deletion. Click on the "Do Not Delete" button to cancel the deletion 
request and return to the "Orphaned Documents" area (see Figure 1.64). 

5. Delete Confirmation Screen (see Figure 1.65). 
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Folders of Interest 
The Folders of Interest tab allows the user to store specific folders in one place so that the user may navigate 
quickly to them. By default, users may only pick 10 Folder of Interest. That default can be changed by the 
Community Administrator or Site Administrator so that the users will be able to add more folders to the Folders 
of Interest queue. 

Add to FOI 

1. Find the document you wish to add under the Folders of Interest Tab. 

2. Click the 	icon to add the folder or the 	icon to remove the folder (see Figure 1.67). 

3. Click on the Folders of Interest tab. 

4. The folder will be displayed and may be removed if needed. 

Figure 1.67— Folders of Interest 

New Documents 
This area displays documents that you have not downloaded and have been posted within the last week. 
Refer to Section 4  —  New Documents for additional information. You are able to search specific documents, 
search by first letter (A-Z) of name or description, change the number of results that can be viewed on each 
page (max 50) and move ahead/back to view results on other pages. 

Search New Documents 

1. From the main library screen, to search for new documents, type in the name of the document or select a 
letter from the main library (see Figure 1.68). 

2. A list of documents is shown by name, file type, category, owner, upload date, file size, and number of 
downloads. 

3. To increase the number of documents displayed, use the drop down arrow and select the appropriate 
number per page. 

4. Click on the "Submit" button and the search results are shown. 
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Figure 1.68 - New Document Search 

Popular Documents 
The Popular Documents tab shows the top 10 downloaded documents that user has been given access to and 
includes documents from both public and private categories. The documents are in order from the highest to 
the lowest downloaded count (see Figure 1.69). 

Figure 1.69— Popular Documents 

Documents of Interest 

The Documents of Interest tab allows the user to store specific documents in one place so that the user may 
navigate quickly to them. By default, users may only pick 10 Documents of Interest. That default can be 
changed by the Community Administrator or Site Administrator so that the users will be able to add more 
documents to the Documents of Interest queue. 

Add to DOI 

1. Find the document you wish to add under the Documents of Interest Tab. 

2. Click the 	icon under the DOI column to add the document or the Ren)io.e  icon to remove the document 
(see Figure 1.70). 
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3. Click on the Documents of Interest tab. 

4. The document will be displayed and may be removed if needed (see Figure 1.71). 

Figure 1.70 — Add DOI 

Figure 1.71 — Documents of Interest Tab 
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Frequently Asked Questions (FAQs) 

1. How do I know what information I can access? 

You can only access the library categories that you have been granted specific access. These 
categories are listed in your library. To access a document, click on the category name and then the 
document name. Refer to section My Documents. 

2. I have several documents that I want to upload into the library. How do I create a new category? 

To create a "Public" category, you need to have Site or Community Administrator rights. Any user can 
create a "Private" category to store documents. Refer to section Create New Category. 

3. How do I add users to access a category? 

To view or edit user access, click on the "Manage Access" or "View Access" link. For detailed steps, 
refer to section Manage Access. 

4. How do I upload a new document into a category? 

You can upload documents into categories that you have been granted access. To upload a document, 
click on the category name and click on the "Upload File" link. For detailed instructions, refer to section 
Upload Document. 

5. What types of files can I upload into the library? 

You can upload any type of file. 

6. When uploading a document, how can I track user access, for example, editing and viewing the document? 

Through the Revision Control System (RCS), you can assign user rights to selected users for document 
access. Refer to Revision Control System. 

7. I want to save a document of my PC. How do I download a document? 

You can click on the document name. If you have "Edit" rights, you can click on the "Edit Version" link 
to download the document for editing. Refer to View Documents. 

8. Once I completed editing a document, I need to upload it into the category. How do I upload it? 

From the category, click the "Check Document In" link to place the edited version into the folder. Refer 
to Edit Version (RCS documents only). 

9. How do I search for a particular document? 

There are several options for searching for a document. At the top, left side of the main library screen, 
click on the "Search" link, enter in the search criteria, and select the "Search" button. For the other 
options, please refer to Search All My Documents. 

10. How do I delete a document from the library? 

In order to delete a document from the library, you must be the document owner or an Administrator. 
Refer to section Delete Documents. 

11. Can I upload a document into multiple categories? 

In order to upload a document into multiple categories you must be a Content Manager. Refer to 
section Copy Document to Other Folders. 
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12. Is there a way to access documents and folders more easily than scrolling through the list of all categories? 

In order to access documents and folders more easily, you may add those documents to the 
Documents of Interest or Folders of Interest. These queues allow you to store specific documents and 
folders in one place so that you may navigate quickly to them. Refer to Documents of Interest (DOI) or 
Folders of Interest (F01). 
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