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Section 10 — Online Briefings

The Online Briefings tool allows any user to post a Power Point presentation to share with other portal users.
Each briefing is uploaded and maintained by the briefing owner. It is up to the owner to grant others access to
the briefing and to schedule the date and time for the presentation.

To access this tool, click on the “Online Briefings” link from the Home page, under the Collaboration Tools
menu or from the navigation bar.

Briefing Menu

As shown in Figure 1.0, the “Briefing Menu” screen illustrates the ability to generate and view briefings, send
the owner or moderator an email, and manage briefing access. Under the “Briefing Name” heading, briefing
names are shown as links, which means content has been uploaded to the briefing. After content has been
uploaded, users can click on the briefing name to view the presentation.
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Figure 1.0 - Briefing Menu
View Briefing

At the “Briefing Menu” screen, users see a list of briefings that they have been granted access (see Figure
1.0). On the left, under the “Briefing Name” heading are the titles of the briefings. The number of slides in
each presentation is shown in parenthesis. Under the “Owner” column is the name of the user who posted the
briefing. The “Manage Briefings” heading includes the user rights to view or modify the briefing content. A
briefing that contains content appears as a link at the “Briefing Menu” screen.

Click on the briefing name.
Click on the owner’s name to send a secure message.

The data that was entered into the Briefing Information screen is now shown: name of the briefing,
moderator, start date and time, conference call number, general information, owner, owner’s phone
number (see Figure 1.1).
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Figure 1.1 — Briefing Information

For the moderator and owner, there is a link to view user comments.
1. Click on the “Get user comments on this briefing” link.

2. The comments are listed by date, user name, and actual comments (see Figure 1.2).
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3. Select the “Back” button to return to the “Intro” screen.
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Figure 1.2 - User Comments

View Slides

Click on the “Continue to Slides” button from the “Intro” screen (see Figure 1.1).
The slide index of all slide titles is displayed on the left (see Figure 1.3).

The actual slide and presentation notes are viewed on the right.

Click on the slide title to view the slide or use the scroll bar on the right.

After a slide has been selected, the position arrow ® moves to that slide.
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At the top of the screen, next to the “Slide Index” frame, there are two links: “Large Slides” and “User
Comments.”

Select the “Large Slides” link to enlarge the size of each slide.
To decrease, click on the “Small Slides” link.
To proceed to the “User Comments” screen, click on the “User Comments” link.

10. Click on the “Next Slide” or “Previous” slide link to move from slide to slide. The slide number is indicated
in the middle.

11. Click on the “Return to Briefing Menu” link to return to the list of briefings.

12. Click on the “Home” link to proceed to the portal home page.
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Figure 1.3 - Online Presentation

Briefing Chat

Users can have ongoing chat during a presentation. The chat feature is unique to each slide and will refresh to
include the comments only for each specific slide. To view the comments for all slides, click on the “User
Comments” link in the Slide Index at the top of the page (see Figure 1.3).

Moderate Briefing

In order to moderate a briefing, the briefing owners assign users as moderators.

1. Click on the briefing title from the Briefing Menu screen (see Figure 1.0).
Click on the “Moderate Briefing” button (see Figure 1.4).

3. At the top right of the “Online Presentation” screen, the moderator is given a visual queue, that is a “Yellow”
arrow, while individual users are presented with a “Red” arrow (i.e. B Your Position within the “Slide Index”
frame). This allows the participants to identify the position of the moderator within the presentation in
relation to their own position.
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Figure 1.4 — Moderate Briefing
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2 If the moderator clicks on the “Continue to Slides” button, instead of “Moderate Briefing” button,
other briefing participants cannot see the moderator during the presentation.

Create Briefing

Any user within the portal can create a new briefing.

1. Click on the “Create a Briefing” link at the upper right-hand corner of the Briefing Menu screen (see Figure
1.0). By creating a briefing, the originator is automatically assigned as the owner.

Type in the name of the briefing (see Figure 1.5).

3. Click on the “Create” button. The name of the briefing is now displayed alphabetically under the Briefing
Name heading.

4. To cancel and return to the “Briefings” screen, click on the “Cancel” button.

e

Figure 1.5 - Create Briefing

Add Briefing Information

Once the “Create” button is selected, the Briefing Information screen is displayed. At this screen, the briefing
owner can grant user access, upload a briefing, and enter general information for the briefing.

Change the name of the briefing by typing in a new name if desired (see Figure 1.6).

Use the drop down arrows to select the start date and time by month, date, year, and time of day.
Enter the conference call number if required.

Type in a general description up to 200 characters in the “General Information” field.

Select the “Orgs,” “Users,” “My Groups,” and/or “Channels” check boxes.
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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.

7. 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.

8. Click on the “Search” button. The “Available Users” field is updated alphabetically by organization and then
by user’s last name.

9. Select the user(s) by highlighting the names.
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10. Click on the G button to grant access and move users to the “Assigned Users” field.

11. Select the E] button to move a user back to the “Available Users” list.

12. Choose the “Browse” button to attach a briefing (Microsoft PowerPoint only).

13. Use the drop down arrow to select a moderator if different from the briefing owner.

14. Click on the “Update Briefing” button to save any modifications and continue to view the “Add or Edit

Briefing” page.

15. Select the “Finished” button to save the information and return to the Briefing Menu screen for the listing of

briefings.
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Figure 1.6 — Briefing Information

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.

Delete Briefing

1.
2.
3.

A confirmation screen is displayed (see Figure 1.7).
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Click on the “Delete Briefing” button from the Briefing Information screen (see Figure 1.6).

To continue with the deletion, click on the “Delete” button. Once a briefing is deleted, it cannot be
retrieved.

To cancel, click on the “Cancel” button and return to the Briefing Menu screen.
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Figure 1.7 - Confirmation

Manage Briefing
Modify

Modify is used to update/change/delete briefing information for a briefing that was already created.

1. Click on the “Modify” link under the “Manage Briefing” heading.

2. Make the appropriate changes.

3. Click the “Update Briefing” button to apply the changes (see Figure 1.8).

4. Select the “Finished” button to return to the Main Briefings screen.

5. Click on the “Delete” button to delete the briefing. Once a briefing is deleted, it cannot be retrieved.

6. Click on the “Cancel” button to exit the screen without changes and return to the Briefing Menu screen.
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Figure 1.8 — Modify Briefing Information

% 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.

View Access
View Access area is used to view all user/orgs/groups that have access to a specific briefing.
1. Click on the “View Access” link under the “Manage Briefing” heading.

2. Select “Return to list” button to return to the Briefing Menu screen.
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Figure 1.9 — View Access
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Frequently Asked Questions (FAQS)

1. Who has access to online briefings?

The person who uploads a briefing determines who has access to each presentation.
2. Who can create a briefing?

Any user can create a briefing (refer to Moderate Briefing).

3. How do | create an online briefing?

From the portal home page, click the “Online Briefings” link. Click on the “Create a Briefing” link from
the Briefing Menu screen. Enter in the title and the details for the briefing. For additional details, refer
to Section 3 - Create Briefing.

4. What is the difference between the “Update Event” and the “Finished” button when creating/editing a
briefing?

The “Update Event” button will save your changes but return you to the details of your briefing. The
“Finished” button will save your changes and return you to the Briefings Menu page.

5. How do I modify the access for a presentation?

Only the briefing owner (i.e. the person who uploaded the briefing) can modify the access for a briefing.
Click on the “Modify” link of the Briefing Menu screen and edit the rights of an organization, group or
user. Click the “Finished” button (refer to Modify).

6. Being a regular user, how do | view the participants accessing the briefing?

Click on the “View Access” link from the “Briefing Menu” screen. This will give you a list of all
organizations and individuals that have access to the briefing.

7. How do | view a briefing?

From the “Briefing menu” page, select the briefing name. Click on the “Continue to Slides” button to
display the slides (refer to Section 2 - View Briefing).

8. When you are viewing a briefing, how do you return to the Briefing Menu screen?

Click on the “Return to Briefing Menu” on the bottom left-hand corner of the page to return to the list of
all briefings.

9. How do | change the moderator of a briefing?

Only the briefing owner can grant users the right to moderate the briefing. From the “Add or Edit
Briefing” screen, the owner uses the drop-down box to select a “Moderator” to control the briefing.

10. Can a briefing be retrieved after it has been deleted?

No. There is a confirmation screen to make sure you want to continue with the deletion (refer to Delete
Briefing).
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Section 11 — Portal Search

The Portal Search tool allows users to perform searches across all core tools and apply predefined filters. The
filters include search by date, tool, author and source. The search returns results matching the user-supplied
keyword from within all compartments the user belongs to.

Portal users will be able to view their search results from within the Portal Search Query interface. The list of
results will be displayed with a document url, descriptive caption and information noting from which tool it was
indexed. The listed results will be those from the default compartment. The links to switch compartments to
view the other search results are listed at the bottom of the page.

Portal data is not indexed in a real time fashion. This means that a document that is created on the portal will
not immediately show up in search results.

To access this tool, click on the “Collaboration” link from the navigation bar on the Portal Desktop, and then
click on the “Portal Search” link.

Keyword(s) Search

Keyword(s) search offers new and faster ways for portal users to find specific portal information. The user can
access a range of features with one simple search.

Type the specific text in the “Keyword(s) Search” box (see Figure 1.0).

Select which Core Tools to search through.

By default, all tools are pre-selected. Click on the “All” link to de-select/re-select all the tools.
Click on the “Search” button.

Click on the blue underline link, which is the title of the file, to open (see Figure 1.1).

Click on the purple linked “Source Tool” to go directly to the indicated tool.

N o g~ w N PR

Click on the blue links below “Results for your other Compartments” to view the results in the other
compartments.
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Figure 1.0 - Portal Search

W Use specific words to describe exactly what you're looking for. More general terms will give a
larger number of results.
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Figure 1.1 — Keyword(s) Search Results

Keyword Search Errors

While conducting a full site search, a user may encounter two types of errors: “Field Length Exceeded” and
“Invalid Search Criteria.”

Field Length Exceeded

A user will get this error if they type in 60 characters or more in the search field. The error message reads,
“There is a problem with your form. Please correct the errors indicated below. Field Length Exceeded” (see
Figure 1.2).

There is a problem with your form. Please correct the errors indicated below.

Portal Search Search Tips
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_seorch |
Figure 1.2 — Field Length Exceeded Error Message

Invalid Search Criteria

A user will receive and “Invalid Search Criteria” error if they click on the “Search” button without entering any
text into the keyword search box.

There is a problem with your form. Please correct the errors indicated below.
Portal Seach Sesrch Tips
Fypword(s) Search vald Search Criteria,
Rl il P Secure Messaging ¥ Lirary P Calendar ¥ Oniine Briefings ¥ Forum Discussions F Chat F wetPot P Aents
soarch |
Figure 1.3 — Invalid Search Criteria Search Results
Search Results
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The user has the ability to click on the URL Hyperlink to view the document. In addition, the user has the
option to click on the “Source Tool.” This will allow the user to maneuver throughout the tool from which the
document originated.

1. Follow the steps listed above in “Keyword Search.”

2. By default, the search results are sorted by relevancy (percentage) to the keyword provided. Click on the
“Date” link to sort the results by most current date. Click on the “Relevancy” link to switch the sort order
back to “Relevancy” (see Figure 1.4).

Click on the URL Hyperlink (see Figure 1.4).
Click on the “OK” button to the browser pop-up window (see Figure 1.5).
Click on the “Source Tool” link to be taken directly to the tool where the search result is located.
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Figure 1.4 - Search Results
' For more than ten search results, click on “Next” located at the bottom of the page to view the

next page results.
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Portal Search Search Tips

Requred Fakd

3eal Ch Resull's 100 “Testing™

T ] Sort Ramts O

1 Faquep (100%)  The ske has sugpested that "TOI91S_SCR.doc” be handied a6 an ’
Quaner,Categy  Xiachment. It s of trpe spplication)x-urbncen (Micresoft Werd Documant) Eﬂ_'] Type, Testng FY 2005 03, Delection Equipment Beckman Pocket
Dosieneter 0-20 ard located o peter 0 - £R.62,1 urts _Testing FY 2005 03 Detecton Equipment Bendix Potket
Dosimeter 0.1 WD10.2.252.14 7 jmember fbxary'v Y pr,0- 200mR 82,5, untts, Testng FY 2005 O3, Detection Equipment Bandi Pocket
Dosimpter,0-20 Jer 0-500miR 02, 30,units,_ Tesing F 2005 Q) Datection Equipment Bendic Poc kil
Dosimeter 568 [N s G D | simeter 384 (0-200 mifiracs) 82,1 untis_Testng FY 2005 03 Detection
EQUpmantBitn (0 [Open & weh the delak sppbcston (Word) halyst MetorAnalyst 82,1,unes, Testng FY 2005 O3 Detection
Fauipmenl Dicn

- L " Cpentwah | hooee I
porrce Toct Lt o~ Sava R 10 dik
I" Absays Derform B aticn wihan Rarding Phes of the Bype

12. document 1 (Z 2
TrakTrac 391% - prge Regquest (SCR) Descnghen of Change Bwas requesied Tal a moddcaton be
made % provide F o | Carcel I PCCOUrts. High Level Requirements Shaced aC(ount Indox2s 304 20t mail 1oicers
$hould be visibl L

fousce Toot Libw ary

Figure 1.5 — Browser Pop-Up Window

Search Tips

Portal users are offered an “Introduction to Portal Search” and “Advanced Portal Search Tips.”

