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Purpose of this Quickstart Guide

The Quickstart Guide is designed to provide administrators with an introduction to the core functionality of Intranet
DASHBOARD. As such, it provides instruction on the major functions of the most used tools in the system. It does not
cover every tool or every function; however after reviewing this document and receiving training, an administrator of
Intranet DASHBBOARD should be able to create and configure subsites, upload and create content, and use the major
business and collaboration tools.

For more extensive instruction on the use of specific tools, please refer to the Help that is available in the Admin system
of Intranet DASHBOARD.

Build a better intranet. Today. CERTIFIED
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1. The Essentials

1.1.1. Login to the administration

Step 1. Open a web browser and go to http://yourintranet/admin (where yourintranet is the name of your intranet)

Step 2: Use the default login username: “superuser”, password: “dashboard” and click login (Please Note: this may
have been changed following the installation of Intranet DASHBAORD).

Step 3: If this is the first time you have logged into the administration section of your intranet you will be prompted to
confirm/change your details, including your password

Note: Once you have logged in you may change your details (including your password) by clicking the Change Details
button at the top right hand corner of the screen.

Intranet DASHBEOARD Administration Logged in as : Super User | Change Details | Logout
Application Explorer i3l Intranet DASHBOARD Administration
01 [ Applications Intranet DASHBOARD Administration Help (7
¢ [~ @ Home
[ 55F Administration Welcome Super
- &8 Users
-} gy User G
- g User Groups User Details | Task List - 0 Ttems
[} fi@ Website Users .
E| f Subsites Your details are as follows:
E| [ Applications Name: Super User
(- 55F Utilities Username: SuperUser
Email Address: superuser @adweb.com.au
User Host: laptop01.adweb.adweb. com.au
IP Address: 10.0.0.143

Website Username: Anonymous

Last 3 logins:

Date User Host IP Address
18/04/2007 9:15:42 AM laptop0 1.adweb.adweb, com.au 10.0.0.143
17/04/2007 9:07:18 AM laptopl 1.adweb.adweb. com.au 10.0.0,143
12042007 5:55:18 PM laptopl 1.adweb.adweb. com.au 10.0.0.143

Note: To first access the front end, http://yourintranet, in login mode, the default username and password is “guest”,
“‘guest”.

1.1.2. Homepage layout - Creating a template

The Layout manager is a tool that allows you to set up the screen layout for the homepage of your home site and
additional subsites. Before you can create a layout you need to create a template to base the layout upon.

Step 1: Click on iD Home > Layout Manager > Advanced and Create New Template.

Step 2: Select a structure to base the template on, one with top, centre pane and left and/or right panes is
recommended (Style 3 or 7).

Build a better intranet. Today. CERTIFIED
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Step 3:

Recommended applications to be included are:

Step 4:

Step 5:
Step 6:

ADWEB Pty Ltd

Layout Manager
Sales > Layout Manager

Create Template

2. Applications
3. Details

4. Finish

Steps: 1. style

1. Style Availsble Styles Top

Content

Top

Content

Top

Content

Content

Content

Content

Top

Content

Content

Top

Content

Cancel

iD
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Click on an application you wish to include and drag it onto the template in the place you want it. By double
clicking on an application in the template the application is locked, which ensures that any future layouts based
on this template (subsites) must have the application in the same spot. When you have finished adding
applications to your template click Next to continue.

e Site Header — in top pane (lock)

e Site List (to give quick access to subsites) — top pane (lock)

e Nav Editor (provide links to other pages or subsites) — left/right pane (lock)

e Search — left/right pane
e Clever Tools (quick access to applications) — left/right pane
e News — centre pane

Layout Manager

Sales > Layout Manager

Crea t«l_}?femplate

4] 1.Style

3. Details

4. Finish

Steps: 2. Applications

Feedback Director

£ toienecs hd

-

) Search

) C.Toaols

News|

Content Left Content Right

Applications

| Acronym Manager
] Ad Manager

D Brand Manager

E Company Calendar
Q‘A Contact Manager
|3 Content Publisher
4.:] Digital Assets Library
D Document Manager
Il e-Newsletier

[al e-Posteards

EJ Employee Training
@) Faa
&% File Express

JJ Forms Manager
j Forum

(2| Image Library
=

v

Carce

Type in a name for the template. Be sure to check the box next to the name of your home site (and any
relevant subsites) to allow the template to be available to that site. If you would like this template to be the
default layout for future subsites check the Is Default checkbox.

Click Next to continue

Then click Finish

ABN 13071 897 508

Build a better intranet. Today.
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1.1.3. Homepage - Applying the template

Now that you have a template you can create a layout based upon that template
Step 1. Click on your Home site (or subsite) > Layout Manager > Create Layout.
Step 2: Click on the image of the template you created earlier.

Step 3: If need be, re-organize or add applications according to how you wish your homepage to look, then click Next.

Lawmk: Manager
Sales > Layout Manager

Create Layout

Steps: 2. Applications
+) 1. Template ? Site Header Site List| 9 EmployseTraining 2
2. Applications \2) FaQ
&% FileExpress
| 3.Details [E] Navigation Feedback Director| L/ s.lzard. jj i i‘anaga
| . i——1 j
4. Finish [§]  C.Tools o

\E| Image Library

[&] Layout Manager

iad Meeting Room Bookin
&f, People Search

ERRG ‘ Phonebooks
() ProjectSpace
=P Quick Links
Content Left a i
Document Manager =parsTipping
&ﬂ Staff Offers

=+ Travel Agent
9(5 User Manager
® world Time B

Next > Cancel

Step 4: Select the check box to allow your layout to become active.

Step 5: Click Finish to save the changes you have made.

Build a better intranet. Today.
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1.1.4. Subsites - Setting up a subsite group

Subsite groups are a way of organizing your subsites into logical groupings.

Step 1. Every subsite must belong to a subsite group, therefore before adding a subsite we must create a subsite
group. To do this select, Administration > Subsites > Subsite Groups and Add Subsite Group.

Step 2. Enter the Subsite Group Code (something unique e.g. LOC) and Name (e.g. Locations) and click Next to
continue.

Subsites
Subsites > Add Subsite Group

Add Subsite Group

Steps:
I.Letails Code lLoc ]

2 Applications | pjame

! 3. Finish

Next = Cancel

Step 3: Select the applications you wish this Subsite Group to have access to and click Next to continue.

Note: Turning off applications for a Subsite Group will apply to all Subsites created within that group

Subsites
Subsites > Add Subsite Group

Add Subsite Group

Steps: 2. Applications
1 1. Details Select All | Deselect Al
Acronym Manager e-Postcards Meeting Room Booking |¥] Site Header
4 Appications Ad Manager Employee Training [¥| Nav Editor Site List

| 3. Finish Brand Manager FAQ News Sports Tipping
Clever Tools Feedback Director |¥| People Search Staff Offers
Company Calendar File Express Phonebooks Statistics Reporter
Contact Manager Forms Manager Process Tool Survey Pra
Content Publisher Forum Project Space [#ITravel Agent
Digital Assets Library [¥|iD Themes Quick Links User Manager
Document Manager Image Library Quick Poll World Time
e-Mewsletter Layout Manager Search

< Back Next > Cancel

Step 4. Check the details are correct, click Back to make any changes or Finish to save.

Build a better intranet. Today. c!_lguf__';ﬂ. red
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1.1.5. Subsites - Adding a subsite

Step 1:
Step 2:

Step 3:
Step 4:
Step 5:

Step 6:

Select Administration > Subsites and Add Subsite.

Enter all the details of the Subsite ensuring you select the appropriate status.

Select English as the Subsite Language unless your intranet has Language Localization established (see
http://support.intranetdashboard.com/home/guides/localization.html for further information)

It is recommended to leave the Subsite status as ‘Staging’ until the configuration of the Subsite is complete. A
Subsite can be assigned one of three statuses:

e Inactive: The site is not visible at the front end

e Staging: The site is assigned a staging address for front end viewing; however the site is not
integrated with the rest of the intranet

e Active: The site is fully viewable at the front end and is integrated with the rest of the intranet

Check the Enable Check In/Out box if you would like you administrators to lock content from being edited by
other administrators (further information on this feature is covered later in this guide)

Click Next to continue.

Subsites
Subsites > Add Subsite

Add Subsite
Steps: 1. Details
1. Details Name [sales

2. Applications | Subsite Group | pepartments w |

3. Header Image  Folder Mame [sales

4. Administrators Subsite

e :_English ~|
5. Meta Tags
Localized :
ety o () Use Client Language
(%) Use Subsite Language
7. Finish =——
Status Staging (M| URL: http: /fiddemolive fsales?devel=1

Enable Check
InfOut

Nest = Cancel

Select the applications you wish this subsite to have access to and click Next to continue.
Edit the text that you would like to appear in the Site Header section of the subsite. Click Next to continue.

Tick the checkbox that corresponds to the Superuser if you wish them to be the site administrator (the owner
and the contact person) for this subsite. Alternatively you may select another user to be subsite administrator
later when they are added to the system. Click Next to continue.

Enter Meta Tags if they are set up.
Note: The Intranet DASHBOARD Search engine does not require these Meta Tags to be entered.

Click Next to continue.

Build a better intranet. Today. c"lsﬁnc '_Tc. SF_ FE‘ ln-
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Step 7: If required, use the Security screen to modify which intranet website users you would like to be able to access
this folder. As the default, access shall be available to all users.

Subsites
Subsites > Add Subsite
Add Subsite
Steps: 6. Security
7| 1. Details Selected Users ?) |fi Users &1‘, User Groups gEg Domains
+ | 2 Applications Add User
v 3.Header Image o nc ] pud |
<! 4. Administrators
Search
+| 5. Meta Tags r g
Last Name ]
6. Security ; :
Given MName | !
7. Finish = =
Email | | Search

{Use * as wildcard)

Search Results

< Back MNext = Cancel

Step 8: Check the details are correct, click Back to make any changes or Finish to save.