1. Within the Portal Search tool, click on the “Search Tips” link (see Figure 1.0).

2. The user is presented with an “Introduction to Portal Search” and “Advanced Portal Search Tips” (see
Figure 1.6).
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Figure 1.6 - Search Tips
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Frequently Asked Questions (FAQS)

1. Can | get to the Portal Search screen from the Search Tips screen?

Yes. Click on the “here” link located within the body of the search tips. You can also click on “Search”
link located at the top right-hand side of the screen.

2. What should | do if | don’t have access to the Portal Search?
Contact your Site Administrator.
3. Can | access the Portal Search through the Desktop, User Directory/Find Users, Admin or Profile?
No. You must access the Portal Search through collaboration tools area of the portal.
4. Can | search for more than one word at a time?
Yes. The results will vary depending on your ability to view the documents.
5. How do | search for another keyword?
From the Portal Search tool, simply enter text in the “Keyword(s) Search and click on “Search”.
6. Do | have to type in text in the Keyword(s) Search field?

Yes. The Keyword(s) Search field is required in order to receive search results. Refer to Section 2 -
Keyword(s) Search section.

7. How do | view the document that | have searched for?

Click on the link that is displayed in the results. This will allow you to open a browser to view the
document. Refer to Search Results section.

8. Can | search for more than one Core Tool at a time?
Yes. Click on the boxes located next to the Core Tools you want to search.
9. How will I know what Core Tool has returned Search Results?

The Source Tool will be listed in the Search Results right below the URL. You can click on the Source
Tool link to go to the tool specified.

10. How do | view more than ten Search Results at a time?
Go to the bottom of the page and click on “Next” to view the next 10 Search Results.
11. Can | toggle between Date order and Relevancy order?

Yes. You can click on Date and then click on Relevancy to toggle between each view.
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Section 12 — Profile

The “Update Profile” tool allows users to maintain their profile and preferences within the portal. Profile and
preferences can be updated except for the user’s first name, last name, username and sponsoring
organization. Only the Site Administrators can modify this information. Community Administrators may modify
the sponsoring organization to sub-organizations within their Community. To access this tool, click on the
Profile link from the Home page.
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Figure 1.0 - Update Profile

As shown in Figure 1.0, the “Update Profile” screen shows various profile fields. To update the information,
simply replace it with the new information, scroll to the bottom of the screen, and click on the “Save
Profile/Preferences” button. The information entered is used by other users to contact you via the “Find Users”
feature. To select an association, use the drop down arrow. For multiple selections, hold the “Ctrl” key and
highlight the association names. If there are not any job functions or associations listed, that means that the
administrator has not filled in this information and that it is not needed.
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The first time a user registers to the portal; two security questions must be answered. These questions are not
displayed in the user’s profile. This information is only available to the Help Desk to assist the user with the
account and reset the password. The information is not available in the user’'s account in the event that if an
account is ever compromised, private information cannot be captured or edited.

Your Personal Profile

This section contains your personal information (i.e. Name, Employer, Phone Number, Address, etc.). As
mentioned earlier, all the information in this section may be updated except the name, sponsoring organization
and username. Fields that are required will contain an asterisk.
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Figure 1.1 — Your Personal Profile

User Preferences

Users have the ability to edit their user preferences within the portal (see Figure 1.2). Users can modify
notification preferences, default group listings and signature information. After editing the preferences, click on
the “Save Profile/Preferences” button to save the changes.
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External Email Notifications

Figure 1.2 - User Preferences

The first user preference allows users to receive external email notifications from Secure Messaging, Forum
Discussions, Survey Wizard, etc. The options are as follows:

e Always is the default setting, which means users receive notifications every time a user selects the external
email option in Secure Messaging, Forum Discussions, Survey Wizard, etc.

e Once a day only sends, at most, one external notice a day. It does not mean that a notice will go out every
day. If multiple messages are sent externally, only the first one will be sent. If no external mail is sent that
day, then no natifications are received; however, important emails involving account security are received.

e Once between logins only refers to receiving one notification between portal log-ins. After logging out of
the portal, the user receives the first notification, for example from Secure Messaging. The user does not
receive any additional messages until logging into the portal again. If the user logs in multiple times in one
day, multiple external emails are received during that same period. However, if the user does not log in for
several days, only one external notice is received for the entire period. Important emails involving account

security are received.

¢ Never means no external notifications are received even if a user chooses to send an external email
notification from Secure Messaging, Forum Discussions, etc. This option is recommended if the user logs
into the portal often or many times a day, or is on leave for an extended period of time. Any emails
involving account security are received.

Daily Digest

This provides users with an external notification summarizing portal activities that have occurred within user’s
compartment/s within the previous 24 hours.

e This user can now enable or disable this feature under their profile.
e The default is set to “No” which means users will not receive any daily digest notifications.
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Sort Order of Mail

This user preference, “Set the default sort order of your messages” option, allows users to select the default
sort order of their mail messages in the message center. Options include:

e Date Sent, Descending is the default setting. This option sorts messages by the date in which they were
sent, from most recent to last, followed by the subject and name of the sender.

e Date Sent, Ascending orders the messages by the date in which they were sent, from last to most recent

followed by the subject and name of the sender.

Subject Descending sorts the messages by subject in alphabetical order from Z-A.

Subject Ascending sorts the messages by subject in alphabetical order from A-Z.

Last, First Name — Descending organizes the messages by the sender in alphabetical order from Z-A.

Last, First Name — Ascending sorts the messages by the sender in alphabetical order from A-Z.

Message Priority — Descending arranges the messages by High, Normal, Low priority.

Message Priority — Ascending sorts the messages by Low, Normal, High priority.

Group Selection Order

This preference option allows users to select the group listings that are displayed when granting user access.
For many tools within the portal, individuals or groups must be selected in order to access the information. For
example, in Secure Messaging, users or groups must be selected in order to receive the message. By default,
the “Orgs” and “My Groups” checkboxes are selected. To change the default, click on the appropriate
checkbox. Changing the default makes it easier when granting users access and updates the group listings to
show any combination of the three options:

e Orgs (Organizations) provides a listing of all organizations in alphabetical order, within the user’s
organizational hierarchy. The word “Organization” appears next to the organization name to indicate an
entire organization within the portal.

e Users are listed alphabetically by organization and then by user’s last name. The user’s sponsoring
organization appears in brackets “( )" after the user’'s name to indicate an individual user.

e My Groups refers to the creation of customized groups. The words “My Group” appear in brackets “()”
next to the name of the Group.

Signature Block

The next four options involve attaching a signature to mail messages, forum discussion postings and calendar
postings. A signature usually contains the person’s name, title and contact information. To attach a signature,
type in your name into the “Signature Block”, and then select the “Yes” option from the drop down box for the
messaging, forum, or calendar tool. By default, the signature options are set to “No”. The information entered
into the “Signature Block” area is not attached until one of the options is selected.

Home Page

The “Home Page” preference is used to set the location or application that starts when logging into the portal

or selecting the “Home” link. Normally, the system desktop is the default; however, any of the enabled tools
151

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



COMPLETE PORTAL USER GUIDE

system can be selected by using the drop down arrow. From the pull-down list, click on the desired option and
click on the “Save Profile/Preferences” button.

Use Small Nav Bar

The navigation (nav) bar is on the top of each page to navigate through the portal. As shown in the example in
Figure 1.3, by default, the large, icon based tool bar is enabled. To change the default, click on the drop down
arrow and select the appropriate nav bar from the pull-down list (see Figure 1.1). Once changed, click on the
“Save Profile/Preferences” button at the bottom of the page.

Figure 1.3 - Nav Bar Example

Join Compartment Accounts

This option allows users to merge all of their portal accounts into one account. By joining accounts, a user only
has to login with one username and password in order to access all organizations. Once the accounts are
joined, the user can simply toggle between each organization from the compartment menu at the top of each

page.

1. Click on the link “Click here to join multiple accounts.”

2. Alist of all current accounts (i.e., compartments) is displayed (see Figure 1.4).

3. Enter username and password from the other account to combine accounts and establish log-in defaults.
4. Click on the “Get New Account” button to submit the request.

| Your Current Comp ¥s) Informat m..u.(.:‘j
| Your Current Username ;»9’1 FORTALS

[ Cormpuament(s) -'I}"l:'t‘[)ﬂk Uk thes form 10 enbey e Credentals of your ofhe identty | hede are vald credentals. you wll be
prétented wih a screen Tat will alow you 10 Combene your accounts and estabish login defaults Ao
the Organzabon ASmenistrator of P aCCOUNT yOu are reQuersting will be nothed of s Process

Use of this tool Is 100% audited. Inappropriate use of this tool can lead to the loss of all
accounts on this system and other potential legal action based on the policies that you
pted when creating ts on this system.
Usermame
Password

Comt Marm Al (Ol

Figure 1.4 - Join Accounts

5. If the login credentials are valid, all accounts that match the username and password are accepted (see
Figure 1.6).

6. Select the default compartment by using the drop down arrow.
Click on the “Accept” button. The default compartment appears for each login session.
8. Click on the “Cancel” button to cancel the action.
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Figure 1.5 - Join Accounts Acceptance Page

9. A new "Compartment Bar" is displayed just below the navigation bar.
10. Use the Username displayed on the left as the log-in Username.
11. Continue to use the same password to access the account. The old credentials are no longer active.

12. At the new “Compartment Bar”, use the drop down arrow to switch back and forth between compartments
and click on the "Go" button.

‘¥

£ The Compartment bar provides notices of new mail messages, new chat invitations, library
documents, tasks, etc.
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Figure 1.6 - Join Accounts Compartment Menu

Default Compartment

At the “User Preferences” screen, use the drop down arrow to choose which compartment appears for each
login session. Click on the “Save Profile/Preferences” button (see Figure 1.2).

Join Portal Accounts

If users have accounts on multiple ESP-sponsored portals, this option allows them to merge the accounts into
one. By joining accounts, a user only has to login with one username and password in order to access all
portals. Once the accounts are joined, the user can simply toggle between each portal from the dropdown
menu at the top of each page.

1. Click on the link “Click here to join together Portal Accounts.”
2. A dropdown list of applicable portals is displayed (see Figure 1.8).

3. Use the drop down arrow to choose which portal to join accounts with.
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Enter username and password from the other account to combine accounts and establish log-in defaults.
Click on the “Continue” button to submit the request.

Ty FrrY og = y —tes pas (P = Tomeed ode o D Bror of o lokeed.
(m“ --I _’(".‘.I

Figure 1.7 - Join Portal Accounts

User Keywords

The User Keywords preference allows a user to define keywords that will trigger an automated alert when
portal search finds a match. For example, if a user has the keyword “test” defined and a document is uploaded
into the library with “test” either in the title or body of the file, then an automated alert is sent to the user.

The search will be performed across all compartments to which the user belongs; keywords cannot be defined
on an organization-by-organization basis. There is no limit to the number of keywords that are defined.

The keyword search is performed each night, so the alerts will not be automatic but should arrive within 24
hours of creation.

The User Keywords preference is only visible to users when this preference is enabled portal-wide by a Site
Administrator.

Define Keywords

1. Click on the “Click here to manage your keywords” link (see Figure 1.2).

2. Click on the “New Keyword” text to enable the text field and type in the keyword (see Figure 1.8).
3. Select which tool(s) you would like the keyword search to be applied.
4

Click on the “Save Changes” button.

Delete Keywords

1. Select the checkbox located under the trashcan icon to the left of the keyword to be deleted (see Figure
1.8).

2. Click on the “Save Changes” button.
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Figure 1.8 — Keyword Manager

Search Results
1. When the keyword search makes a match, a notification is sent to the user (see Figure 1.9).
2. Click on the URL link within the notification to access the search results.

3. After entering your logon information, you are taken to the search results within the Portal Search tool (see
Figure 1.10).

4. The results listed first are those that are within the default compartment. The blue links at the bottom of the
results page are links to the results within the other compartments. After clicking on that link, the user is
switched into that compartment and presented with those search results.
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heeps://10.10.53. 147/ membar/ 108/ index. cImlact ion ke ywordsearchedt=2007-10-28

If you have forgotten your username and/or password to access the systes, please contact the Help Desk at 1-800-464-0085 or email
he lpdeskfiespgroup.net. The Help Desk 15 available Nonday through Friday from 24 Mours, 7 Days A Week.

Figure 1.9 — Keyword Search Alert
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Figure 1.10 — Keyword Search Results — Portal Search
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Portal Notifications

The Portal Notifications preference allows a user to turn off external notifications on a tool-by-tool basis. A
user could decide they want to receive notifications when they receive a secure message but not if a new
document is uploaded to the library. A user could also select to receive no external naotifications.

Click on the “Click here to opt-out of portal notifications” link (see Figure 1.2).

2. By default, notifications for all core tools are turned on. Select the “Off” radio button to opt-out of receiving
any external notifications generated by that tool (see Figure 1.11).

3. Click on the “Submit” button.
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Figure 1.11 — Notification Opt-Out

Change Password

The “Personal Profile” screen can be used to change the log-in password. Click on the “Change Password”
button at the bottom of the screen (see Figure 1.2). As shown in Figure 1.1, type in the old password and then
enter the new password in the “New Password” and “Verify Password” fields. Click on the “Change Password”
button. To cancel, select the “Cancel” button and return to the previous screen.
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Figure 1.12 — Change Password Screen

T Passwords automatically expire every 90 days, and the system notifies users ten days before
expiration. Passwords must contain at least eight characters and no more than 15. At least one
uppercase, one lowercase, and one special character must be included. No blanks can be
used.

Frequently Asked Questions (FAQS)
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1. Who has access to change my account information?

You can change your account information as well as the Organizational or Community Administrators
and the Support Center. Only you can change your preferences.

2. Why does my account information screen take so long to load?

The protected fields, size of page and complexity of the accounts affect how long it takes for the
account information to appear.

3. How do | make changes to my account information?

Click on the “Update Your Profile / Preferences” link on the Home page. Verify the information included on the
“Update Profile” screen is correct. If changes are needed, refer to Your Personal Profile The first time a user
registers to the portal; two security questions must be answered. These questions are not displayed in the
user’s profile. This information is only available to the Help Desk to assist the user with the account and reset
the password. The information is not available in the user’s account in the event that if an account is ever
compromised, private information cannot be captured or edited.

Your Personal Profile.
4. How do | change my password?

At the “Update Profile” screen, click the “Change Password” button. Continue to follow the steps in the
Your Personal Profile

5. How do | turn off mail notifications so | don’t receive external emails?

Under “User Preferences”, scroll to the heading, “How often do you want to be notified externally (when
external notifications are sent out)”. Use the drop down arrow and select “Never” as the default. Click
on the “Save Profile/Preferences” button to save the change. For additional information, refer to

External Email Notifications.

6. Can | arrange natifications so | receive my messages once daily?
Yes. As described in #5, use the drop down arrow to select the “Once Daily” option. Refer to
External Email Notifications.

7. How do | change the default sort order of my mail?

Under the heading, ‘set the default sort order of your mail”, use the drop down arrow to select the sort
order (refer to Sort Order of Mail).

8. What is the default group selection?

The default group selection affects the way you assign rights to your content within the portal. When
you are assigning rights, the access list shows your Organization and My Group listings. You can
change the default to show only Organizations, Individuals, My Groups, or any combination (refer to
Group Selection Order).

9. What steps do | take to attach a signature to mail messages, forum discussions, or calendar postings?

Within the “Signature Block”, type your signature information. Go to the heading, “Attach a signature
block for outgoing mail messages?”, and select the “Yes” option from the drop down box. For
additional instructions, refer to Signature Block.

10. How do | delete the signature information so that a signature is not attached to any information | send in
the portal?
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The signature box cannot be completely deleted once you enter information into the box. Instead, just
select the “No” option for attaching the signature to outgoing mail, forum postings and calendar
postings and your signature will not appear on any of your content. You can also change the signature
information by typing over the previous signature and selecting the “Save Profile/Preferences” button.

11. What is the benefit of using a small or large navigation (nav) bar?

The navigation bar at the top of each page contains graphics that may slow down your connection
speed when heavy internet traffic occurs. By choosing the small navigation bar option, the graphics are
disabled when toggling between each screen of the portal.

12. How do | join multiple accounts?

To join your multiple accounts, click on the link, “Click here to join multiple accounts”. For detailed
instructions, refer to Join Compartment Accounts.

13. If I have multiple accounts, can | update all my accounts at once?

Yes. You can update all accounts with the changes by verifying that the last preference option is
selected. You can also choose to only update the current account by deselecting the default and then
clicking on the “Save Profile/Preferences” button (refer to

Join Portal Accounts).
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Section 13 — Secure Messaging

The core tool, Secure Messaging, is used for composing, sending and receiving secure email within a user’s
organizational hierarchy. Users can also create customized mail groups for sending messages, attach files
securely within the message, view and search for messages, and manage folders. There are several “Send”
options, which allow users to send a message unencrypted or encrypted to the recipient’s external email or
send no external notification at all.

Inbox

To access Secure Messaging Inbox, select the “Secure Messaging” link from the Home page, under the
Collaboration Tools menu or from the navigation bar.

o Dot [ o s e (ammgee of mwsrage 4

Figure 1.0 — Secure Messaging Main

Read

Depending on the send option chosen by the originator, users are notified of a secure message through their
external email or through the portal. From the external email, the user can click on the URL link to view the
secure message. If logging onto the portal, the user can retrieve the message by selecting the “Secure
Messaging” link under Collaboration Tools.

Users can view messages that they have received, sent, saved as draft, or archived. The “Inbox” folder
automatically displays received and newly received messages. New messages are bolded. The number next
to the “Inbox” folder indicates the number of new messages received. To view messages in the “Sent” or
“Draft” folder, click on the “Sent” or “Draft” link. Messages are identified by subject, recipient, priority, and date
and time received (see Figure 1.1). To view additional messages on the screen, select the “Change Size”
down arrow and the appropriate number, and click on the “Change Size” button. The screen is automatically
updated with the number of messages.
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Figure 1.1 - Read Messages
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To view a message, click on the subject title. The message is displayed at the bottom of the screen indicating
recipient type (i.e., “TO”, “CC” “BCC"), date and time, who sent the message, subject title, and the actual
message (see Figure 1.1).

Eyes Only

Regardless of mail folder, messages identified for “Eyes Only” are marked with a red “eye” icon “® and “ 9
by the subject title. This feature ensures that the recipient is the only person that views the message, and it
removes the ability for the recipient to send it to others. If the recipient tries to print the message, an error
states the message is not for distribution. To view an “Eyes Only” message, click on the subject title and the
“OK” button for the security warning for file encryption, and a secure window is opened with the message (see
Figure 1.2).
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Figure 1.2 - Eyes Only
Reply

After reading the message, the user can respond to the originator.
1. Click on the “Reply” button. To reply to all recipients, click on the “Reply All” button (see Figure 1.2).

2. Click on the "OK” button for the security warning for file encryption, and the “Send Message” screen is
displayed.

3. When replying to the originator, the “To” field automatically contains the originator's name. If responding to
all recipients, the “To” field includes the recipients’ by individual users, groups, or organizations.

4. When replying, the user can add recipients, change the subiject title, add attachments, and/or type in a
reply to the original message.

Select the “Send” or “Save Draft” option (see the Compose section for detailed instructions).
Click on the “Send” button.

A confirmation screen appears.

Click on the “Close Window” button.

© N o o

Replying to messages marked as “Eyes Only”, the “Send Message” screen does not include the option to
attach files or send the message unencrypted. Since the message is designated as “Eyes Only,” the list of
recipients cannot be changed. The subject title can be altered.
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Delete

9. Within the inbox or other folders, select the message to be deleted and click on the delete button. If the
message is open, click on the delete” button. With both options, the message is sent to the trash folder
(see Figure 1.2).

10. To delete more than one message, select the appropriate checkboxes and click on the delete button.

Move

Messages within the “Inbox”, “Sent” or any personal folder can be moved to other folders.

1. Select the checkbox next to the message and click the move button. If the message is open, click on the
move button above the body of the message (see Figure 1.2).

If more than one message is to be moved, select the appropriate checkboxes and click on the move button.
Select the folder to which the message is to be moved (see Figure 1.3).

Click on the move” button to move the message to that folder, or click on the do not move button to retain
the message in the existing folder.
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Figure 1.3 - Move a Message

Mark Read/Unread

Messages within the Inbox, Sent Mail, Drafts, Trash or Personal folders can be marked as read or unread. If a
message has not been read (unread) then it will appear bold but if it still needs to be read then it will no longer
appear bold. Once you go into a message to read it will no longer appear as unread.

1. Click on mark unread button if you have a message open but want to keep it as unread.

2. If more than one message is to be marked as read/unread, select the appropriate checkboxes and click on
the mark read or unread button.
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Figure 1.4 — Mark as Read/Unread

Compose

There are three parts when composing a message: Address book, Message and Security Settings (see Figure
1.5). To compost a message, first you must click on the compose message button.
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Font famly  ~ Fontsize ‘J_\'E!E|B £ U
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Security Settings
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g Message Type: [Nomal I~
MNotification Oplions: | with external notifications E]
Send I Save Draft | Delete |

Figure 1.5 - Compose Message

Address Book

1. Select the “Orgs,” “Users,” “My Groups,” and/or “Channels” check boxes under the address book (see
Figure 1.5). By default, “Orgs” and “My Groups” are checked. Go to “Update Profile/Preferences” or “My

Profile” to change this setting (see the “Update Profile/Preferences User Guide” for more information).
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Type in the name of a user, group, or organization in the search field to find a recipient. 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.

Click on the “Search” button.

Highlight the recipient(s) from the address book, select the “TO”, “CC”, or “BCC” radio box, and click on the
“+ Add Recipient(s)” button. The “Recipients” field is automatically updated with the selection.

To remove a recipient, select the “- Remove Recipient(s)” button and the “To” field is updated.

] The administrator on the portal may set a “message throttling” threshold, or a minimum on how
many users a secure message can be sent to at one time.

The user will receive an error message if too many users have been selected as recipients. The
message will inform the user that the message threshold has been exceeded, what the value of
the message threshold has been set to, and which organization set the message threshold.

Message

1. Type the subject name in the “Subject” field.

2. 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. To remove the attachment, click on the “Remove Attachment”
button.

3. Type the message. There are a wide variety of options when it comes to formatting a message (refer to

Formatting Options section).

Formatting Options

Here is a list of all the user options when formatting text in messages:

Font Family — used to change the look of the font itself. The following fonts are available: Andale Mono,
Arial, Arial Black, Book Antiqua, Comic Sans MS, Courier New, Georgia, Helvetica, Impact, Symbol,
Tahoma, Terminal, Times New Roman, Trebuchet MS, Verdana, Webdings and Wingdings.

Font Size — used to change how big or small the text will appear. The following 7 font sizes are available:
8pt, 10pt, 12pt, 14pt, 18pt, 24pt and 36pt

Font Color — used to change the color of the text itself.

Bulleted List — used to create bullet icons in front of a list of items with no specific order.

Numbered List — used to create number ordered list for items with a specific order.

Bold — used to display text in a thicker font to make it stand out and draw the reader's attention it.

Italic used to slant text to the right to draw the reader’s attention to it.

Underline — used to display a line underneath text to place special emphasis on the text.

Edit HTML Source — used to input/edit HTML code into the message.

Undo — used to undo the last action that took place.

Redo — used to repeat that last action that was undone.
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e Spellcheck — used to make sure all the text in your message has the correct spelling. Available in 11
languages.

Paste as Plain Text — used to insert text and strips out prior formatting.

Paste from Word — used to insert text copied from word into a message.

Find — used to find specific words within the message.

Find/Replace — used to find a specific word and then replace that word with another word.

Security Settings
1. Click on the appropriate priority level radio box for the message (i.e., High, Normal, or Low).

2. Select the message type (Normal, Eyes Only or Portal Internal) in the drop down. The “Normal” option
indicates that the message has no special handling instructions. The “Eyes Only” option indicates that the
message is intended for the original recipients only and should not be copied or redistributed without
consent from the original sender. It also limits features such as copy, paste, forward and print. This option
also disables the ability to send a message unencrypted to the recipient’s external email address and
attachments. The “Portal Internal” option indicates that the message is intended to remain in the portal to
be visible only by other portal users. Recipients will be able to reply to and forward the message inside the
portal and the recipient will not be able to select the option to send the message externally.

Select the appropriate send option and click on the “Send” button.

Once the message is sent, a confirmation screen is displayed (see Figure 1.6).
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Figure 1.6 - Sent Confirmation
Search

All users may search for messages they have received, sent, saved as drafts, or archived to a personal folder.
1. Click on the search button.

The search message screen is displayed (see Figure 1.7).

Use the drop down arrow for the “From” field to select the sender’s name.

Fill the subject and/or keyword(s).

a > w DN

Click on the specific folder radio box. If selecting the “Folder” option a specific folder must be selected in
the dropdown.

6. Click the “Submit” button for search results.
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Figure 1.7 - Search Messages
Sent Mail

Once a user composes and sends a message, it is automatically saved to the “Sent Mail” folder. To view a
message, click on the subject title. The message is displayed on the screen indicating recipient type (i.e.,
“TO”, “CC” “BCC"), date and time, who sent the message, subject title, and the actual message (see Figure

1.8).
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Figure 1.8 — Sent Mail

When a user composes a message and clicks on the “Save Draft” button, it is automatically saved to the
“Drafts” mail folder.

Edit Draft

1.

a M w DN

Click on the “Drafts” folder. The draft messages are displayed by subject title, originator, priority, and date
and time.

Click on any part of the message to pull it up.
Click on the “Edit Draft” button (see Figure 1.9).
The message will be displayed.