1.1.6. Subsites - Applying a layout

When a subsite is created it is automatically assigned a layout based upon the default template. However, you can create
a layout based upon the template created earlier.

Step 1. You must allow the new subsite created to have access to the template created earlier. To this you must
select your Subsite (e.g. Sales) > Layout Manager > Advanced > Edit Template.

Step 2: Select the template you want to make available to the site. Click Next to continue.
Step 3: Check the checkbox beside the subsite you created. Click Next to continue.

Step 4: Click Finish to save the changes you have made.

Step 5: Go to the Subsite (e.g. Sales) > Layout Manager > Create Layout.

Step 6: Select a template.

Step 7: Organize the layout according to how you would like it. Click Next to continue.

Build a better intranet. Today. c“leﬁnc:l_'rc_l_ SF__FE’ ID-
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Lawmk: Manager

Sales > Layout Manager

Create Layout

Steps:
<) 1.Template
2. Applications
| 3.Details

| 4. Finish

2. Applications

Site List|

E : Site Header

Feedback Director

L Search

EJ Employee Training
@ FaQ
45 File Express

[£] Mavigation|| 51

JJ Forms Manager

News|

T C.Tools

J Forum
28| Image Library
3 Layout Manager

FAA Meeting Room Bookin

E Document Manager|

Content Left Content Right

2f, People Search
‘ Phonebooks
() Project Space
=% Quick Links
ﬁ Sports Tipping
2%l Staff Offers
< Travel Agent
9& User Manager
@ world Time

~

<

Next > Cancel

Step 8: Select the checkbox to allow the subsite to be active.

Step 9: Click Finish to save these changes.

1.1.7. Subsites — Enabling Breadcrumbs

Enabling breadcrumbs allows a front end user to see where they are in a subsite’s hierarchy.

Step 1:

Step 2:
Step 3:

Select the Bread Crumb Bar tab screen

Check the checkbox to display breadcrumbs

Subsites

Sales > Subsites = Edit Subsite

Edit Subsite

Subsite Details

Bread Crumb

Header Image

Calendar Display Options

Display "Add to Favorites”

Page 1

Link

Administrators

(Show bread crumb navigation on subsite)

O

0K

Zancel

Bread Crumb Bar

Search

Delete

Apply

INTRANET
OASHBOARD

Select Subsite Admin > Edit Subsite from the Application Explorer menu in the Subsite that you wish to
enable breadcrumbs (e.g. Sales)

Step 4: Click Apply to save while remaining on the current page to make additional changes. Click OK to save.

ADWEB Pty Ltd  ABN 13071 897 508

Build a better intranet. Today.
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1.1.8. Adding the subsite to the homesite navigation

The Nav Editor application allows a user to add, remove and reorder navigation items that appear on the intranet.

First ensure that the Nav Editor is part of the layout of the site you want to add the nav item to. Secondly, check whether
there is an existing Nav Bar created for the home site. Multiple Nav Bars can be created for each site although only one
Vertical Nav Bar and one Horizontal Nav Bar can be visible on each site.

1.1.8.1. Adding a Nav Item to a new Nav Bar

If there is no existing Nav Bar or a new Nav Bar is required:

Step 1: Select Add Nav Bar from the Nav Editor menu in the homesite (or a subsite) in Admin.

Step 2: Enter a Name for the Nav Bar.
Step 3: Check the Shared check box if you would like this Nav Bar to be used on other sites.
Step 4. Check the Allow Editing check box if you would like this Nav Bar to be editable from other sites.

Step 5: Select whether this Nav Bar will be appear vertically down the side of the site (usually the left hand side) or
horizontally across the top of the site

e |f a Vertical Nav Bar is selected, choose whether to Display Home Link. This means that a default
‘home’ header will be displayed at the top of the Nav Bar. You can also choose to define the Home Link

Text and the Home Link Url

Mav Editor
Home > Mav Editor = Add Nav Bar

Add Nav Bar
Steps: 1. Details
1. Details Mame IGIobaI Home
2. May Items Shared I+
3. Finish Allow Editing ~
¥ Yertical

Mavigation Position
" Horizonkal

Display Home Link. W

Haome Link Text |Intranet Home

Hame Link. Url I,I'home|

< Back Nexk = Cancel

o [IfaHorizontal Nav Bar is selected, choose whether it appears at the top of the page, between the site
header and the breadcrumb bar, or below the breadcrumb bar. You can also enter a Horizontal offset (in
pixels); this indents the horizontal Nav Bar from the left hand side by the number of pixels entered.

Build a better intranet. Today. c"IEﬁR: '_Tc. sF. FE‘ ln'
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May Editor

Home > Mav Editor > Add Nav Bar

Add Mav Bar
Steps: 1. Details
1. Details Mame IGIobaI Home
2. May Ikems Shared v
SRinsh Allovs Editing ~
 Yertical

Mavigation Position

g

L& Top — Position May Bar at top of page
Mavigation Location ¢~ Middle — Position Mav Bar between the site header and breadcrumb bar

1% Battom — Position Mav bar below the breadcrumb bar

Horizontal off set I—
(in pixels) il

< Back. Next = Cancel

Step 6: Click Next to continue
Step 7: Click the i'='+ button to Add a new navigation node
Step 8: Enter the following Properties:

e Name — The Name that will appear in the navigation

e Link — The Link to follow when the navigation item is clicked.

Note: When linking internally within the intranet the full URL is not required. Instead a relative link without
the domain name of the intranet at the front can be entered. E.g. The full URL of the sales site created
earlier is http:/lyourintranet/sales; however you can simply enter /sales to in the navigation link to create
the link.

e Link Type — The way in which the link should open. Usually Current Window is selected from internal links
and Blank Window for links that are external to the intranet.

Build a better intranet. Today. c"leﬁnc_i_'rc_l sF”InEI ln-
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Nav Editor
Home > Nav Editor = Add Nav Bar

Add Nav Bar
Steps: 2. Nay Items
+1 1.Details Maw Bar

2. Nay Items

e=b =% [.]|| + | + | Name |Sa|es
| 3. Finish .
[ Wavigation Bar Link Jisales|
O Link Type | Current Window =l

Update

= Back Next = Cancel

Step 9: Click Update to save the changes for the individual Nav Item. You can continue to add Nav Items to the Nav
Bar. Once you have finished adding Nav Items click Next to continue.

Step 10: Click Finish to save the Nav Bar.

Step 11: On the displayed Edit Nav Bar screen, ensure that the Visible radio button is selected for the Nav Bar that is
to display on the site

Nay Editor
Home > Naw Editor > Edit Nav Bar

Edit Nav Bar

¥ertical | Horizontal

Yisible Mame Shared by Preview Delete

Global Home Home Edit Assign bo subsites Presiew Delete

Page 1

Build a better intranet. Today.
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1.1.8.2. Adding a Nav Item to an existing Nav Bar

If there is an existing Nav Bar:
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Step 1: Select Edit Nav Bar from the Nav Editor menu in the homesite (or a subsite) in Admin.

Step 2:
Step 3:
Step 4:
Step 5:

Click Edit next to the Nav Bar that you wish to edit.

Select the Nav Items tab

(==
Click the “=_ button to Add a new navigation node

Enter the following Properties:

Name — The Name that will appear in the navigation

Link — The Link to follow when the navigation item is clicked.

MNay Editor

Home > Nav Editor

Edit Nav Items

Details | May Items

Nay Bar

Marketing has been updated

== ] 4] e

[=] Mavigation Bar Link
[J sSales Link Type
o

IMarketing

\marketing

Current Window

oK

Note: When linking internally within the intranet the full URL is not required. Instead a relative link without
the domain name of the intranet at the front can be entered. E.g. The full URL of the sales site created
earlier is http:/lyourintranet/sales; however you can simply enter /sales to in the navigation link to create
the link.

Link Type — The way in which the link should open. Usually Current Window is selected from internal links
and Blank Window for links that are external to the intranet.

Step 6: Click Update to save the changes for the individual Nav Item. You can continue to add Nav Items to the Nav
Bar. Once you have finished adding Nav Items click Apply to save the changes to the Nav Bar.

Step 7: Click OK

ADWEB Pty Ltd
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Step 8: On the displayed Edit Nav Bar screen, ensure that the Visible radio button is selected for the Nav Bar that is
to display on the site

Nay Editor

Home > Naw Editor > Edit Nav Bar

Edit Mav Bar

¥ertical | Horizontal

Yisible Mame Shared by Preview Delete

Global Home Home Edit Assign ko subsites Prewvicu Delete

Page 1

Build a better intranet. Today.
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1.1.9. Changing site logo
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Step 1. Select Administration > Subsites > Edit Subsite. Click on Edit for the subsite you want to change the logo

Step 2:

Step 3:

Step 4:
Step 5:
Step 6:

for.

Select the Header Image tab.

Subsites
Sales > Subsites > Edit Subsite

Edit Subsite - Sales

Subsite Details | Applications | Header Image | Administrators | Meta Tags | Security

Site Header ESaIes | Preview

Text

frte Image | |(Bromse... Upload Mew
ogo o 2

Header
Image
i

0K Cancel apply

Click on Browse and select the new image you want to download. Dimensions should be 148 x 56 px but will

resize within reason.
Click on the Upload New button.
Click on Preview to view the new image on the site header.

Click OK.

1.1.10. Changing the look and feel (iD Themes)

Step 1:
Step 2:

Step 3:

ADWEB Pty Ltd  ABN 13071 897 508 PO Box 450 Richmond VIC 3121 Australia P +613 98196333 F +613 9819 6533

Select Apply Theme from the iD Themes menu in the subsite that you wish to change.