Proceed with editing the draft, selecting recipients, attaching files if desired, and clicking on the appropriate
send option (see Compose for more instructions). To delete a draft message, select the delete button.
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Figure 1.9 - Edit Drafts

Trash

Once a user deletes a message, it is automatically saved to the “Trash” folder. To view a message, click on
one of the message links. The message is displayed on the screen indicating recipient type (i.e., “TO”, “CC”
“BCC"), date and time, who sent the message, subject title, and the actual message (see Figure 1.10). You
may delete each message individually from the trash folder, select “Empty Trash” link to purge all documents in
the folder or you can just leave them in the folder and they will be automatically deleted after 30 days.
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Figure 1.10 — Trash

Settings

Users have the ability to manage their mail preference settings. The mail preference settings are as follows:
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Figure 1.11 — Settings
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Page Size

This option allows users to select how many messages they would like to view per page. Options are: 10, 25,
50 or 100.

External Email Notifications

This user preference allows users to receive external email notifications. The options are as follows:

Always (Default) - users receive naotifications every time a user selects the external email option in Secure
Messaging, Forum Discussions, Survey Wizard, etc.

Once a day only - sends, at most, one external notice a day. It does not mean that a notice will go out
every day. If multiple messages are sent externally, only the first one will be sent. If no external mail is
sent that day, then no notifications are received; however, important emails involving account security are
received.

Once between logins only - refers to receiving one notification between portal log-ins. After logging out of
the portal, the user receives the first notification, for example from Secure Messaging. The user does not
receive any additional messages until logging into the portal again. If the user logs in multiple times in one
day, multiple external emails are received during that same period. However, if the user does not log in for
several days, only one external notice is received for the entire period. Important emails involving account
security are received.

Never - means no external notifications are received even if a user chooses to send an external email
notification from Secure Messaging, Forum Discussions, etc. This option is recommended if the user logs
into the portal often or many times a day, or is on leave for an extended period of time. Any emails
involving account security are received.

Sort order of mail

This user preference, “Default message sort order” option, allows users to select the default sort order of their
mail messages in the message center. Options include:

Date Sent — Descending (Default) - This option sorts messages by the date in which they were sent, from
most recent to last, followed by the subject and name of the sender.

Date Sent — Ascending - Orders the messages by the date in which they were sent, from last to most
recent followed by the subject and name of the sender.

Subject — Descending - Sorts the messages by subject in alphabetical order from Z-A.

Subject — Ascending - Sorts the messages by subject in alphabetical order from A-Z.

Last, First Name — Descending - Organizes the messages by the sender in alphabetical order from Z-A.
Last, First Name — Ascending - Sorts the messages by the sender in alphabetical order from A-Z.
Message Priority — Descending - Arranges the messages by High, Normal, Low priority.

Message Priority — Ascending - Sorts the messages by Low, Normal, High priority.

Send Mail Preference
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¢ No Preference (Default) — Preference not automatically marked off. User may choose preference while in
tool.

e Externally with subject and body - The entire message will be sent to the recipient's external mail address.

e Externally with subject - A notification with the subject will be sent to the recipient's external mail address.
The body of the message will not be sent.

e Externally without subject - A notification will be sent to the recipient's external mail address. The body and
subject of the message will not be sent.

¢ Internally - The message will be delivered to the user inside of the portal.

Signature Block

This option allows the user to attach a signature to mail messages. A signature usually contains the person’s
name, title and contact information. To attach a signature, type in your name into the “Signature Block”, and
then select the “Yes” option from the drop down box. By default, the signature options are set to “No”. The
information entered into the “Signature Block” area is not attached until one of the options is selected.

Update All Accounts

Select this checkbox if you have multiple compartments within a portal and would like to update each account
with the new preference settings.

Personal Folders

Users have the ability to organize messages and manage mail folders by adding or deleting personal folders
and archiving messages to personal folders.

New Folder

Click on the “New” button.

Type in the folder name (see Figure 1.12).

Use the drop down arrow to select “None” as the parent folder.
Click on the “Add Folder” button.

Click on the “Cancel” button to cancel the action.

o gk w DN

The new personal folder is listed under the “Personal Folders” heading. Once the folder is created, the
user can move messages into this folder for organization or reference.
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Figure 1.12 - Add Folder
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Subfolders

Subfolders can be created under a parent folder.

S e o

Click on the “New” button.

Use the drop down arrow to select the parent folder.
Type in the name of the subfolder.

Click on the “Add Folder” button.

Click on the “Cancel” button to cancel the action.

To expand the parent folder and view the subfolders, click on the “+” within the folder icon. The subfolders
are displayed and a “-” is shown within the parent folder icon 0 .

Delete

Click on the “Delete” button (see Figure 1.13).
Select the personal folder to be deleted by using the drop down list box to highlight the folder name.

To delete, click on the “Delete Folder” button, or select the “Cancel” button to cancel the deletion.
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Figure 1.13 - Delete Folder
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Frequently Asked Questions (FAQS)

1. What steps do | take to compose and send a message?

Select the “Compose” button on the top left hand side of the screen. Complete the message screen.
For additional instructions, refer to Section 3 — Compose.

2. How do | verify that my message was sent?

After you select a “Send” option and click on the “Send” button, a confirmation screen displays the
message was sent. Click on the “Sent Mail” folder link to view your sent messages.

3. How do | send a confidential message so only the recipient can view it?

The feature, “Eyes Only” ensures that the recipient is the only person that views the message and
removes the ability to forward or print the message. For more information, refer to Eyes Only.

4. Once | have received a message in my “Inbox” and there are several recipients listed, how do | reply to
only one recipient?

You can respond to the originator by clicking on the “Reply” link. Refer to Reply section of this chapter.
5. When | am in my “Inbox” folder, | see a list of messages. How do | view the actual message?

You can click on the name of the message and the message is displayed at the bottom of the screen.
Refer to Read section for additional information.

6. If I delete a message from Trash, can | retrieve it later?

Once you confirm your deletion, you cannot retrieve the message for later use. It is permanently
removed.

7. How do | compose a message to be completed later?

At the “Send Message” screen, click on the “Save Draft” button and the message is sent to your “Draft”
folder. To edit the draft message, refer to Edit Draft in the Drafts Section.

8. How do | create a folder to store messages?

You can add a personal archive folder by selecting the “New” button. Type in the folder name, use the
drop down arrow to select a parent folder (if desired), and click on the “Submit” button. For more
instructions, refer to New Folder section.

9. What do | do if | want to save a message?

Messages within the “Inbox”, “Sent” or any personal folder can be moved to other folders. Refer to
Move section for details.

10. If | select the “Search” button will the search include all messages or just those in my “Inbox™?

When you click on the “Search” button, the search message screen is displayed. There is an option to
select the mail folder you want to search for messages. Refer to Section 4 - Search.
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Section 14 — Suggestion Box

The core tool, Suggestion Box, provides a means for users to send feedback or submit questions to The
Support Center and Technical Team. The selections for feedback include:

Comment
Suggestion
Question
Improvement
Complaint

New Tool Request
Other

To access this tool, click on the “Suggestion Box” link listed under Admin Tools.

Submit Feedback

1. Select the type of feedback to be submitted (see Figure 1.0).

2. For “Other”, click on the checkbox and enter the feedback in the provided text box.

3. To be contacted by the Support Center or Technical Team, click on the desired checkbox under “Contact
Options,” that is email, phone, either one, or no contact at all.

To clear the form of the selections, click on the “Reset Form” button.
Select the “Cancel” button to return to the portal Home Page.
To proceed to the “Suggestion Box” screen, click on the “Next Step” button.
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Figure 1.0 - Feedback Center

The feedback selections determine what feedback boxes are displayed (see Figure 1.1).
Enter in the comment, suggestion, question, compliant, etc. in the appropriate text box.

If desired, answer the questions regarding the effects on other users, communities, or features, best
approach for fixing the problem, benefits to users, etc.

10. Once the “Feedback Box” is completed, click on the “Final Step” button to continue.
11. To return to the previous step, select the “Back to Step 1” button.
12. The “Cancel” button cancels the entered information and proceeds to the portal “Home Page.”
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Figure 1.1 - Feedback Box

Verify Feedback
1. The user’'s name, IP address, and inquiry are displayed for review (see Figure 1.2).
2. Verify the information before selecting the “Submit Feedback” button.

3. If changes are needed, select the “Back to Step 1” or “Back to Step 2” button and make the corrections or
type in the new information.

4. To finalize the feedback inquiry, click on the “Submit Feedback” button.
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Figure 1.2 - Submit Feedback

Once the feedback has been submitted, a confirmation screen is displayed (see Figure 1.3).

The inquiry has been submitted to the Support Center, and if a contact option was selected, a response will
be received within 24 business hours.

7. Click on the “Return to Main Page” to return to the portal “Home Page.”
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Figure 1.3 - Confirmation

172

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



CoMPLETE PORTAL USER GUIDE
Frequently Asked Questions (FAQS)

1. What is the purpose of the Suggestion Box under Admin Tools?

This tool allows you to provide feedback to The Support Center and Technical Team. You can provide
comments, suggestions, ask questions, and send complaints or other feedback about the portal.

2. Who can submit feedback?

Any user can submit feedback.
3. How long does it take for someone from Support Center to contact me?

If you have selected a contact option, the Support Center will contact you within 24 business hours.
4. Will I always be contacted by the Support Center?

Yes. The contact options are identified in the “Feedback Center” screen. You can be contacted via
email, phone, both or not at all. Refer to Section 2 - Submit Feedback.

5. How do | know my feedback was received?

You will receive a confirmation screen that your feedback was submitted to the Support Center.
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Section 15 — Survey Wizard

This tool allows users to easily create Questionnaires and send them out to other portal members. After the
Questionnaire is posted, users can respond and results are compiled in Microsoft Excel or CSV (comma
separated value) format. The Survey Wizard is located under Collaboration Tools (see Figure 1.0).
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Figure 1.0 — Survey Wizard Main

Create Questionnaire

As shown in Figure 1.0, the “Questionnaire” screen illustrates the ability to select an existing Questionnaire or
to create one. The main menu (“Home") is displayed with various links for editing, copying, selecting
participants, publishing, downloading results, etc.

© N o o

Click on the “Create” button (see Figure 1.0).
Type in the “Questionnaire Name” (see Figure 1.1).

Type in the “Objective” of the Questionnaire as well as an explanation for “How the Information Will Be
Used” within the text boxes provided.

Click on the appropriate check box for how the results will be used (shared with participants, research,
publication/presentation, release, or other).

Use the drop down arrow to select the Questionnaire start and end dates.
Click on the “Save New Questionnaire” button to save the Questionnaire and proceed to the “Main Menu.”
Click on the “Continue” button to save the Questionnaire and proceed to the manage user access page.

Click on the “Cancel” button to cancel the entered information and return to the “Questionnaire Wizard”
screen.
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Figure 1.1 — Create Questionnaire — Page 1

Manage User Access

1.

© N o o

9.

Once the Questionnaire name, purpose, dates, etc. have been created you may “Continue” to the page to
manage user access to the Questionnaire (see Figure 1.2). If you returned to the main page and want to
manage access, click on “Access” icon and you will be able to give users access to your Questionnaire
(see Figure 1.0).

Select the “Orgs,” “Users,” and/or “My Groups” check boxes.

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.

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.

Click on the “Search” button.
Highlight the user name(s) and click on the “>” button to grant users access.
Select the “<” button to move a user back to the “Available Users” list.

Notice the “User” radio box is pre-selected to allow users to view and take the Questionnaire. This is the
default access right for a new Questionnaire. Click on the “Admin” radio box before moving the available
user over to make the user an “Admin” over the Questionnaire.

Click on the “Done” button and return to the “Main Menu” screen.

10. Click on the “Continue” button to go to the page to manage questions.
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Figure 1.2 — Create New Questionnaire - Page 2
o Organizations, groups and users who share common compartments will be listed in the

“Available Users” field. Select multiple names in a row by holding the shift key and highlighting
the names, and then clicking on the “>” button. To select more than one user, organization or
group 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 “Assigned Users” field.

Add/Edit Questionnaire Questions
Add Questions

1. Type in the question in the “Text For Questions Or Notes” text box (see Figure 1.3).

2. Select the “Yes” radio box next to the question that states “Is user required to answer the question?” if the
user is required to answer the question before submitting their Questionnaire. If the question is not
required, click on the “No” radio box.

3. Click on the appropriate radio box for the question type (see TIP below). This determines how users will
answer the question (i.e., yes/no, check box options, scale 1-5, etc.).

Type in the answer selections in the numerical text boxes for check box and radio box questions only.

Click on the “Save Question” button to save the question entries. The “Question List” screen displays each
question saved.

6. Repeat the above steps until all the questions have been entered.
Select the “Cancel” button to cancel the additions or changes
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Figure 1.3 - Create New Questionnaire - Page 3

e The “Small Text Entry” and “Large Text Entry” questions are open-ended and allow the user to
respond by typing in their answer. “True-False” or “Yes-No” questions are closed-type
guestions. The user responds to these questions by selecting the appropriate radio box.
Questions that provide a choice are “Check Boxes” and “Radio Boxes.” The user selects the
answer based on the options provided. “Scale 1-5" or “Scale 1-10" are questions that provide a
rating (e.g., rate efficiency). To provide instructions or notes about the Questionnaire, select the
“Instructions/Notes” radio box.