Select one of the pre-defined themes from the list box. A preview thumbnail is included on the right to give you

an indication of what the front end will look like when the theme is loaded.

Click the Apply button to apply the theme to the subsite you are currently in. (Please Note: All changes you

had previously made to any other theme will be overwritten)

Build a better intranet. Today.
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iD Themes
Sales > iD Themes > Apply Theme

Apply Theme

0K Cancel apply

Step 4. Open a new browser window and navigate to the homepage of the subsite you have modified. The new theme
should be applied. You may need to refresh the page.

1.1.11. Enabling Clever Tools

The Clever Tools list allows you to provide access to applications that you have not included in the layout of a subsite.
Before the Clever Tools list can be built please ensure that the Clever Tools application has been included in your layout.

Step 1. Select Add Tool from the Clever Tools menu in your subsite.

Step 2. Select the Application that you wish to make available and whether you would prefer it to appear as a List
Item or a Drop Down Item

Clever Tools

Sales > Clever Tools

Add Tool
Details
Application | Select application w
ATETT @ List Item C‘ Drop Down Item

[1]4 Cancel Apply

Step 3: Click Apply to save while remaining on the current page to add more items. Click OK to save.

Step 4: Open a new browser window and navigate to the homepage of the subsite you have modified. The clever tool
selected should appear in the Clever Tools list

Build a better intranet. Today. CERTIFIED
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2. Content Management/Publishing Tools

Below are instructions on the major functions of the main tools used to managing and publishing content.

2.1. Document Management

2.1.1. Adding afolder

The following steps will guide you through adding a new folder to the Document Manager. You can make this folder
accessible to all users of the intranet website, or can select only certain users that may access the folder.

Step 1. Select Manage Documents from the Document Manager menu in your subsite

+
Step 2: Click on the il button to create a new folder.

Step 3: Enter the Name, Folder Name and optional Description for the folder, and tick the Active box if you would
like the folder to become available to users now.

Step 4: Click Next to continue.

Step 5: The Security screen is displayed. If required, modify which intranet website users you would like to be able to
access this folder. As the default, access shall be available to all users.

Step 6: Click Next to continue.

Step 7: The Permissions screen is displayed. If required, modify which admin users should be allowed to amend this
folder.

Step 8: Check that the details are correct. Click on the Back button to make changes to previous pages.

Step 9: Click Finish to save.

2.1.2. Adding a document

The following steps will guide you through adding a new document. You must add a folder before you can add a
document.

Step 1. Select Manage Documents from the Document Manager menu in your subsite

Step 2: Use the folder list to navigate to the folder you would like to add a document to.

Build a better intranet. Today. c“leﬁnc:l_'rc_l_ SF__FE’ ID-
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Step 3:
Step 4:

Step 5:
Step 6:
Step 7:

Step 8: Repeat this process to add the document in other languages.

Step 9:

Step 10: Enter any Additional Information for the document on the More Info screen.

Document Manager
Sales > Document Manager

o) ] o] ] ] | | i
[+ Document Manager St i slest [Doommentirnanesfsale ]

Lo [sales Create New Folder Edit Folder Delete Folder
Documents
Actions: | Choos= Aot at

MNo Results Found,

Add Docurent

Click on Add Document.

Enter a Title, URL Path, Description and Keywords for the document

iD

INTRANET
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You can also choose when the document becomes visible, when it expires and if you wish to be notified before

it expires. By default the document is immediately visible and does not expire.

Tick the boxes corresponding to the folder(s) you would like to add the file to.

Click Next to continue.

Click on Add Document. Select the Language of the document, enter the Title, Keywords and either click
Browse and locate the document, or enter a website address. Click OK.

Add File

Language | Engiish v]

Title | =Title

Keywords

File | |[(Browse.. |

OR

URL | |

Exclude

from

latest O
files list

0K Cancel

Click Next to continue.

Step 11: Click Next to continue.

ADWEB Pty Ltd  ABN 13071 897 508
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Step 12: If required, attach links to other documents using the Add Bibliography option
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Step 13: Check that the details are correct. Click on the Back button to make changes to previous pages.

Step 14: Click Finish to save.

2.1.3. Version Control - Editing a Document

When an update is made to a document through the Document Manager application a copy of the previous version is

maintained by the system.

Step 1: Select Manage Documents from the Document Manager menu for your site.
Step 2: Use the folder list to navigate to the folder in which you have previously added a document
Step 3: Click the Edit link for the document to be edited

Document Manager

Sales > Document Manager

D_” Document Manager ¢/ [salesl/DocumentManager/sales/
iJ Sales‘ Create New Folder Edit Folder Delets Folder

Documents
Actions: i_Choose Action ... \il ot
Select: All, None
o Titdle Language

0O & Sales Prices EN-AU

Page Length |£_ [ !

Date Modified

24/11/2006 11:41:00 AM

Filter 5

Add Docurment

Edit Delete

Edit | Delete

Step 4: Select the Files tab screen

Build a better intranet. Today.
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Sales > Document Manager
S| a] @) | Edetocment
-5 Document Manager
- | Details | Folder | Files | More Info | Bibliography |
Add File
Actions: | Choose Action ... |+ | [
Select: all, None
Title Description Language Edit Delete
| Sales Prices Sales Prices.doc English [Edit| | Delste
Page length | 10 % 1
Filter &l 5
0K Cancel Apply
Step 5: Click the Edit button
Edit File
Language | English “ |
Title |Sales Frices | = Title
Keywords [gales prices
File | |(Browse... ]
= gk
= File: Sales Prices.doc
Exdude
from the
latest 0
files list
oK Cancel

Step 6: Click the Browse button on Edit File screen, select the updated file

Step 7: Click OK to upload the updated file
Step 8: Click OK on the Files tab screen to save the change and return to the folder view

2.1.4. Version Control - Rolling back to a Previous Version of a document

When a document has been updated, previous versions of the document are retained. You can choose to rollback to a
previous version of the document if required.
Build a better intranet. Today. CERTIFIED
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Step 1. Select Manage Documents from the Document Manager menu for your site.
Step 2: Use the folder list to navigate to the folder in which you have previously added a document

Step 3: Click the Edit link for the document to be edited

INTRANET
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Document Manager
Sales > Document Manager
&r| &a| | &f| @t | | Optiens
[-E3 Document Manager W’ o [salesl/DocumentManager/sales/
Create Mew Folder Edit Folder Delete Folder Add Document
Documents
An:l:inn5:| Choose Action ... ~ | ot
Select: All, None
= Title Language Date Modified Edit Delete
0O & Sales Prices EN-AU 24/11/2006 11:41:00 AM Edit | Delete
Page Lengﬁ1| 10 V|
Filter all 5
Step 4. Select the Files tab screen
Document Manager
Sales > Document Manager
'—“ & jl _.ﬁll m—;l Edit Document
DLIJ Document Manager
Details | Folder | Files | More Info | Bibliography
Add File
Actions: iEhDDSE_iCE'L-_-_ ~
Select: All, None
Title Description Language Edit Delete
¥ @ Sales Prices Sales Prices.doc English Edit | | Delete
Page Lengﬁqi 10 V| 1
Filter &l 5
0K Cancel Apply

ADWEB Pty Ltd  ABN 13071 897 508
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Sales > Document Manager
ul @I '—FI Ijli i Edit Document
[1-/5 Document Manager
Details | Folder | Files | More Info | Bibliography
Acﬁors:lchnnse Action ... v| i
Select: All, None
Title Description Language
IFl lﬁ Sales Prices « | 5ales Prices.doc English
Page Length E ;:‘ View Properties .
@ checkout Elagtals
U Notify Me
) Version@nh’ol...
[1]4 Cancel

Edit Delete

Edit| | Delete

Apply

Version 1

¥ersion Control

About Version Control 2
This screen displays the current and previous versions of this document.

The Current Version section displays the details of the most recently created version of this
document. This is the version of the document that is accessible within your site, It also provides a
link to download a copy of the current version,

The Previous Versions section displays a list of the previous versions of this document, Depending
on your system configuration, this may not indude every previous version. You can download a
copy of a previous version of a document by dicking the link in the Download File column.

A document can be reverted to a previous version of the document by selecting a radio button in
the Revert column and then dicking the CK button. This will create a copy of the selected document =
and set it as the current version with a new version number,

Current Version

Current Version Mumber: 2

Created By Super User

Date Created 18/04/2007 9:59:12 AM

Download Current Version:  Sales Prices.doc

Previous Versions
Revert Version Download File Created By Date Created
&) 1 Sales Prices.doc Super User 18/04/2007 9:58:35 AM
i
Ok Zancel

also be maintained as a version

Build a better intranet. Today.
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Step 6: On the Version Control screen select the previous version that you would like to rollback to and click OK e.g.

Step 7: The document will now have reverted to the previous version. The newer version that was rollback from will

CERTIFIED

Partner

www.intranetdashboard.com



iD

INTRANET
OASHBOARD

2.1.5. Check in/Check Out
If you are completing work on a document you can check the document out to ensure that other administrators/publishers

in the system do not make changes to the document while you are in the process of making updates. Note: Check In/Out
needs to be enabled at the subsite level when creating the subsite (see above).

Step 1. To check whether Check In/Out is enabled select Edit Subsite from the Subsite Admin menu for your site.