As shown in Figure 1.4, each question is displayed by question type and possible answers. Questions that
the user is required to answer have a “(Required)” label next to the question number. To arrange the

t

questions in proper order, select the icon to move the question up, or click on the ¥ icon to move the
guestion down. Make sure instructions or notes are positioned in the correct order to make sense to the user.

Edit Questions

. 4 . .
1. Clickonthe ““ icon (see Figure 1.4).
Make the appropriate changes.
3. Click on the "Save Question” button. The “Question List” now shows the changes.

Click on the X icon to delete a question.
After entering the questions, click on the “Preview” button to view how the Questionnaire will display for
user

6. Click on the “Home” button to go back to main menu.
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Figure 1.4 - Question Display

Edit Questionnaire Name, Purpose, Date

2

Click on the “Edit” link from the “Home” screen or on click the icon (see Figure 1.0).
Modify the necessary fields (see Figure 15).

Click on the “"Save Changes” button.

AP wDnN PR

To add a question, select the “Add Questions” button or click on the “Cancel” button to cancel the changes.
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Figure 1.5 - Edit Questionnaire

Preview the Questionnaire

1. To actually view the Questionnaire that users will receive, click on the “Preview” button (see Figure 1.0).
2. Since the Questionnaire cannot be modified after publication, it is important to preview the Questionnaire to
verify question type, position, and spelling are correct (see Figure 1.6).
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3. Click on the “Publish” button to publish the Questionnaire (see Figure 1.6).
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Figure 1.6 - Preview Questionnaire

Publish Questionnaire

1. When the Questionnaire questions have been finalized and users are assigned access, publish the
Questionnaire by clicking on the “Publish” link from the “Preview” screen (see Figure 1.6) or click “Publish”
from the main menu.

2. Click on the “Publish Questionnaire” link to publish the Questionnaire (see Figure 1.7). By default, the
“Send external email to participants’ box is checked which will send an email notification to users, outside
of the portal, requesting their participation in the Questionnaire. If you do not want external notifications to
be sent, uncheck this box.

Ty AT o Access | Quenion | Preves C g Cwate

[Putier Constonnaen | [Ds0e ]

Figure 1.7 - Publish Questionnaire

3. Wait until the screen is displayed with the status “The questionnaire has been published” (see Figure 1.8).
Do not touch the screen while the system is processing the Questionnaire. The publication may take
several minutes depending on the size of the Questionnaire and the number of recipients.

4. Once Questionnaire has been published, click on the “Done” button to return to the main menu (see Figure
1.8).
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Figure 1.8 - Questionnaire Progress
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5. After the Questionnaire is published, the “Questionnaire” screen shows “Published” under the status

column (see Figure 1.9). At the top of the screen, “Questionnaires you can take” are listed. This screen

also offers the option to change, preview, copy, download responses, or close the Questionnaire.
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Figure 1.9 - Questionnaire Updated

6. Once published, Questionnaire participants will receive an external email notification if it was selected (see

Figure 1.7) and a secure message within the portal that they have been invited to participate in a
Questionnaire (see Figure 1.10).
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Figure 1.10 - Portal Secure Message Notification

Note: Once the Questionnaire is published, users cannot be added or deleted. If the user list requires
changes, the Questionnaire would have to be copied and then through the main menu screen, select the
“Access” link to re-add participants. For more instructions, proceed to

Copy Questionnaire.

Delete Questionnaire

1. If a Questionnaire is no longer needed or useful, it can be deleted from the “Main Menu” screen by clicking

on the o icon.

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

180



CoMPLETE PORTAL USER GUIDE
2. A confirmation screen is displayed (see Figure 1.11).
3. Continue with the deletion by clicking on the “Delete” button. To cancel, click on the “Cancel” button.

e A | A | Fredesw | Resuls | Browse | Cogy
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Figure 1.11 - Confirmation Screen

Copy Questionnaire

A published or unpublished Questionnaire can be copied for editing and republishing at a later date.

Click on the from the main menu screen.
Make the necessary modifications to the Questionnaire name, objective, usage, and date
Click on the “Save New Copy” button to save the new copy and return to the main menu (see Figure 1.12).

Click “Continue” to give users access, add questions and publish the Questionnaire.

a > wnh e

To cancel, click on the “Cancel” button.
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Figure 1.12 - Copy Questionnaire

Respond to Questionnaire

Once the Questionnaire is published, participants will receive a secure message and external email notification
describing the purpose of the Questionnaire.

LA
1. From the main menu, participants can respond to the Questionnaire by clicking on the & icon (see
Figure 1.13).
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Figure 1.13 - Respond to Questionnaire

2. Answer the questions on the Questionnaire. Questions marked with “(Required)” must be answered in
order to submit the Questionnaire. If required questions are not answered, an error message is displayed:
“Missing Required Question.”

Click the “Save” button to save and return later to submit the Questionnaire (see Figure 1.14).
After answering the questions, click on the “Submit” button at the bottorn of the screen.

If there were mistakes or a need to change the answers, click on the “Cancel” button to return to the main
menu.

6. Once the Questionnaire is completed and submitted, a message is displayed at the “Questionnaire” screen
that the Questionnaire was answered successfully. The Questionnaire is no longer displayed in the
“Questionnaires you can take” field.
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Figure 1.14 — Questionnaire

Exporting Responses

After the Questionnaire has been published, responses can be downloaded in Microsoft Excel (XSL) format or
Comma Separate Value (CSV) file format.

1. Click on the appropriate = or Ficon in the “Export” column to view the responses to the Questionnaire
(see Figure 1.15).
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2. Atthe prompt, select the open or save option. To save the file, find the location and double-click on the file
name to open it. In Microsoft Excel, the questions are listed at the top followed by the responses in
successive rows. Resize the rows to easily read the information.
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Figure 1.15 - Download Answers

View the Results

Once a Questionnaire has been published, responses can also be viewed in graphs or can be browsed
through individually.

1. Click onthe * icon in the “Results” column to view the responses to the Questionnaire in a graph format
(see Figure 1.16).

agwen | M| Mecgeets | Fwsss | Beete | Coly

Figure 1.16 — View Results - Graph

2. Click on the & icon in the “Results” column to browse through the responses to the Questionnaire
individually (see Figure 1.17).
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Figure 1.17 — Browse Results

Close the Questionnaire

A Questionnaire can be closed at any time after publication and before the designated end date. Closing the
Questionnaire prevents any more participants from responding.

1. Click on the i) icon under the “Close” Column

2. Once the Questionnaire is closed, the survey may only be previewed, answers exported, copied or deleted.

3. A confirmation message that the Questionnaire was closed will appear once clicking the i) icon (see
Figure 1.18).
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Figure 1.18 — Close Questionnaire
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Frequently Asked Questions (FAQS)

1. How do | know when I'm asked to participate in a Questionnaire?

You will receive internal and external email notifications.
2. How do | participate in a Questionnaire?

From the portal, select the “Survey Wizard” link under “Workstation” tab. Questionnaires for which you
are asked to participate appear at the top of the page.

3. How do | create a Questionnaire?

At the “Questionnaire” main menu, there is an option to create a questionnaire or select a
Questionnaire. Click on the “Create” link and follow the instructions in Create Questionnaire section of
the User Guide.

4. Once | created the Questionnaire, how do | assign participants?

The Questionnaire administrator can create a group of users to receive the Questionnaire. From the
main menu, click the “Access” link. For detailed steps, refer to Manage User Access section of the
User Guide.

5. How do | add questions and edit the Questionnaire if needed?

There are two ways of adding questions. From the main menu, select the “Questions” link. Refer to

the Add/Edit Questions section of the User Guide. To edit the Questionnaire, click on the 4 icon
under the “Edit Column or click “Edit” link. Refer to Edit Questionnaire name, Purpose, Date section of
the User Guide for detailed instructions.

6. What do | need to select to publish a Questionnaire?

At the main menu, select the % icon under the “Publish” column or click the “Publish” link and then
click on the “Publish Questionnaire” link. For detail instructions, refer to Publish Questionnaire section
of the User Guide.

7. How do | edit the end date to provide more time for Questionnaire responses?

. 4 . . .
At the main menu, select the = icon, specify the new end date and click on the “Save Changes”
button. Refer to the Edit Questionnaire section of the User Guide.

8. How do | download the responses?

Once the Questionnaire is published, click on the appropriate = icon under the “Export” Column. Refer
to the Exporting Responses section of the User Guide.

9. Can | view the results without downloading the responses?

Yes, once published the administrator/s over the Questionnaire may click on the “ icon or o icon
under the “Results” column to view the responses in graphs or to browse through the results
individually. Refer to the View the Results section of the User Guide.

10. Is there a way to view who has or has not responded to my Questionnaire?

Yes, once published the administrator/s over the Questionnaire may click on the € icon under the
“Access” column to view all non-responders.
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11. I need to close the Questionnaire, what steps do | take?

From the main menu, click the i icon under the “Close” column. Once the Questionnaire is closed,
no more responses can be included. Refer to the Close the Questionnaire section of the User Guide.
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Section 16 — TaskTrac

TaskTrac is the core tool that allows users to create and manage tasks, view and search for specific tasks, and
generate various reports. The originator of the task assigns access rights for each user or organization.
Within this tool, there are four user access rights:

¢ Admin - automatically assigned to the task originator for managing access and tasks, creating tasks and
subtasks, adding comments, editing and deleting tasks

e Lead - user assigned as a Project Lead to the task. The “Lead” can perform the same functions as the
“Admin” including managing user access.

e Resource - user right is assigned to those users who are resources for the task (e.g., System Operations,
Marketing). Users assigned as resources can perform the same functions as Admin and Lead; however,
they can only view user access.

e View - access right allows assigned users to only view the task and add comments.

Users with Admin, Lead, or Resource rights have the ability to perform task management functions. Task
management includes adding task details, editing and deleting tasks, adding subtasks, and copying and
moving tasks. Any user can add comments and view and search for tasks. To manage a task, refer to the
Task Details section of this user guide.

TaskTrac Main

To access this tool, select the “TaskTrac” link from the Home Page, under the Collaboration Tools menu or
from the navigation bar.

As shown in Figure 1.0, the main TaskTrac screen illustrates the ability to generate and view tasks and reports.
The tasks that a user has been granted access to are listed on the left side of the screen under “Tasks.” This
left side can be collapsed if JavaScript has been enabled on your browser by clicking on the dark area on
separator line. On the right side of the screen under “My Assignments,” overdue and current tasks are listed
by name, division, status, priority, percentage of completion, and due date. To view a task, click on the task
name or do an advanced search. If no tasks are shown, create a new task by completing the steps in Section
3 of this user guide.

Tanhs

My Assigaments
Cnwrhas Tava
@ C : T T T T
- & C m-(;:r:n. 1A D Tasa Deraecn Subn Prxcme fome oA
oo - L
1 e Eacta Foce Ored) ~a L 1 ] 8319
Lt
:: wu;:m:“ Curont Tk
A ESIIA0) Wy sew peopa IsAg Iasa Cereon Suta Proey Loy D n
L2 guosan 25041 seoons 2 GIMOD 252402 aubtask 0202390 ~ e ~a °
, oh ":"""’"’“"‘“ ) cuNn s w = 1
~3 G0N Parert Tank
4 pis -] ~a ey aa ?
3 4MM) TFeoe
") CE3907) s ks ey s

A @I by reguesd .
L) e2002) 262402 sentan e :
W )8 sastied 4 ———
A GEIN60) K Rice e
L o4 Gesrim 296118 setass
L<j coarim 299910 nentass
Lvg cmarao 74120 subesse
b IR Trawwng 1150

Figure 1.0 - TaskTrac Main
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Tasks
Task ID Search

To search by the task ID, enter in the task ID number in the field and click on the “Go To Task ID” button (see
Figure 1.0). The task details for that particular task will display on the right side of the screen.

Adv. Search

To perform an advanced search for specific tasks:

Click on the “(adv search)” link next to the “Go to task id” button (see Figure 1.0).
The “Report Parameters” screen is displayed (see Figure 1.1).

Enter the task name in the “Name Search” field.

W N R

Use the scroll bar to select a resource in the “Assigned” field, a user access right in the “Access” field, a
priority, task status, division, and funding source in the appropriate fields.

Use the drop down arrows to select due date range to facilitate the search.

Click on the “Submit Report” button once the information is selected.

Note: Not all fields are required.

After selecting the “Submit Report” button, a “Custom Task Report” screen displays the tasks by name,
division, status, priority, percentage of completion, and the due date.
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Figure 1.1 — Search Report Parameters

New Task

Any user can create new tasks and assign access to organizations or users within their compartment. Only
Portal System Administrators can assign users outside compartments. To create a task, click on the “New” link
(see Figure 1.0).

Manage Access
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In the manage access area/tab (see Figure 1.1), assign access to organizations, users, and/or channels (my
groups excluded) for the task by performing the following steps:

10.

11.
12.
13.

Type in the name of the task in the “Name of Task” field (see Figure 1.2).

Select the “Admin” radio box to act as the Administrator for the task, or click on the “Lead” radio box for the
Project Lead role.

Select the “Orgs,” “Users,” and/or “Channels” check boxes.

Click on the “Refresh List” 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.

Type in the name of a user, group, or channel 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.

Click on the “Search” button.

Highlight the names from the “Available Users” field, click on a user right (i.e., Admin, Lead, Resource, or
View), and select the “Add” button 1 to move the users under the “Assigned Users” field.

Click on the “Remove” button —< to remove a user back to the “Available Users’” field.
Notify users via email by selecting the “notify users?” checkbox.

Check off “include subs?” if you would like the individuals granted access to automatically have access to
any sub tasks that are created.

Click on the “Finished” button to update the task.

Select the “Update” button to update the task and remain on the same screen.

Select the “Cancel” button to cancel the task.
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Figure 1.2 - Manage Access

e Organizations and users who share common compartments will be listed in the “Available Users”
field. To select multiple names in a row, hold the shift key and highlight the names, select the
appropriate access 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 “Assigned Users” field.

Change User Rights

1. On the “Manage Access” screen, select the right (see Figure 1.3).
2. Highlight the user’s name in the “Assigned Users” field.

3. Click on the “Change Rights” button.
4

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

Click on the “Finished” button to update the task.

Select the “Update” button to update the task and remain on the same screen.

Select the “Delete” button to delete the task. A confirmation screen is displayed. Continue by clicking on
the “Delete” button to permanently delete the task.
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Figure 1.3 — Change Access

Task Detalls

The task details area will allow you to enter the specific information on the task. This area will allow you to
view a Gantt view of the task, edit the task information itself, add new subtasks, add comments, copy and/or
move the task and delete the task.
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Gantt View

This tool is used to view the task in a schedule format.

1.
2.

Click on the “Gantt View” button from the task details screen.

The task name is displayed with a color legend illustrating a timeframe for the task based on completed
and active, scheduled and deadline dates (see Figure 1.4).

To view the task in weeks or months, click on the “Display in Weeks” or “Display in Months” link.

To advance a week or month, click on the appropriate link to the right. To move back, click on the link to
the left. The screen is automatically updated with scheduled dates.

Click the “Back to Task Details” link at the top right to return to the “Task Details” screen.

] Under “View Options” on the left side of any task screen, the user can select options
simultaneously. For example, the user clicks on the “Resource” radio box, uses the drop down
arrow to select the status “Completed,” and clicks on the “Refresh” button. The “Task List” now

displays tasks that are completed when the user has been assigned as a resource.

Figure 1.4 - Gantt View

Edit Task

Once users are assigned access and the “Finished” button is selected, the task details screen is displayed
(see Figure 1.5).

© N o 0 s~ w

Use the drop down arrow for the “Status” field to select the appropriate activity level of the task. Options
are: Active, Started-On Hold, Inactive, Completed, Canceled, OBE (Overcome by Events).

Use the appropriate drop down arrows to select a priority number, actual start, end, and deadline dates,
and percentage of task completion.

Enter an estimate of the number of days for task completion in the “Est. Days” field.

Type an explanation for the task in the “Reason” field.

Type a description of the task in the “Description” field.

Use the drop down arrows to select a “Division” and a “Funding” source in the appropriate fields.
Enter the Helpdesk Ticket number, if assigned, in the “Helpdesk Ticket” field.

Attach any relevant files to the task by clicking on the “Browse” button, highlighting the filename, and
clicking on the “Attach” button.
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9. Select the checkbox at the bottom of the screen to notify Resources and Administrators of any changes.

10. Click on the “Finished” button to update the task and return to the “Task Detail” Screen.

11. Select the “Update” button if other tasks require changes.

12. Click on the “Cancel” button to cancel the edits and return to the “Task Detail” screen.
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Figure 1.5 - Task Edit Screen

Update Task Details

At the “Task Detail” screen, there are various functions that can be performed for managing the task (see
Figure 1.6). To edit the task information:

1.

o g bk DN

Click on the “Edit” button and the “Task Edit” screen is displayed.

Make the required changes in the appropriate fields.

Click on the “Finished” button.

Once changes are made, the word, “updated,” is displayed in red text next to the task name.
To cancel the edits, select the “Cancel” button.

To send an email to the task originator, click on the name in the “Created By” field.
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Figure 1.6 - Task Detail Screen

] To manage or view user access to the task, click on the access link at the top right corner of the
“Task Detail” screen. Users with Admin or Lead access right can manage access by clicking on
the “Manage Access” link. The “Manage Access” screen is displayed for editing. Users with
Resource or View rights can view user access by clicking on the “View Access” link.

New Subtask

A user can create subtasks under a parent task or a subtask (see Figure 1.7).

Click on the “New Subtask” button from the “Task Detail” screen.
The “Manage Access” screen is displayed to select users and access rights (see

Manage Access).

P w NP

Once the user access is completed, the “Task Edit” screen is displayed for adding and editing task
information (see Edit Task for specific instructions).

Figure 1.8 illustrates an example of subtasks. The left side of the “Task Detail” screen is updated with the

subtask listed under the parent task. The parent task icon % shows a “+” symbol is used to expand the
subtasks. Click on the icon to view the list of subtasks as shown in Figure 1.7. A “-” symbol within the icon

“ is used to compress the listing of subtasks. The number next to each task refers to the number of subtasks
under the parent task. The subtasks are also listed on the right side of the screen under the “Subtasks” field.
To view the details of a subtask, click on the subtask name and the “Task Details” screen for that task is
displayed.
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Figure 1.7 - New Subtask
Comments

Any user can add comments.

Click on the “Comments” button of the “Task Detail” screen.

2. The “Task Comment” screen displays the Task Name, Status, Task ID, Priority, and Ticket number (if
applicable) (see Figure 1.8).

Enter the comments into the “Comment” field.
Click on the “Add Comment” button.

If more than one comment is required, type in the comment and continue to select the “Add Comment”
button.

6. Each comment is listed under the “Posted Comment” field.

Click on the “Finished” button after all comments are entered. The “Task Details” screen shows a number
within the “Comments” button, for example .

Click on the “Comments” button to view the comments.
Select the “Cancel” button to return to the “Task Details” screen.
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Figure 1.8 - Task Comments
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Copy/Move Task

1. Highlight the new task name within the “Pick a New Parent” field (see Figure 1.9).

Click on the “Copy” or “Move” button.

To include any subtasks, select the “Include Subtasks” checkbox at the bottom of the screen.

Once a task has been copied or moved to another parent task, the “Task Detail” screen is displayed.

a > w DN

On the left side of the screen, click on the task icon to expand the task list, and then click on it again to
shrink the list.

6. The right side of the “Task Detail” screen reflects the copy or move changes under the “Subtasks” field.
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Figure 1.9 - Task Copy/Move

Delete Task

Once a task is deleted, it cannot be retrieved. To delete the task:
1. Click on the “Delete” button (see Figure 1.6).

A screen is displayed to confirm the action (see Figure 1.10).

To delete, click on the “Delete” button.
To cancel and return to the “Task Details” screen, select the “Cancel” button.
Once the task is deleted, the “Task List” on the left side of the main screen no longer displays the task.
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Figure 1.10 - Delete Confirmation
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View Options

Any user can view and search for a task. To update the Task List with view options or to view a particular task:

Rights Search (Radio Buttons)

This tool is used to view tasks where you have specific rights (see Figure 1.11). Select the radio button that
shows the appropriate right. Then click the “Refresh” button. Options are: All, Admin and Resource.
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Figure 1.11 — Search Rights

Status Search (Dropdown)

This tool is used to only view tasks with that specific status (see Figure 1.12). Select the status in the drop
down list box. Then click the “Refresh” button. Options are: Active, Started-On Hold, Inactive, Completed,
Canceled, OBE (Overcome by Events).
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Figure 1.12 - Search Statuses

Admin

“Admin” link on the left side of any task screen to generate several reports based on certain search criteria
(see Figure 1.13).
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Crmsecn
LT

Figure 1.13 — TaskTrac Reports
Dashboard Reports
Resource Allocation

The Resource Allocation report shows each of the resources/individuals and the tasks assigned to those
individuals.

Click on the “Admin” link.
Click on the “Resource Allocation” link under “Dashboard Reports” (see Figure 1.13).

The Resource Allocation report will show the name of each individual, tasks assigned to each individual,
task id, assigned rights, and the task progress (see Figure 1.14).
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Figure 1.14 — Resource Allocation
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Task Allocation

The Task Allocation report shows each of the tasks and the resources/individuals assigned to that task.

Click on the “Admin” link.
Click on the “Task Allocation” link under “Dashboard Reports” (see Figure 1.13).

The Task Allocation report will show the name of each task, task id, each individual assigned to the task,
assigned rights, and the task progress (see Figure 1.15).
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Figure 1.15 — Task Allocation

Task Reports

Audit History Reports

The Audit History report provides a history of a particular task.

P w N PRE

Click on the “Admin” link.
Click on the “Audit History Report” link under “Task Reports” (see Figure 1.13).
Click on the task name to view the audit history report (see Figure 1.16).

An audit report includes the priority, status, estimated days and percentage of completion, funding source
and division, deadline date, task description and reason, start and end dates, and editing information (see
Figure 1.17).
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Figure 1.16 — Task Reports
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Figure 1.17 - Audit History Report
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Resource Reports

My Assignments

The My Assignments report will list any current tasks assigned to you.

1.
2.
3.

Click on the “Admin” link.
Click on the “My Assignments” link under “Resource Reports” (see Figure 1.13).

The report will show the current tasks assigned by name, division, status, priority, percentage of
completion, and due date (see Figure 1.18).

Click on the “Task” name to advance to the “Task Details” screen (see Figure 1.6).

Figure 1.18 — My Assignments

Administer Tasks

The Administer Tasks tool allows you to view tasks in which you have administrative rights.

Click on the “Admin” link.
Click on the “Administer Tasks” link under “Resource Reports” (see Figure 1.13).

The report will show the task id, task name, division, status, priority, percentage of completion, and due
date (see Figure 1.19).

Click on the “Task” name to advance to the “Task Details” screen (see Figure 1.6).

Figure 1.19 — Administer Tasks

Custom Report
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The Custom Report tool allows you to do an advanced search for a specific task.

Click on the “Admin” link.
Click on the “Custom Report” link under “Resource Reports” (see Figure 1.13).

Fill in appropriate parameters (i.e. Name, Assigned, Access, Priority, Status, Division, Funding or Due
Date) (see Figure 1.20).

Click “Submit Report” button.

The report will show the task id, task name, division, status, priority, percentage of completion, and due
date.

6. Click on the “Task” name to advance to the “Task Details” screen (see Figure 1.6).
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Figure 1.20 — Custom Report
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Frequently Asked Questions (FAQS)

1. How do | create a task?

Regardless of access rights, any user can create a task. Click on “Create a New Task” link on the left
side of the main screen and refer to Create a New Task for instructions.

2. How do | change users access rights after | have selected users for access?

Select a user access right, highlight the user’'s name in the “Assigned Users” field and click on the
“Change Rights” button. Refer to Manage Access section for detailed instructions.

3. How do | delete a user from having access to the task?

Within the “Manage Access” screen, highlight the user’s name in the “Assigned Users” field, click on the
back directional arrow (<), and the user is placed under the “Available Users” field.

4. What functions can | perform if | am granted view access right to a task?

You can view and search for tasks, add comments, and view reports. Refer to Change User Rights
section for additional information.

5. Once | have created the task and assigned users, do | need to complete all the fields for the “Task Edit”
screen?

No. The fields are for informational purposes to provide details associated with the task. To complete
any of the fields, refer to Add Task Details for instructions.

6. | wantto make changes to a task that | created. What do | do?

From the “Task Detail” screen, click on the “Edit” button and make the appropriate changes. For
additional information, consult

Update Task Details.
7. If I delete a task is it permanent? Are subtasks also deleted?

Yes. Once you delete a task it cannot be retrieved. All subtasks associated with the parent task are
also permanently deleted.

8. | have created a main task or parent and now | want to add a subtask, what do | do?

Refer to Create Subtask section of this chapter.

9. 1 have created a new subtask under the wrong parent. What can | do to place it under the correct parent
task?

You can copy or move the subtask under the correct parent by clicking on the “Copy/Move” button. For
detailed instructions, please refer to Copy/Move .

10. How do | view comments associated with a particular task?

Click on the task name and select the “Comments” button. If comments have been added, the
“Comments” button will display a number to reflect the number of comments made to the task. Refer to
Comments for additional information.

11. What is the purpose for the “Admin,” “Resource” or “All” radio box at the main TaskTrac screen?

It provides options for viewing the various tasks within your “Task List”. If you select the “Resource”
radio box, your “Task List” is updated to include only the tasks you are assigned to as a resource.
Refer to View and Search section of this chapter for other ways to view tasks.
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12. What is the “Gantt View” button?

The “Gantt View” button provides another way of viewing the task. It includes a schedule type format
with color legend displaying tasks that are completed and active, scheduled, and deadline dates.
Please refer to Gantt View for additional information.

13. | need to search for a task and | cannot remember the Task ID. How can | perform a search?

Click on the “(adv search)” link next to “View Options.” The “Report Parameters” screen is displayed.
Complete screen with your search criteria and click on the “Submit Report” button. Refer to Adv.
Search for additional information.