Di @ Subsite Admin

. g9 Edit subsite
@LI Error Manager
~ Admin Reports
. if® Recyde Bin

Step 2: Ensure that the Enable Check In/Out checkbox is checked. If not check it and click OK

Subsites
Sales > Subsites > Edit Subsite

Edit Subsite

Subsite Details | Header Image | Administrators | Bread Crumb Bar | Search
Name

|Sa|es

Subsite Group Departments
Folder Name  [salesi

Language English |+

Localized

e (O Use Client Language

{¥) Use Subsite Language

Status URL: http:/fiddemalive fsales 1

Enable Check
In/Out

oK Zancel apply

Step 3: Select Manage Documents from the Document Manager menu for your site.
Step 4: Use the folder list to navigate to the folder in which you have previously uploaded the document

Step 5: In the Folder view click on the Filename of the document. Select Check Out from the menu that drops down.

Build a better intranet. Today. gecroaott
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Document Manager
Sales > Document Manager

&) &) ep| &r| ab| | [meiens

¢ /salesl/DocumentManager/sales/

[+ Document Manager
-5 Create Mew Folder Edit. Folder Delete Folder Add Document
Documents

Acﬁons:iChoose Action ... El ot

Select: All, None
— Title Language Date Modified Edit Delete

O & Prices ~| EN-AU 30/10/2006 3:03:00 PM Edit | Delete
Page Lenc i* View Properties

ch.a@om

% Notify Me

Filter F

il Search Rating

Step 6: Click OK to the notification that appears

e
Step 7: The document will now display a padlock g in the State field to indicate that it is checked out. No other
administrators/publishers will be able to upload a change to this document.

Step 8: Once you have finished uploading your changes you will need to check the document back in so that other
administrators can make changes in the future. In the Folder view click on the Filename of the document.

Select Check In from the menu that drops down.

Document Manager
Sales > Document Manager

Slalo|]a] || et

| [salesl{DocumentManager/sales/

D_u Document Manager
L) Sales Create hew Folder Edit Folder Delete Folder Add Document
Documents

Actions: i__ChUszE Action ... vJ il

Select: All, None

— Title Language Date Modified Edit Delete
|l =5 Prices «| EN-AU 30/10/2006 3:03:00 PM Edit | Delete
Page Length | o View Properties 1

a Chesk In Filter F
F Notify Me

—"J Search Rating

Step 9: Click OK to the notification that appears.
Step 10: Other administrators/publishers can now upload changes to the document.

Build a better intranet. Today.
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2.1.6. Document Notification
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As an administrator/publisher you can choose to be notified when another administrator/publisher uploads a change to a

document.

Step 1:
Step 2:
Step 3:

Select Manage Documents from the Document Manager menu for your site.
Use the folder list to navigate to the folder in which you have previously uploaded the document

In the Folder view click on the title of the document. Select Notify Me from the menu that drops down.

Document Manager

Sales > Document Manager

EIPSIE i

[+ Document Manager
) Sales

Options

¢/ /salesl/DocumentManager/sales/

Create Mew Folder Edit Folder

Dielete Folder

Documents

Select: All, Mone

Actions:iChonsa Action ... 7_| o

— Title Language Date HModified
0 & Prices - EN-AU 30/10,2006 3:03:00 PM
Page Leng i’ View Properties
Chedk Out Elesilis
W Noffy Me
il Search Rating

Add Document

Edit Delete

Edit | Delete

Step 4: Click OK to the notification that appears. If another administrator/publisher uploads a change to this document
you will be notified via email. You can cancel the notification at any time by clicking on the filename again and

selecting Cancel Notification.

Document Manager
Sales > Document Manager

E1EEEI =)

{0 Document Manager
I Sales

Options

¢ [ |sales1l/DocumentManager/sales/

Create New Folder Edit Folder

Delete Folder

Documents

Select: All, Mone

— Title
0 & Prices
Page Li 7&’

f Check Out

Actions:i Choose Action ... 7_' at

Language Date Modified

« | EN-AU 30/10/2006 3:03:00 PM

Yiew Properties

Filter P

B cancel @ﬁcanon

Search Rating

Add Docurnent

Edit Delete

Edit | Delete

ADWEB Pty Ltd  ABN 13071 897 508
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2.1.7. Document Expiry
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When you upload or edit a document you can set when the document becomes visible and when it expires (by default it is
visible immediately and never expires). You can also choose to be notified when the document is going to expire.

Step 1:
Step 2:

Step 3:

Step 4:

ADWEB Pty Ltd

Select Manage Documents from the Document Manager menu for your site.

Use the folder list to navigate to the folder in which you have previously uploaded the document (document

visibility and expiry dates can also be set when you are uploading a new document)

Click the Edit link for the Document to be edited

Document Manager
Sales > Document Manager

&) &a| &) &) ap) | [Oetions
- o | [salesl/DocumentManager/sales,
[0+ Document Manager vl ! ger/ d
L5 [Sales Create Mew Folder Edit Folder Delete Folder
Documents
Actinns:l_éhoose Action ... _v_f i
Select: All, Mone
— Title Language Date Modified
I:‘ ? Prices EN-AL 30/10/2006 3:03:00 PM

Filter P

Add Document

Edit Delete

Edit | Delste

On the Details tab you can edit the Visible and Expiry dates.

If you do not wish the document to be visible immediately, check the Visible Date check box and set the date

when the document will become visible.

If you wish to set an expiry date for the document, check the Expiry Date check box and set the expiry date.
You can also choose to be notified that the document is going to expire ahead of time.

O Motify Me One Day before Expiry
o Motify Me COne Week before Expiry
(*) Do nat Motify Me before Expiry

Visible Date (7/11/2006 | & [15]:[44] &
Expiry Date 1/12/2006 || & [15]:[+4] &

Build a better intranet. Today.
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2.1.8. Undelete

its original location

Step 1:

Manager menu for your site.

Document Manager

iD
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When you delete a document it is sent to a recycle bin. You can choose to ‘undelete’ a document, thereby restoring it to

If you have deleted a document that you wish to restore, select Manage Documents from the Document

Step 2: Click the il recycle bin icon to open the recycle bin for the Document Manager

Sales > Document Manager

EEEEIE
{53 Document Manager

- Sales

Deleted Ttems

Actions: | Choose Action ... % |

Select: All, None

Title Folder Path

Deleted By
[0 = Prices /sales1/DocumentManagerfsales/prices

Mary Tran
Page Length !_}D_V_'

Filter

— Date Deleted

2{11f2006 3:51:00 PM

Undelete

Step 3: Click the Undelete button to restore the document to its original location

2.2. Content Publishing in

iD

Publishing HTML content and downloadable documents is easy. All you need to do is upload Word documents.
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2.2.1. Setting up folders, security and permissions

Content is categorized and controlled by folders and folder permissions. The following steps will guide you through adding
a new folder into content publisher. You can select the type of users of the intranet you would like to be able to view
content within the folder by clicking on the Security tab. By default, only Superusers and Subsite Administrators will be
able to access and edit this folder. To make the folder accessible to other administration users, go to ‘Editing an existing

folder’ after adding the folder. Click on the User Permissions tab to edit these details.

Step 1: Select Content Management from the Content Publisher menu for your subsite.

Step 2. Select the folder you would like to add the new folder into.

=i
Step 3: Click on the —J button to create a new folder.

Step 4: Enter the Folder Name and Folder Path, along with any other details you would like to set. Any keywords that

you enter will be inherited by (passed on to) all folders and documents which are created in this folder.
Keywords in the Inherited Keywords box are keywords from parent folders.

Content Publisher

Home > Content Publisher Help 7 i
| &) E9| ©f| d®| | Add Folder
- Content Publisher
= Steps: 1. Details
1. Details Falder Name ISaIes
2. Ownership Folder Path /home; |sa|es
3. User
PEFMISSIONS | e rited Keywards =]
4. Security
5. Meta Tags LI
6. Finish Keywards sales ;I
[Separated by cornmas)
Use Default Title V' (Use Folder name as the default published document title)
Default view IHTML Documents vl
< Back Nexnt = Cancel

Step 5: Click Next to continue.

Step 6: The Ownership screen is displayed. If required, add a default owner for the pages that will be stored in this

folder. If this is left blank, the owner field can be edited when a page is created.

Step 7: Click Next to continue.

Step 8: The Permissions screen is displayed. If required, modify which admin users should be allowed to amend this

folder.

Step 9: Click Next to continue.

Step 10: The Security screen is displayed. If required, modify which intranet website users you would like to be able to

access this folder. As the default, access shall be available to all users.
Step 11: Click Next to continue.

Step 12: The Meta Tags screen is displayed. Enter Meta Tags if they are set up.

Build a better intranet. Today. CERTIFIE >
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Note: The Intranet DASHBOARD Search engine does not require these Meta Tags to be entered.

Step 13: Click Next to continue.

Step 14: Check that the details are correct. Click on the Back button to make changes to previous pages.

Step 15: Click Finish to save.

2.2.2. Publishing HTML content

Step 1. Select Content Management from the Content Publisher menu for your site.
Step 2: Use the folder list to navigate to the folder in which you would like to publish the document.

Step 3: Click Publish Document.

Step 4. Enter the Document Title, Description and tick the Home Page checkbox if you wish the published document
to be on the home page for the site. Note: in this situation content publisher must be on the site's homepage

(see section on editing the layout). If you are publishing a stand-alone content page, you don’t need to tick the
Home Page checkbox.

You can also choose when the document becomes visible, when it expires and if you wish to be notified before
it expires. By default the document is immediately visible and does not expire.

Step 5: Click Browse and select the Word document you would like to publish.

Content Publisher

Home > Content Publisher Help 7

i*lylililil Publish Document

[1+[23) Content Publisher

. Steps: 1. Details
{55 About Us
1. Details Title Jabout Us
2. Metadata Description I
3. Dwnership
Home Page = (Check this box ta make this docurnent the home page for this subsite)

4. Finish visible Date [~

Expiry Dake -

Document

% published Document
Type

" External Wehsite

Document I Browse... |

Enable ¥ML

[ Mo required for general publishing unless adwised atherwize For publishing complex pages
where drawing objects (Circles, Squares, Lines erc,)

< Back Nexnt = Cancel

Step 6: Click Next to continue.

Step 7: Enter the Metadata for the document. (The keywords you enter for the document allow users to search by

these terms. The document will also inherit any keywords given to the folders it resides in.) The more accurate
the metadata, the better the search results.

Step 8: Click Next to continue.
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Step 9: On the Ownership screen enter the ownership details that should appear at the bottom of the page when it is

viewed at the front end of the intranet.

Step 10: Click Next to continue.

Step 11: Check that the details are correct. Click on the Back button to make changes to previous pages.

Step 12: Click Finish to create the webpage. You can choose to preview the page or publish it into a Staging
environment so that another administrator can review the webpage before approving it.

Step 13: In the list of files, click on the Copy Link button corresponding to copy the link. You can then email this link to
other users or use it elsewhere on the intranet to directly link to the new page.

Content Publisher
Sales > Content Publisher

&) &) EF| &f] @) | Edit Documents - About Us

D_u Content Publisher Options
- @l | [salesifabout/ (1fies)
Create Mew Folder Modify Folder Delete Folder Publish Document Upload File
HTML | Downloads | All
Actions: E:(-Zhoose Action ... v I:[l‘l
Select: All, None
State Filename - Document Title Date Modified Dfit. Edit Clj_x:':r Delete

] & Artide_Heading.html  About Us

30/10/2006 3:32:00PM  (3) Edit | Copy Delete

Filter all <

2.2.3. Using atemplate to publish content

Step 1: Select Advanced from the Content Publisher menu, then select Download Template.

|:| Bp Content Publisher

----- Content Management
“Uger Permissions

..... iannInad Template |

[-]-advanced

Step 2: A list of word templates will be displayed. Click Preview to see what the template looks like

Build a better intranet. Today. CERTIFIED
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Content Publisher
Home > Content Publisher
Templates
Templates
Actions: | Choose Acton .. | 0"
Select: All, None

Title Delete
il !} Artide Heading Preview Download Edit
[ B contactus Preview Download Edit | Delste
"1 :} Elongated Content Preview Download Edit | Delste
[] B Glossary Preview Download Edit | Delete
=] !} Heavy Text 2 Columns Preview Download Edit | Delste
"] @ Hybrid Page Preview Dowrload Edit | Delete
O B normal Preview Download Edit | Delste
| 3  sectioned Text 3 Columns Preview Download Edit | Delete
=] [Z Simple Page 1 Column Preview Download Edit | Delete
"] & Welcome Page Maxi Site Preview Dowrload Edit | Delste
Page Length 'IU__;' 2 Next

Filter Al A5 W

Once you've chosen a template click Download to download a copy of the template as a Microsoft Word
document

The download template can then be used to create a page that will be published to the intranet as HTML (see
2.2.2. Publishing HTML Content)

2.2.4. Uploading a file

The Upload File option in the Content Publisher application allows you to upload a file to the intranet so that it can be
directly downloaded. As the file is given a direct URL it can be linked to from Content Published pages and other areas of
the intranet.

Step 1:
Step 2:
Step 3:
Step 4:

Step 5:

Select Content Management from the Content Publisher menu for your site.
Use the folder list to navigate to the folder in which you would like to upload the file
Click Upload File

Enter the File Title. You can also choose when the document becomes visible, when it expires and if you wish
to be notified before it expires. By default the document is immediately visible and does not expire.

Click Browse and select the file you would like to upload (Note: You are only permitted to upload file types that
have been specified. To add extra file types select Content Management > Advanced > Add File Type from
the Content Publisher menu for your site).
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Content Publisher
Sales > Content Publisher

EFEEE
[+ Content Publisher

Upload File
Steps: 2. File
+| 1. Details File | |[(Browse...
2. File
| The following file types are permitted for upload:
. 3.Finish

.doc .gif .jpg

If the file type you wish to upload is not listed, please contact your adminstrator,

= Back MNext > Cancel
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Step 6: Click Finish to create the upload the file. You will be returned to the Content Publisher folder view where you
can see HTML published pages in the HTML tab and uploaded files in the Downloads tab.

Content Publisher
Sales > Content Publisher

Sl EEl
D_u E;onhent Publisher

L) |About Us

Edit Documents - About Us

Options
= [saleslfabout/ (2 files)

Create Mew Folder Madify Falder Delete Falder Publish Dacument Upload File

HTML | Downloads All

Actions: E_Choose Action ... il il

Select: All, None
State  Filename — Document Title Date Modified Edit Copy Delete
Link
|| E preview.gif Sales Document 31/10/2006 4:28:00 PM Edit | Copy Delete

Page Length I 10 (W

Filter &l <

2.2.5. Adding links to uploaded files in HTML content pages

When you publish a Word document as a HTML content page you can embed links within that page. These links can be
to external websites or to resources within the intranet. The following section will demonstrate how to add a link to a
downloadable file that has been uploaded into the Content Publisher application (see above).

Step 1: Select Content Management from the Content Publisher menu for your site.

ADWEB Pty Ltd

ABN 13071 897 508
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Step 2. Use the folder list to navigate to the folder in which you have previously uploaded a file

Step 3: Click the Copy button in the Copy Link column to copy the URL of the downloadable file to your computer’s

clipboard

Content Publisher
Sales > Content Publisher

EilEEEl
D_u Content Publisher

) abaut Us

Edit Documents - About Us
Options
¢ [salesl/about/ (2 fies)
Delete Folder

Create Mew Folder Modify Folder

HTML | Downloads All

Select: all, None

State Filename —= Document Title

|| B preview.gif Sales Document

Publish Document Upload File

Date Modified

31/10/2006 4:28:00 PM

Filter ¢

Edit Copy Delete
Link

Edit | Copy Delete

Step 4: Open the Word document that you wish to publish as HTML (e.g. download one of the available templates)

Step 5: Highlight the text in the Word document where you wish to embed the link and select Hyperlink from the

Insert menu

Break...
Page Mumbers. .,

Dake and Time. ..

AukoText ]
Field...
Symbaol. ..
A Comrment
Reference »

RSl web Component. ..

Picture 3

g

Diagram...

P
@

Td

Tezk Box

Filg...

Chiject. ..

Bookmark. ..

|g) Hyvperlink, .. [\EZI:rI+K |

Step 6: Paste the copied link into the address field and click OK

Build a better intranet. Today.
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Insert Hyperlink

P

Text to display: |Downloen:|;\‘5 |

|[i‘| Templates - Classic Theme

ScreenTip,..

v &
E

Iﬂ_] ~fticle Heading.doc

81 Article Heading. dac

¥ Contact Us.dac

Iﬂ_] Elongated Content,doc

Iﬂ_] Glossary.doc

Iﬂ_] Heawy Text 2 Columns.doc
81 Hybrid Page.dac

IE_] Sectioned Text 3 Columns,doc

Iﬂ_] Simple Page 1 Column,doc

] weather.doc

Link o
Look in:
Existing File or
Web Page
Current
Folder
Flace in This
Document Browsed
Pages
Create Mew Recent
Dacument Files
Address:
E-mail Address

|i‘salesl,fabout,l’preview.gif

Bookmark. ..
Target Frame. ..

[ o

][ Cancel ]
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Step 7: Save the Word document and publish it through Content Publisher as usual (see above for instructions).

Step 8: When you access the page at the front end of the intranet the text with the embedded hyperlink will now

appear as a link on the page. Clicking on the link will download the file from the intranet.

2.2.6. Addling links to documents in the Document Manager from HTML content pages

When you publish a Word document as a HTML content page you can embed links within that page. These links can be
to external websites or to resources within the intranet. The following section will demonstrate how to add a link to a

document that has been uploaded into the Document Manager application (see above).

Step 1: Select Manage Documents from the Document Manager menu for your site.
Step 2: Use the folder list to navigate to the folder in which you have previously uploaded a document

Step 3: Click the Edit link for the document

Document Manager

EiEEEE
] _|J Document Manager

L _”

Sales > Document Manager

Options
= [sales1/DocumentManager/sales/

Create New Folder Edit Folder Delete Folder

Actions: | Choose Action ... (% | i
Select: All, None

— Title Language

Prices EN-AU

O &

Page Length |£_rl

Date Modified

30/10/2006 3:03:00 PM

Filter P

Add Document:

Edit Delete

Edit Dielete

Step 4: Click to the Bibliography tab and click the Copy Document Link button to copy the URL of the document file
to your computer’s clipboard
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Document Manager
Sales > Document Manager
ilﬂ]ililil Edit Document
D_IJ Document Manager
_IJ @ Details | Folder | Files | More Info | Bibliography
5. Bibliography
Title Prices
Description Sales prices
Link
Add Bibliography Copy Document Link,
— Title URL Delete
Page 1
1].4 Cancel Apply

Step 5: Open the Word document that you wish to publish as HTML (e.g. download one of the available templates)

Step 6: Highlight the text in the Word document where you wish to embed the link and select Hyperlink from the
Insert menu

Break...
Page Mumbers. ..

Date and Time. ..

AukoTexk 3
Field...
Symbol. ..
_d Comment
Reference 3

&4 Wish Component...
Picture 3
2:;' Diagram. ..
.g] Text Box
File...
Ohiject...
Bookmark. ..

. Hyperlink... . Ctrl+E
2 S

Step 7: Paste the copied link into the address field and click OK

Build a better intranet. Today.
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| ScreenTip, ..