14. What kind of reports can be generated for my tasks?

Dashboard, task and resource reports can be generated for your tasks. For additional details and
instructions, refer to Dashboard Reports.
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Section 17 —To Do List

This tool was created as a way for users to maintain a list of To Do Items and completion dates (see Figure
1.0).

In this tool users will have access automatically to a list of “System Items” that need to be completed (i.e.
password expiration notice, profile updates needed, etc.). Users are also able to create one or more To Do
Lists for themselves or anyone within their access control list. The user who created the list becomes the List
Admin. The List Admin has the ability to assign Admin, Participant or View Only rights to users.

To access this tool, click on the “To Do List” link from the Home page, under the Collaboration Tools menu or
from the navigation bar.
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Figure 1.0 — To Do List Main

System Items

System items are automated notices from the portal (see Figure 1.1). These items cannot be commented on
or edited.

A system item will show up if one of the following requirements needs to be met:

Profile Changes Required.
Password reset.

Library Folder Approvals.
More to be added in the future.

] Once the criteria is met, the system item will disappear from the list display.
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Figure 1.1 — System Items
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View System ltems
15. Select the checkbox for “System ltems.”

16. Select the “Show Items” button.

17. Item/s will appear in right hand frame of screen.

Personal To Do Lists

Personal To Do Lists are individual lists that users create to keep track of various items that need to be
completed. To view a personal to do list you must have created the list or have been given access to a list.
Once the list is created then it will appear in the left hand frame of the screen under the column “My To Do
Lists” (see Figure 1.0).

Create New List

Any user can create their own personal list and will automatically become the List Admin. Users have the
ability to create multiple lists (see Figure 1.2).

1. Click on the “New” button.

2. Type in the name of the List.

3. Click on the “Submit” button.

4, To cancel, click on the “Cancel” button.
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Figure 1.2 — New List

Manage List Access

A user may manage access to a list if they created the list or were given admin access (see Figure 1.3). The
following rights can be designated by the List Admin:

e Admin — this role can:
o Create, edit, and delete TDL (To Do List) and LI (List Items).
Archive LI.
Set LI priority.
Grant other users Admin right over TDL.
Grant users Admin rights over LI.

O 00O
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Assign other users, organizations, or communities Participant or View Only rights to a TDL or LI.
View all assigned items and their status
Check/uncheck items as completed (marks for all users with rights to the LI).
0 View/Add notes.
e Participant - this role can:
o View lists, list items, and status
0 Check/uncheck items as completed (marks for all users with rights to the LlI).
0 View/Add notes.
e View Only - this role can:
o View lists, list items, and status.
0 View notes.
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Figure 1.3 — Manage To Do List Access

Granting Access

Selectthe ® icon next to the To Do List's name.
Select the “Orgs,” “Users,” “My Groups,” and/or “Channels” check boxes.

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.

Click on the “Search” button.
Highlight the name of the user to be given access.

Select the radio box with the correct access right.

N oo g &

Select the “Notify Users?” checkbox if you want to send an external notification to the user regarding the
list.

. > . .
8. Click on the button to grant access and move users to “Assigned Users” field.

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

10. To show users access rights, select the checkbox next to the particular right and then click the “Refresh”
button. Matches will appear in “Available Users” list.

11. Click on the “Return” button to save any modifications and return to the main screen.
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Delete Personal To Do Lists

1. Check off the To Do List where the items are housed (see Figure 1.4).
2. Select the “Delete” button.
3. Choose list name in dropdown list box.
4. Click the “Submit” button to proceed with the deletion.
5. Select the “Submit” button a second time to confirm the deletion.
6. Click the “Cancel” button to end the deletion process and return to the main screen.

e St

'tt;:::“ s Lnthame 1O Oety Admen v

e TOU Ao et (Coama]

P vk

mw | o ceum
Figure 1.4 — Delete List

List ltems

List Items are individual items within your To Do List that need to be completed (see Figure 1.5).

View List Items
1. Check off the To Do List where the items are housed.
2. Select the “Show ltems” button.

3. Item/s will appear in right hand frame of screen.

Add List Items

1. Select the priority level (high (default), medium or low).
Fill in the name of the List Item.

Select where the items should go in the To Do List dropdown.

Fill in the due date of the item (mm/dd/yyyy format) or select the [ icon to choose the date from calendar.

a > w DN

Click the “Add” button to create the new item.
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Figure 1.5 — Add List Item

Manage List Items

w N R

N oo g &

11.

-

Select the * icon under the Action column for the List Item (see Figure 1.6).
Select the “Orgs,” “Users,” “My Groups,” and/or “Channels” check boxes.

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.

Click on the “Search” button.
Highlight the name of the user to be given access.
Select the radio box with the correct access right.

Select the “Notify Users?” checkbox if you want to send an external naotification to the user regarding the
list.

. > . .
Click on the button to grant access and move users to “Assigned Users” field.

<
Select the button to move a user back to the “Available Users” list.

. To show users access rights, select the checkbox next to the particular right and then click the “Refresh”

button. Matches will appear in “Available Users” list.
Click on the “Return” button to save any modifications and return to the main screen.

S o e e o
O syvtem e CRF o0 AT 0 6P P SeBlatil GTen) O MRS Bers B3 Taen O 0N 3 Srecion Bulon (ASS ¢ o+ Remave |k Mo nam 1o Be o bal
D Touowyiens >
O Tou ooy Pan @ 500, 508 (Melp D) - Roce Ko (Charviad ComAdmen]
O 1o0 Oy view et paet (Halp Desi) .
= Fpetea wgectea (Veip Desi) O
L wesn e Bed, Bd (Hedp Deak)
2 ) - 2
8 n " trasl Brani Melp Desk) ] Metty Unars
e Crarrml Com (Onpamg o,
| Showbess ||  Achvediess | o o Craeral Sub Com 1 (Organaton) ©) A
b~ Crarnel Sub Com 2 (rgana ston) O Vo Cot
uw] i oouee | & Usen thin chde (Heip Desk) >~
- ]y Grovps Cont e (Felp Desk) - ) Pamcpant
o B Lheim w10s Wl Pasd NPl
Rebeth Lt ) A ) view Oriy
Chanvge Rugren [ pamcgane
Tewn [ Search Hatarn
-

Figure 1.6 — Manage List Item Access
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Edit List Iltems

1. Selectthe 4 icon (see Figure 1.7).
2. Make appropriate changes to the item (item name, to do list, priority or due date).
3. Fillin alink to an external or internal site that is related to your item (if external begin with http://).
4. Select checkbox if item is complete or needs to be archived.
5. Click on the “Submit” button to proceed with the changes.
6. Click on the “Notes” button to add important notes for the item.
7. Click on the “Back” button to cancel and return to the main screen.
[ o ] |
0 Bl e ‘l:.w tint Ite
e oo ; I -
ey 000 o e s ey )
oo E— oo - .
e N o [
B 10 dedwen S T T 7 2000 1 00 2P
((Soeiems J{ Acwednens | SRR O
'uwl w deuam | m!"
—_— [(Somt ] [Nowsm | [Back])
Figure 1.7 — Edit List Item
Notes

This area allows users to view and/or add notes on a specific list item. Only users with specific rights will be
able to add notes (see Figure 1.8).

View Notes

To view notes, click the 2 icon and the notes will appear in order from oldest (top) to newest (bottom).
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O syvtemmms n-
O 1o Oy At M
n - TR Admen
TOU Gty Prat LA =TT
Or e
= TOL Gy T
0 vesn |
| Sowbems || Achwedbess |
mw | pOLETE
— Y
=]
1 motes:
[ ) At b - !
Powa ticte

Figure 1.8 - Notes
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Add Notes

Select the 2 icon.

Fill in the comments in the “Add Notes” space provided.

Click on the “Submit” button to add the note.

Click on the “Back” button to cancel and return to the main screen.

a M wnh e

Once submitted, the note can be viewed immediately.

] Notes may not be deleted once they have been submitted.

Select List Items

Selecting List Items gives users ability to mark or check off a group of items instantaneously. The links are
located above and below the List Iltems (see Figure 1.9). These are the four options:

All — checks off all items.

None — removes check marks from all items.

Complete - checks off only items that have been completed.
Incomplete — checks off only items that are incomplete.

O system bems E] Mot Complte | Mok icosgiae | Adws | Recerais) 1 - 1601
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O vesant O e o Lt Beem ade 104 Pu 24 Dec
TS ) o - ey .
| Stowmems ||  Axheved Bems
3 Mw| o tulrll' Selet A tione Compiete incomgiel ‘ Mecoras) 1 . 1081
4 - |

i 2 e
- ot Comgime | ok booegies | Ao | _xdmed

Figure 1.9 — Select List Iltems

Delete List Iltems
1. Select the checkbox next to the item to be deleted (see Figure 1.10).
2. Click the “Delete” button.

3. The item will be deleted immediately.

209

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



COMPLETE PORTAL USER GUIDE

O system nems E} Mo Comphan | Mok boongies | Atee | Bocorais) 11001
;t‘mw 2 Dol 8 tiace Comgiee besmsieh
S e : L__m
L] TOU Oy view I
B aaka [ deses o Lt e ade 104 PU 24Dec
CNCTN | o - 1o e ¥ o3
| Stowbems ||  Axheved Bems

L L I uunl' !l‘lm&mﬂm:lcnﬂ : . m“uf.;‘::

Figure 1.10 — Delete List Items
D There is no confirmation of deletion before it is deleted and once an item is deleted it cannot be
retrieved.
Archive

Archiving items is a way to store the items of interest and to retrieve them easily in the future.

Archiving ltems
1. Select the checkbox next to the list item priority (see Figure 1.11).
2. Click the “Archive” button.

3. If more than one message is to be marked as archived, select the appropriate checkboxes and click on the
“Archive” button.

4. Confirmation that “your changes have been saved” will appear on the screen.
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[ 7oL Coiy Agmin F- 1 Selet 4 liocy Comciety incompiey
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O Tou ooty vew
O vesnsu
B 100 Adeen
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Figure 1.11 — Archive List Item

Viewing Archived Items

1. To view archived items, click on the “Archived Items” button on the left hand frame under To Do Lists (see
Figure 1.12).
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Figure 1.12 — View Archived List Item

Delete Archived Items

1. Select the checkbox next to the item to be deleted (see Figure 1.13).
2. Click the “Delete” button.

3. The item will be deleted immediately.
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Figure 1.13 — Delete Archived ltems

Activate Archived Items
1. Select the checkbox next to the item to be re-activated (see Figure 1.14).
2. Click the “Activate” button.

3. The item will be reactivated immediately.
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Figure 1.14 — Activate Archived ltems

Mark Complete/Incomplete

The mark complete/incomplete buttons allow you to tag an item as complete or remove the tag from a
completed item. Once an Item is marked as complete, all users with access to that item will see that it is
211

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



COMPLETE PORTAL USER GUIDE

complete because it will contain a green check mark and will display the date/time of completion. Once an
item is marked as incomplete the green check mark and date/time will be removed (see Figure 1.15).

1. Select the checkbox next to the list item priority.
2. Click the “Mark Complete” or “Mark Incomplete” button.

3. If more than one message is to be marked as complete/incomplete, select the appropriate checkboxes and
click on the “Mark Complete” or “Mark Incomplete” button.

4. Confirmation that “you changes have been saved” will appear on the screen.
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Figure 1.15 — Mark as Complete/Incomplete

Print

This feature is used to print a detailed view of the list items from one or more To Do Lists. Located in the lower
right hand side of the screen, once selected, this list will show up in a new window (see Figure 1.16).

To Do Dec 7, 2010

Priority To Do Complete Create Date Due Date
« R L1 Oty Admin [TOL Ondy Adrrun] 17 509 17 Sep 28 %ep
[0 Mecum LI Oy Agman [TOL Ondy Adrren] 035ep 05«

] LI Onidy [ oy Parf 20 Sep Sep
] Low Ondy Pant [TOL Ondy Parg 29 7s

Close Window

Figure 1.16 — Print List ltem/s
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Frequently Asked Questions (FAQS)

1. What are System Items?

Items the user needs to complete within the portal. Those items include: required profile changes,
password expiration and approvals of library documents (refer to Section 2 — System Items).

2. How do | delete a System Item?

A system item cannot be deleted by the user. Although the system item will disappear once the criteria
is met on the portal.

3. How do | create a To Do List?

Any user that has access to the portal can create a To Do List. Click on the “New” link on the left hand
frame, type in a name for the list and select the “Submit” button (refer to Create New List).

4. Once | create a To Do List, how do | select users to have access?

Once you create a To Do List, you become the administrator and can assign users access rights (i.e.,
admin, participant view only). Please refer to Manage List Access for detailed steps.

5. How do | delete a To Do List?

Please refer to Delete Personal To Do Lists section. Once a To Do List is deleted, it cannot be
retrieved.

6. How do | create a List ltem?

You can create a list item if you are an administrator. Please refer to Add List Items section to get
detailed instructions on creating a List Item.

7. Once | create a List Item, how do | select users to have access?

Once you create a List Item, you become the administrator and can assign users access rights (i.e.,
admin, participant view only). Please refer to Manage List Items for detailed steps.