Link to: Texk to display: |,I'sales1,l'DocumentManager,l'sales,l'prices,l'
I Look ins |@ Templates - Classic Theme Vl
Existing File or
weh Page 8] ~gticle Heading.doc ~ Bookmark. ..
J_ (,-:H"lée”t ] prticle Heading.doc
nicer ] Contact Us.dac Target Frame...
Bk i ke ] Elongated Content.doc
Document Browsed IEIJ Glossary.doc
Pages | ] Heavy Text 2 Columns.doc
1 ] Hybrid Page.dac -
Creats New Recert 1] Sfectioned Test 3 Columns. doc
BEEumE: Files | ] Simple Page 1 Column.dac
] weather.doc b
Address: |I'sales1,l'DocumentManager,l'sales,l'prices,l' w |
E-mail Address
I QK ] [ Cancel ]

Step 8:
Step 9:

Manager.

2.2.7. Version Control — Editing a HTML Content Page
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Save the Word document and publish it through Content Publisher as usual (see above for instructions).

When you access the page at the front end of the intranet the text with the embedded hyperlink will now
appear as a link on the page. Clicking on the link will allow you to download the document from the Document

When an update is made to a content page through the Content Publisher application a copy of the previous version is

maintained by the system.

Step 1: Select Content Management from the Content Publisher menu for your site.
Step 2: Use the folder list to navigate to the folder in which you have previously published a content page

Step 3: Click the Edit link for the HTML Content Page to be edited

Content Publisher
Sales > Content Publisher

EilEEEE
[1-{53 Content Publisher

-5 [pbout Us]

Edit Documents - About Us

Options
. [=salesl/about/ (1fies)
Delete Folder

Create Mew Folder Modify Folder

HTML | Downloads | All
» [t arse . R
Actions: | Choose Action ... :} il

Select: All, None
State Filename

Artide_Heading.html  About Us

O v

Page Length ! 10 i

- Document Title Date Modified

30/10/2006 3:32:00 PM

Filter

Publish Document

Upload File

<

Dfit. Edit Copy Delete

® Edit

Link

Copy Delete
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Step 4: Click the Download current source file link to download a copy of the Word document that was originally
published
(mteni_:Publisher

Sales > Content Publisher

ilﬂ!iliiil Edit Document

-5 Content Publisher Details | Metadata
About Ls
e [ous

HTHML Path

[sales/aboutus/ |About Us.himl

Created By  Super User 18/04/2007
Modified By  Super User 13/04/2007

SRR PR (] fotieck thic bisk o make thes pevie the Tome page: foé ths sl

Live Source  Download current source file
Document | |[ Browse... Upload

] enable ML Word formatting?
Oinby check this box if you have used drawing objects {Circles, Squares, Lines tc.) in your word docement.

Status There is currently no file in preview.,
Visible Date D

Expiry Date D

oK Cancel Apply

Step 5:  Amend the Word document as required
Step 6: Click the Browse button on Edit Document screen, select the updated file and click Upload

Step 7: Click Approve to approve the change. If necessary you can click View preview version to view a preview of
the updated page.

Content Publisher
Sales > Content Publisher

iﬁ'lylililil Edit Document

[1-[5) Content Publisher Detaile | Metadata

|5 About Us
(5 Ao us] Tite [About s

HItwEah Jsales{aboutus/ |About Us.html

Created By Super User 18/04/2007

Modified By Super User 18/04/2007

Home ¥ ate [7] hack this bax to make this page the home pags for this subsie)

Live Source Download current source file

Approve[Decline A new version of this document exists and has not been published.
Click the link below to preview the new version, and then select
either Approve to publish the document or Decline to cancel it.
View preview version  Download this document

Approve Decline
Visible Date D
Expiry Date D

0K Cancel Apply

Step 8: Click OK to save the change and return to the folder view
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When a HTML content page has been updated, previous versions of the page are retained. You can choose to rollback to
a previous version of the page if required.

Step 1. Select Content Management from the Content Publisher menu for your site.

Step 2: Use the folder list to navigate to the folder in which you have previously published a content page

Content Publisher
Sales > Content Publisher

EIFEIEE

[1-53) Content Publisher

Edit Documents - About Us
Options
v [sales1/about/ (2 fies)

Create Mew Folder Madify Falder

Delete Folder

Publish Daocument

Upload File

HTML | Downloads | All

Actions o st . 9]

Select: All, None
State Filename

O «

Artide_Heading.html « | About Us

Page Length ;J View Properties

e Filter
S Motify Me

] Version Con%. ]

— Document Title  Date Modified

1/11/2006 4:47:00 PM

Dfit. Edit Copy Delete

Link

& Edit | Copy Delete

Step 3:
down.
Step 4:
Version 1
¥ersion Control
About Version Control &

This screen displays the current and previous versions of this document.

The Current Version section displays the detailz of the most recently created version of this
document. Thig is the version of the document that is accessible within your site. It also provides a
link to download a copy of the current version.

The Previous Versions section displays a list of the previous versions of this document. Depending
on your system configuration, this may not indude every previous version, You can download a
copy of a previous version of a document by dicking the link in the Download File column.

A document can be reverted to a previous version of the document by selecting a radio button in
the Revert column and then dicking the COK button. This will create a copy of the selected document
and set it as the current version with a new version number.

Current Version

Current Version Number: 2

Created By Super User

Date Created 18/04/2007 10:29:51 AM

Download Current Version:  About Us,doc

| €

Previous Versions
Revert Version Download File Created By Date Created
@) i About Us.doc Super User 13/04/2007 10:26:37 AM
ek Gl |

Build a better intranet. Today.
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Step 5: The content page will now have reverted to the previous version. The newer version that was rollback from will
also be maintained as a version.

2.2.9. Check in/Check Out

If you are completing work on a HTML content page you can check the page out to ensure that other

administrators/publishers in the system do not make changes to the page while you are in the process of making updates.
Note: Check In/Out needs to be enabled at the subsite level when creating the subsite (see above).

Step 1: To check whether Check In/Out is enabled select Edit Subsite from the Subsite Admin menu for your site.

Di ) Subsite Admin

. g Edit Subsite
----- | Error Manager
----- B Admin Reports
‘. [f* Recyde Bin

Step 2: Ensure that the Enable Check In/Out checkbox is checked. If not check it and click OK

Subsites
Sales > Subsites > Edit Subsite

Edit Subsite

Subsite Details | Header Image | Administrators | Bread Crumb Bar | Search
Name

|Sa|es

Subsite Group Depariments
Folder Name  /sales1

Language English |+

Localized

e () Use Client Language

(¥} Use Subsite Language

Status URL: http: /fiddemolive fsales1
Enable Check
In/Out

oK Zancel Apply

Step 3: Select Content Management from the Content Publisher menu for your site.
Step 4: Use the folder list to navigate to the folder in which you have previously published the content page

Step 5: In the Folder view click on the Filename of the content page. Select Check Out from the menu that drops
down.

Build a better intranet. Today. gecroaott
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Content Publisher

Sales > Content Publisher

EFEIEIE

Content Publisher

{20 {About Us

Edit Documents - About Us

Publish Document Uplaad File

Options
= /salesl/about/ (2 files)
Create Mew Folder Modify Folder Delete Folder
HTML | Downloads | All
Actions: I_Choose Action ... ¥ | o
— Document Title Date Modified Dfit. Edit Copy Delete
Link
(® Edit | Copy Delete

Select: All, None
State Filename

Article_Heading.html «| About Us

O «
Page Length ﬁ’ View Properties

Check%t

W Notify Me

! Version Control.

1/11/2006 4:47:00 PM

Filter 2l <

Step 6:

Step 7:

Step 8:

Click OK to the notification that appears

The content page will now display a padlock
administrators/publishers will be able to edit this page.

Select Check In from the menu that drops down.

“a

Once you have finished uploading your changes you will need to check the page back in so that other
administrators can make changes in the future. In the Folder view click on the Filename of the content page.

Content Publisher
Sales > Content Publisher

Edit Documents - About Us

Publish Document Upload File

= | MI = | f| @t
(-3 Content Publisher Options
- Aot Us (5 /sales1/about/ (2 files)
Create Mew Folder Modify Folder Delete Folder
HTML | Downloads | All
Actions: | Choose Action ... (v "
Select: All, None
State Filename — Document Title Date Modified Dfit. Edit Copy Delete
Link
1112006 4:47:00PM (&) Edit | Copy Delete

[k

Artide_Heading.html «| About Us

O ¢
Page Length ;) View Properties
a Cherg In e
W Notify Me

Version Contral...

<
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Step 9: Click OK to the notification that appears.
Step 10: The content page is now able to be edited by other administrators/publishers

2.2.10. Content Notification
As an administrator/publisher you can choose to be notified when another administrator/publisher makes a change to a

HTML content page.

Step 1. Select Content Management from the Content Publisher menu for your site.
Step 2: Use the folder list to navigate to the folder in which you have previously published the content page

Step 3:
Content Publisher
Sales > Content Publisher

ECEIEIE

[+ Content Publisher

Edit Documents - About Us

Options

\_ [sales1/about/ (2 fies)

Create Mew Folder

Publish Document Uplaad File

Modify Folder Delete Folder

Select: all, Mone

O «

Page Lengt o)

E

a

HTML | Downloads | All
Actions:  Choose Action ... (v| "
State Filename
Artide_Heading. html« | About Us
View Properties

Filter <

@ chekout

Moiffy Me

— Document Title Date Modified Dfit. Edit Copy Delete
Link

& Edit |Copy

2/11/2006 12:20:00 PM

Version Contral...

Delete

filename again and selecting Cancel Notification.
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In the Folder view click on the Filename of the content page. Select Notify Me from the menu that drops down

Step 4: Click OK to the notification that appears. If another administrator/publisher makes a change to this HTML
content page you will be notified via email. You can cancel the notification at any time by clicking on the

Microsoft
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Content Publisher
Sales > Content Publisher
_ﬁfl & _ifl jl D]'ll Edit Documents - About Us
[0+ Content Publisher Options
i aboukls | = /sales1/about/ (2 fies)
Create New Folder Modify Folder Delete Faolder Publish Document Upload File
HTML | Downloads | All
Actions: | Choose Action.... | f
Select: Al, Nore
State Filename — Document Title Date Modified Dfit. Edit Copy Delete
Link
2/11/2006 12:20:00PM (&) Edit  Copy Delete

Article_Heading.html+ | About Us

O
Page Leng L View Properties

@ checkout Al
e Cancel %}ﬁcaﬁon

i Version Contral...

2.2.11. Content Expiry
When you create or edit a HTML content page you can set when the page becomes visible and when it expires (by
default it is visible immediately and never expires). You can also choose to be notified when the page is going to expire.

Step 1: Select Content Management from the Content Publisher menu for your site.

Step 2: Use the folder list to navigate to the folder in which you have previously published the content page (content
visibility and expiry dates can also be set when you are publishing a new page)

Step 3: Click the Edit link for the HTML Content Page to be edited

Build a better intranet. Today.
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Content Publisher
Sales > Content Publisher

&) 3] £35) &F] @R | Edit Documents - About Us

D_u Content Publisher Options
9 ot | [ /sales1/about/ (1ifies)
Publish Document Upload File

Create Mew Folder Modify Folder Delete Folder

HTML | Downloads | All
» [t arse . R
Actions: | Choose Action ... i‘ o
Select: All, None
State Filename - Document Title Date Modified Dfit. Edit Copy Delete
Link
(® Edit | Copy Dielete

30/10/2006 3:32:00 PM

O « Artide_Heading.html ~ About Us

Page Length !_IU__V_ 1
Filter 2l <

If you do not wish the page to be visible immediately, check the Visible Date check box and set the date when

Step 4:
the page will become visible.

If you wish to set an expiry date for the page, check the Expiry Date check box and set the expiry date. You
can also choose to be notified that the page is going to expire ahead of time.

Visible Date \7/11/2006 | [12]:[32] %
Expiry Date 1/12/2008 |E) & [12]:[20] &

O Motify Me One Day before Expiry
O Motify Me One Week before Expiry
{(*) Do not Motify Me before Expiry

2.2.12. Undelete
When you delete a HTML content page it is sent to a recycle bin. You can choose to ‘undelete’ a content page, thereby

restoring it to its original location
If you have deleted a HTML content page that you wish to restore, select Content Management from the

Step 1:
Content Publisher menu for your site.

Step 2. Click the il recycle bin icon to open the recycle bin for the Content Publisher

Build a better intranet. Today.
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Content Publisher
Sales > Content Publisher
EI HI ﬁl ii il Deleted Items
[ F:untent Publisher Actions: | Choose Action .. v‘
] Select: All, None
Title Folder Path Deleted By = Date Deleted
Fl @D About Us [zales1fabout/Artide_Heading.html Mary Tran 2/11/2006 4:34:00 PM Undelete
Page Length | 10 1
Filter A
Step 3: Click the Undelete button to restore the content page to its original location
Build a better intranet. Today.
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2.3. Publishing News

The News tool is generally used to publish news articles to the intranet in order to keep the user base informed of events
within the company.

2.3.1. Adding a news category
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As with most other applications it is necessary to set up your categories first. The following steps will guide you through
adding a news category. This category will be available for use within the current subsite and is used when selecting the
type of news to be displayed on the intranet site.

Step 1: Select Advanced from the News menu, then select Add Category.

] 2] Mews
i-Add News
Edit News

-Approve News
[I-Advanced
----- Edit Category

----- User Permissions

----- Subsite Submission

.. TestRSS

Step 2:
Step 3:

Enter the Name and URL Path for the news category as required.

Enter Details for the News Category (ensure that the Active checkbox is checked for the category to appear

at the front end). Note: for information on each of the items on the Detail screen please see the in built help
available by clicking Help in the top right hand corner of the screen.

News

Sales > News
Add Category

Steps:
+) 1.Name
2. Details
3. Permissions

4. Finish

News Source

RSS / ATOM URL

URL
Show Thumbnails

Defauit Thumbnail

Show Summary

Show RSS / ATOM News
Link

Show Archive News Link

Archive News Text

Show More Mews link

More News Text

No. of News Items
Active

Default Category
Allow users to submit
news

Feature Category

ORss Feed
(@ Datzbase

RSS [ ATOM Archive link [

®ves
Ono

| (Browse.. ]| Upload

Oves
®no

®ves
Onmo

@ ves
Ono

®ves
Ono

[5 =

O
[ (efault category for news in Layout Manager)
¥
O

< Back Next >

Cancel
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Step 4:

Step 5:
Step 6:
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The Permissions screen is displayed. If required, modify which admin users should be allowed to amend this
category.

Click Next to continue.
Click Finish to save.

When you go to publish news you need to ensure the category has been added to the layout first, unless it is
the default category.

2.3.2. Adding a news item

Step 1:
Step 2:

Step 3:

Step 4:

Step 5:
Step 6:

Select Add News from the News menu.

From the Category list, click on the news category you would like to add the article to. (Note: if only one
category has been created it will be selected automatically)

Click Next to continue.

Select the Visible Date that will be displayed on the article. To make the article appear only from a later date,
tick the Publish Date box, and select the required date. The news article can also be set to Expire on a
certain date and a notification can be sent to remind you.

Enter the article's News Title and News Summary.

To include a Thumbnail, click on Browse, select the appropriate file and click on Upload Thumbnail.

Hews

Sales > News

Add News
Steps: 2. Details
) A Lategury Lo 3Df10f2006 el ::I.E.‘E:E..{?K: v (Date to be displayed next to artide)
2. Details Publish Date 0
3. News Body

Expiry Date D

4. Submission News Title

5. Finish
MNews Title URL Link I
(Optionzl tite fink)

News Summary
(M= 1000 Characters)

s : | (Browse. )| Upload Thuménal

F1x50p)

< Back Next > Cancel

Step 7: Click Next to continue.

Step 8:

Enter the News Body for the article. Check the HTML box to include HTML tags.

Build a better intranet. Today. c"leﬁnc_i_'rc_l sF”InEI ln-

ADWEB Pty Ltd  ABN 13071 897 508 PO Box 450 Richmond VIC 3121 Australia P +613 98196333 F +613 98196533 www.intranetdashboard.com

48



iD

INTRANET
OASHBOARD

News

Sales > News

Add News

Steps:
+) 1.Category
| 2.Details
3. News Body
4. Submission

5. Finish

3. News Body

Jcoor — w[Hgnight ¥

dBRE o~ @ = W5

News [paragraph v |Font

Body —ooonl OO -
B I U =

S f >V EBE

< Back Next >

HmL [

Cancel

Step 9: Click Next to continue.

Step 10: Make optional changes to the submission details if required.

e Tick the News Approval box to approve the news now.

e To Submit News to other Subsites select the appropriate subsites from the list.

e Tick the Allow Subsites to edit this article box to make the article updated when edited from other

subsites.

Step 11: Click Next to continue.

Step 12: Check that the details are correct. Click on the Back button to make changes to previous pages.

Step 13: To preview the article click on Preview. A new window will pop up displaying the news article in the form it will
be in on the website.

Step 14: Click Finish to save.

Make sure your category of news has been added to the layout.

2.3.3. Adding an RSS/Atom feed

RSS and Atom feeds are syndicated sources of news and other information from external websites. By adding an
RSS/Atom news category dynamic content from an external source is available within your intranet.

Step 1. Select Advanced from the News menu, then select Add Category.

ADWEB Pty Ltd
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[}~ t] News

----- Add News

- Edit News

----- Approve MNews
[]-Advanced

- Edit Category
“User Permissions
~~Subsite Submission

- TestRSS

Step 2: Enter the Name and URL Path for the news category as required.
Step 3: On the Details screen select the RSS Feed radio button

Step 4: Inthe RSS/ATOM URL field enter the URL to the RSS/ATOM feed that you wish to subscribe to. This URL will
be available from the website of the news source e.g. Google

Step 5. Enter the rest of the Details for the News Category (ensure that the Active checkbox is checked for the
category to appear at the front end)

News

Sales > News

Add category
o Mews Source (@)RSS Feed
e O Database
2. Details SIS [nttosimews. gaogie.com. aujrshp?ie ~UTF-880e ~UTF -8k -entsb—u]

3. Permissions
RSS [ ATOM Archive link |~ ml
URL - |

4. Finish
Show Thumbnails

Defauit Thumbnail [ | (Browse... ]| Uplosd
Show Summary @)ves
Omo
Show RSS / ATOMNews @) yes
Link A
Show Archive News Link (%) yeg
Onio

Archive News Text

ShowMore News ik ) yeq
Oto

More News Text

MNo. of News Ttems 5'5 ’T,'}
Active

Defauit Categary [ (Default category for news in Layout Manager)

Allow users to submit
news

Feature Category 0

= Back Next > Cancel

Step 6: The Permissions screen is displayed. If required, modify which admin users should be allowed to amend this
category.

Step 7: Click Next to continue.

Step 8: Click Finish to save.

To display the RSS/ATOM feed, ensure the category has been added to the layout, unless it is the default
category.
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2.4. Adding Banner Ads (can also be used to link to external apps, pages, etc)

2.4.1. Creating locations

A location is a way of combining a number of ads that can be displayed in a particular position on the layout. For
example, a location may be named 'internal adverts'. A number of different ads (of the same height and width size) may
exist in this location, each with a relative priority determining how often the ad is shown (i.e. Rotating ads)

When adding a location through Layout Manager, you can select to just add Ad Manager to the layout or you can add a
particular ‘location’ or instance of Ad Manager. All locations you have created will appear in the application list of Layout
Manager. If you add Ad Manager, the default location will always be displayed. If you add a particular location, the ads
within that location (with their corresponding priorities) will be used.