8. How do | delete a List Item?

Please refer to Delete List Items section. Once a List Item is deleted, it cannot be retrieved.

9. Isthere a way to edit a List Item once it is created?

Yes, click the (2 icon to edit a List Item. Please refer to the Edit List Items section for more
information.

10. Who can view my notes?
Everyone that has access to your To Do List can view your notes.
11. How do | add a note to a List Item?

Click the 2 icon to add a note to a List Item. Please refer to the Add Notes section for detailed
instructions.
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Section 18 — Webport

WebPorts are secure virtual environments for sharing information such as company developments, products
and services, sales events, etc. Since a WebPort is a website internal to the portal, it is controlled by a
WebPort administrator who assigns users access rights (i.e., view or admin) to the WebPort. Users granted
admin rights will be identified as administrators. The terms owner and originator are used interchangeably
throughout this section.

To access this tool, click on the “WebPort” link from the Home page, under the Collaboration Tools menu or
from the navigation bar.

Webport Space

As shown in Figure 1.0, the “WebPort Space” screen illustrates the ability to generate and view WebPorts,
send the owner an email, and manage or view WebPort access. Under the “WebPort Name” heading, some
WebPorts are shown as links, which means content has been uploaded. When content is uploaded to the
WebPort, the link is established for users to click on and view the content.

Crasie 3 WetPort baip
e W
Vet or! e A v Date Last Lipdated A v O Access TRt Counter L oo
st el 8. 20% 2oal1tlotamliid 3 Ha
Ioaoma 114.00 Oct5, 209 Karta Roce o 5 s

Figure 1.0 - WebPort Space

Create a WebPort

1. Click on the “Create a WebPort” link at the top right of the screen (see Figure 1.0). By creating a WebPort,
the originator is automatically assigned as the owner.

Type in the name of the WebPort (limited to 64 characters).
Click on the “Create” button.

To cancel, click on the “Back” button.

a M wDN

The name of the WebPort is now displayed under the “WebPort Name” heading of the user’s “WebPort
Space” screen.

PP o oy

Figure 1.1 - Create WebPort

g If the user fails to enter a name and selects the “Create” button, an error message is displayed
that states a name must be entered. No special characters are allowed.

Manage Access
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At the “Manage Access” screen, administrators can grant webport access to organizations, groups, users
and/or channels. There are two different rights that can be assigned to users on the portal: View Only or
Admin. The default is View Only, which allows selected organizations, groups, channels, or individual users to
view all content with the designated WebPort. The originator of the WebPort is automatically given admin
rights. Admin access allows users to view/modify all content, upload files, add/change the TOC,
add/change/remove any webpage links, delete the webport, modify name of webport and manage access. An
administrator may also remove other individuals with admin rights.

1. Select the “Manage Access” button.

2. Type in general description, details, and/or comments up to 254 characters in the “General Information”
field.

Select the “Orgs,” “Users,” “My Groups,” and/or “Channels” check boxes.

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.

5. 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.

6. Click on the “Search” button.

7. Assign user rights by clicking on the “WebPort Admin Access” or “WebPort View Only Access” radio boxes.
8. Click on the 2! button to grant access and move users to “Users Allowed to See WebPort” field.

9. Select the = button to move a user back to the “Available Users” list.

10. Click on the “Update WebPort” button to save any modifications.

11. Select the “Finished” button to save the information and return to the “Webport Space” screen for the listing
of WebPorts.
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Figure 1.2 - Manage Access
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=] Organizations and users who share common compartments will be listed in the “Available Users”
field. To select multiple names in a row, hold the shift key and highlight the names, select the
appropriate access 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 Allowed To See WebPort” field.

Manage Content
The manage content area allows you to upload and manage html pages to display on your webport

Files that can be uploaded to the web pages include, but are limited to: htm, html, jpeg, bmp, gif, doc, ppt, pdf
and xIs. Do not use any active content, specifically JavaScript, Active X, Applets, or Cold Fusion Tags. Do not
use frames or form posts. The “Help” link at the top right of the “Manage Content” screen provides more
instructions and assistance.

Uploaded files are stored on the WebPort in a flat file structure. The WebPort does not accommodate the
uploading of or reference to sub-folders. Therefore, save all web pages and graphics in the same folder.

Users with admin access can add and manage content for the WebPort.
1. From the “WebPort Space” screen, click on the “Content” link under the “Manage WebPorts” heading.

2. From the “Manage Access” screen, click on the “Manage Content” button and the “Manage Content”
screen prompts the user to upload files to the WebPort (see Figure 1.3).
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Figure 1.3 — Manage Content

Creating Web Pages

Basic HTML knowledge is recommended to develop your site but it is possible to create a simple web page
with little or no knowledge HTML. To create your pages, you will need a web development program such as
Microsoft FrontPage or Macromedia Dreamweaver. However, if you do not have access to these types of
programs, you can also use Netscape Navigator (version 4.73 and higher has a built-in web development
application) or even Microsoft Office (which will allow you to save files as HTML pages.)

In most HTML editing programs, you will have the ability to create hyperlinks to link from one HTML page to
another HTML page within the WebPort. To create a hyperlink, use web editor's hyperlink feature and type in
the file name. Users cannot link to other pages/tools within the portal (e.g., library, calendar, etc.), but can
create hyperlinks to link to pages outside the portal (out of secure environment). User may also choose to
create links to images and other documents (pdfs, word docs, etc.) within their web pages.
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Using your web development program, you should first create an HTML page that will be your “Home Page”
within your WebPort. This page will be the first thing that users see when accessing your WebPort. Your
“Home Page” can have any name but must have a .htm or .html file extension. The “Home Page” may include
your logo, mission statement, contact information, etc. It may also contain links to other pages in your WebPort
(described later). Once you have created your Home Page, log into the portal to upload it.

b

) The Support Center cannot assist in the creation of the HTM/HTML pages for the webport, but
may provide guidance using the tools within the webport.

Upload File/s

As shown in Figure 1.3, to upload a file or multiple files:

Use the drop down arrow and select the number of files to be uploaded.
Click on the “Go” button. The “File Name” area is automatically updated with the number of upload boxes.

Click on the “Browse” button to select the file(s) for each upload box.

Hp w NP

Type a Table of Contents title in the “TOC Title” text box to create a TOC link that appears on the left side
of the WebPort. TOC links may be used to access the various web pages. TOC links can be created while
uploading files or after files have been uploaded to the WebPort.

5. Create downloadable links for file types that are not htm. or html. by clicking on the “Is Downloadable”
check box.

6. Once the downloadable link is created, the user can click on the TOC link, displayed on the Web Port, and
select the option to view or download the file instead of viewing from the Web Port.

Click on the “Attach” button after all files are selected.

8. Scroll to view the files that have been uploaded under the “Uploaded Web Pages” field and the TOC link
titles are listed under the “Table of Contents” field (see Figure 1.4). Each file is a separate web page.
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Figure 1.4 - Upload Web Pages
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=] Graphics and documents referenced (i.e. pdf, doc, etc.) in the web pages must be uploaded as
separate files. For example, if two graphics are contained in one html page, then three files are
uploaded to the Web Port—the html page and two graphic files. The files associated with the
html page must reside in one folder. Uploading large graphic files will take longer to load and
slow down the viewing of the web page. Avoid .gifs or .jpg files over 50 KB. Make sure you don’t
give these files a TOC name or else they will appear as a separate webpage in your webport.

Important Tips

e Develop a 'flat' site that does not use frames.

e Graphics must be uploaded separately from your HTML pages.

e Please keep graphics to a minimum! Large graphics slow down the viewing of your site. While it may be
beneficial to use a logo or photo that is larger than 50K, please use them sparingly and realize that users
might not want to wait for huge graphics to load! Try to avoid .qgifs or .jpgs over 50KB. Bullets, horizontal
rules, buttons, icons, etc. are usually under 10KB and are perfectly fine.

e Allfiles are loaded into a single folder so if you upload a new file with the same name as an old file, the
new file will replace the old file.

e Since the WebPort process saves your files in a single folder, do not reference sub-folders or parent folder
in your HTML. (Graphics should be saved in the same folder as the HTML file.)

e TOC links are listed alphabetically in the left-hand frame of your WebPort.

e Try to avoid links to sites outside of the Portal that will take users outside of the secure environment.
Outside links may still be referenced using text.

e For additional assistance and/or instructions on the webport, click the “Help” link at the top right of the
“Manage Content” screen.

Delete WebPort

Once a WebPort is deleted, it cannot be retrieved.

1. Select the “Manage Access” or “Manage Content” button.
Click on the “Delete WebPort” button.

A confirmation screen is displayed (see Figure 1.5).

Select the “Delete” button to continue with the deletion.

a > w DN

To cancel the action, click on the “Cancel” button and return to the “WebPort Space” screen.

Figure 1.5 — Confirmation

View WebPort
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Once a WebPort has been created and content uploaded, a WebPort name becomes a link for users to select
and view the Web Port.

From the “WebPort Space” screen, “Web Port Name” heading, click on the WebPort link.

As shown in Figure 1.6, a WebPort contains two frames. The TOC links are listed on the left side and the
right frame contains the information from the files that were uploaded. TOC links marked with a “(D)”
beside the title are files that were uploaded as downloadable links.

To view the web pages, click on the TOC links.

To close the window and return to the “WebPort Space” screen, click on the “Close Window” button (if
JavaScript is enabled) or select the “X” from the browser.

Cigee Wndce

DEVELOFMENT

Figure 1.6 - WebPort Sample

Alter Webport Name and Information

The name and general information for a webport can be changed at any point in time. Follow the instructions
below to alter the name and/or information:

1. Select the “Manage Access” button.
2. Fill in the name of the Webport.
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Type in general description, details, and/or comments up to 254 characters in the “General Information”
field.

Click on the “Update WebPort” button to save any modifications.

Select the “Finished” button to save the information and return to the “Webport Space” screen for the listing
of WebPorts.

Update Access

Users can always be added/removed from the Webport (Refer to “Manage Access” section and/or rights can
be updated. To update user rights:

1. Select the “Manage Access” button.

2. Highlight the user name/s under “Assigned Users.”

3. Select the radio box for the appropriate right in the center.

4. Click the “Change Rights” button.

5. Click on the “Update WebPort” button to save any modifications.

6. Select the “Finished” button to save the information and return to the “Webport Space” screen for the listing
of WebPorts.

Counter

The “Counter” link allows administrators to view web page activity.

From the “WebPort Space” screen, click on the “Counter” link for a particular WebPort.
To select a time frame, use the drop down arrow for the “Going Back” field and highlight the time frame.

A report can be sorted by URL (file name), time of last accessed, and “Number of Page Loads. Use the
drop down arrow to highlight the sort option (see Figure 1.7).

Click on the “Generate Report” button to run the report.

To return to the “WebPort Space” screen, click on the “Cancel” button.

PRt ot o
-
((Genarsse Repea | [ [Cancet |

Figure 1.7 — Counter

@ The “Number of Page Loads” indicates the number of times the page has been loaded to the
screen. It does not include unique visitors.

As shown in Figure 1.8, the report displays the files accessed (URL’s), last date of accessed, and the number
of pages.
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Figure 1.8 - Counter Report

View Access

Users granted view access only rights can see a list of users by clicking on the “View Access” link under the
“Manage WebPort” heading. In Figure 1.9, a list of users granted access to a WebPort is displayed by user
name and user organization. Click on the “Cancel” button to return to the “WebPort Space” screen.
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Figure 1.9 - Access List
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Frequently Asked Questions (FAQS)

1. How do | create a WebPort?

Any user that has access to the portal can create a WebPort. Click on the “WebPort” link under
Collaboration Tools or from the navigation bar and click on the “Create A WebPort” link (refer to Create
a WebPort).

2. Once | create a WebPort, how do | select users to have access?

Once you create a WebPort, you become the administrator and can assign users access rights (i.e.,
view or admin). Please refer to Manage Access section for detailed steps.

3. Why can’t organizations or groups have admin access rights?

Since there role and rights conflicts could occur within the system, the tool does not allow whole
organizations or groups assigned admin access rights. In addition, administrators manage access and
can delete other administrators.

4. After the WebPort is no longer required, how do | delete a WebPort?
Please refer to Delete WebPort. Once a WebPort is deleted, it cannot be retrieved.
5. How do | upload content to my WebPort?

Use a web development program to create web page files (e.g., htm. or html.). Once the files and any
graphics are stored in the same folder on your computer, upload the content by selecting the “Content”
link under the “Manage WebPorts” heading or click on the “Manage Content” button from the “Manage
Access” screen. Refer to the section,Manage Content, for specific instructions.

6. Do files have to be in html format to be uploaded?

No. Files that are not html can be uploaded as downloadable links. From the “Upload Web Pages”
screen click on the check box to make a downloadable link. Refer to Important Tips for details.

7. Once | click on the “WebPort” link from my home page, how do | view a WebPort?

The WebPort that contains content will be displayed as a link. Click on the WebPort name and the
home page of the WebPort is shown with two frames: Table of Contents on the left and information on
the right. For more information, refer to View WebPort.

8. What does “Counter” mean?

This link provides administrators the ability to view web page activity. Once this link is selected, a
report can be generated to include file name, time of last accessed, and number of page loads.
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