Step 1: Select Advanced from the Ad Manager menu, then select Add Location.

[]- (=) Ad Manager

----- Add a Mew Ad

- Edit Ad

----- Manage Location

[I-Advanced

----- Add Category
----- Edit Category
----- Edit Location

----- Add Size

----- Edit Size

Step 2: Enter the Name of this location.
Step 3: Click Next to continue.
Step 4. Check that the details are correct. Click on the Back button to make changes to previous pages.

Step 5: Click Finish to save.

2.4.2. Adding an Ad size

When an Ad is created it is associated with a size (a height and width in pixels). The uploaded image will resize to this
size to ensure that it will fit into the location on the screen that you nominate.

Step 1: Select Advanced from the Ad Manager menu, then select Add Size.

[1- [z=] Ad Manager

----- Add a Mew Ad

- Edit Ad

----- Manage Location

[I-Advanced

----- Add Category
----- Edit Category
----- Add Location

----- Edit Location

----- Edit Size

Build a better intranet. Today. c“leﬁnc:i_'rc_l SF__FE’ ID-
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Step 2:
Step 3:
Step 4:
Step 5:
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Enter the Name of the size and the Ad Width and Ad Height in pixels.
Click Next to continue.
Check that the details are correct. Click on the Back button to make changes to previous pages.

Click Finish to save.

2.4.3. Creating categories

Step 1:

Step 2:
Step 3:
Step 4:
Step 5:

Select Advanced from the Ad Manager menu, then select Add Category.

0 ] Ad Manager
.ﬁ.dd a Mew Ad

- Edit Ad
é-----l"«"lanage Location
[-Advanced

----- Edit Category
----- Add Location
----- Edit Location

Enter the Name and Description for the category, and whether it should be active now.
Click Next to continue.
Check that the details are correct. Click on the Back button to make changes to previous pages.

Click Finish to save.

2.4.4. Adding anew ad

The following steps will guide you through uploading a new ad into the system. If you choose to share this ad, other
subsites will be able to access your ad to place it on their own subsite. You must have at least one ad category before
you can add an ad. Categories provide an effective way to group together ads of a similar nature together to help in
the management of your ads.

Step 1:
Step 2:
Step 3:
Step 4:
Step 5:

Select Add a New Ad from the Ad Manager menu.

Select the Category for the ad.

Click Next to continue.

Click Browse, select the image you would like to add and click on Upload File.

Select a Size for the ad (you can amend the alignment and padding settings if required)
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Step 6:
Step 7:
Step 8:
Step 9:

Step 10:
Step 11:
Step 12:
Step 13:
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Ad Manager
Sales > Ad Manager > Add a new Ad

Add a new Ad
Steps: 2. Image
+) 1.Category File Browse... Upload File
File Upload Successful :
2. Image File: 5622 logo.gif Delete File
3. Details Size __Central Banner (486x100) v._'
4. Link Align :-Center T~
5. Finish Vertical Align | Middle -
Padding Top 3 Right 3 _
Bottom (3 | Left |3 |

< Back Next = Cancel

Click Next to continue.
Enter the Ad Title, Description and Author.
Click Next to continue.

Enter the address of the Website the ad should link to, and select the method to Open In. The Website can be
an internal link within the intranet

Click Next to continue.
Check that the details are correct. Click on the Back button to make changes to previous pages.
Tick the Shared checkbox if you would like to share the ad for use in other subsites.

Click Finish to save.

2.4.5. Managing alocation

Now that an ad (or ads) has been created you need to specify which ad appears in the locations on the screen that you
have created.

Step 1:
Step 2:
Step 3:
Step 4:

Step 5:
Step 6:
Step 7:

Select Manage Location from the Ad Manager menu.

Click on the name of the location you wish to manage (e.g. the Internal adverts location created earlier)
Click Insert Ad

You can choose to:

e Insert and Shared Ad from another site

e Insert an Existing Ad that you have created

e Add and Insert a New Add in the same way you created an ad earlier

In this example choose Insert an Existing Ad

Select a Category

Select an Ad
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Option
Category

Select

@]

Page 1

Insert Ad in Location

(@] Option 1: Insert a Shared Ad

@ Option 2: Insert an Existing Ad

) Option 3: Add and Insert a New Ad

2: Insert an Existing Ad

Fill in the details below then dick OK to continue.

Intranet Banner | »

Ad Name

Banner

Size

486x100 Preview

0K Cancel

Step 8: Click OK to insert the ad into the location
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Step 9: With only one ad in the location it will appear 100% of the time. If you insert additional ads you can adjust the
priority of each one.

Step 10: Click OK To save the changes to the location

The location must be included in the layout of the site for the ad to appear. The location will appear as a

separate instance of the Ad Manager application in the Layout Manager application.

ADWEB Pty Ltd

ABN 13071 897 508

Build a better intranet. Today.

PO Box 450 Richmond VIC 3121 Australia

54

P +613 9819 6333

F +613 9819 6533

www.intranetdashboard.com



iD

INTRANET
OASHBOARD

2.5. Using Statistics Reporter
Please refer to this article for the initial set up procedure,
http://support.intranetdashboard.com/home/faq/43/37/83/FaqgQuestionFront.aspx?

Statistics Reporter allows users to view comprehensive statistics and metrics which provide vital feedback on the major
components of your intranet. There are three types of statistics you can view through Intranet DASHBOARD; general
stats, application stats and subsite group stats.

The statistics are based on the number of impressions, which is a visit to a page. General stats allow you to view the
number of impressions for each page in your subsite. Application stats allow you to view details of the activity within
each application. Subsite group stats allow you to compare the number of visits between subsite groups, and between
subsites within a group.

2.5.1. General Stats

General stats allow you to view the number of impressions for each page in your subsite. An Impression is a single visit
to a page.

Step 1. Select Statistics Report from the Statistics Reporter menu.

Step 2. Select General Stats.

Step 3: Select the time period you wish to view the statistics for using the From and To boxes.

Step 4: Click on Display Report.

Step 5: Click on Export to CSV if you would like to save these statistics to your computer.
2.5.2. Application Stats

Application stats allow you to view details of the activity within each application. For example, the number of news
articles added or the number of e-Postcards sent. You can view these details for a particular subsite, or for the whole of
your intranet.

Step 1. Select Statistics Report from the Statistics Reporter menu.
Step 2: Click on the Application Stats tab.

Step 3: Select the time period you wish to view the statistics for using the From and To boxes. If you wish to view
application statistics for a particular subsite only, select the Subsite from the list.

Step 4: Click on Display Report.

Step 5: Click on Export to CSV if you would like to save these statistics to your computer.
2.5.3. Subsite Group Stats

Subsite group stats allow you to compare the number of visits between subsite groups, and between subsites within a
group.

Step 1. Select Statistics Report from the Statistics Reporter menu.

Step 2: Click on the Subsite Group Stats tab.

Step 3: Select the time period you wish to view the statistics for using the From and To boxes.

Step 4: Click on Display Report.

Step 5: To view the details of individual subsites, click on the appropriate Subsite Group.
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3. Business Tools

3.1. Forms Manager

The Forms Manager is designed to manage your site’s downloadable or online forms. It provides an interface based on
categories and upon scenarios where there is a process that requires multiple forms to be filled out in a particular order.

3.1.1. Adding Regions

The Forms Manager is based around regions. Regions have particular subsites assigned to them so that forms can be
shared between particular groups of sites e.g. sites that belong to a particular region in an organization.

Step 1. Select Advanced > Add Region from the Forms Manager menu in your site

[]- EF| Forms Manager
----- Manage Forms
----- Lser Permissions
[]-Advanced
Edit Region
b Assian Subsite

Step 2: Enter a Name for the region and check the Active box to activate the region
Step 3: Click Next

Step 4: Select the sites that should be associated with this region. All sites within a region will share the same set of
forms

Step 5: Click Next

Step 6: Review the details of the region and click Finish to add the region

3.1.2. Managing Regions
Once regions exist you can change the region that your site belongs to.

Step 1: Select Advanced > Assign Subsite from the Forms Manager menu in your site

[1- ] Forms Manager
----- Manage Forms
----- Lser Permissions
[J-Advanced
----- Add Region
Edit Region

Aszign Subsite

Step 2: Select the region from the Region drop down list
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Forms Manager
Sales > Forms Manager > Assign Subsite To Region

Assign Subsite To Region

Details
Subsite Sales

Region

0K Cancel Apply

Step 3: Click OK to save your change. The site will now be assigned to your selected region.

3.1.3. Adding Categories

In order to add Forms to the Forms Manager it is necessary to create categories (essentially folders) in which to store the
forms.

Step 1: Select Manage Forms from the Forms Manager menu for your subsite.

Step 2. Select the category you would like to add the new folder into (the root category will be called Forms Manager).

B

Step 3: Click on the il button to create a new category.

Step 4: On the Details screen enter a Name and a Folder Name for the new category.
Check the Active checkbox in order to make the category active.

Enter the name and email address of the owner of this category in the Owner Name and Owner Email fields.
These details will allow end users to contact the owner if they have any comments/questions about the forms.
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Forms Manager

Sales > Forms Manager

Categories | Scenarios

EEEIEI

“-1l Forms Manager

Add Category

Steps:
1. Details

2. Description
3. 5ecurity
4. Permissions

5. Finish

1. Details
Create Category Within

| Name

Folder Mame

Active
Owner Name

Owner Email

[New Root Category]

|sales Forms

[sales1/Forms/ |salesforms

[20hn Smith

|superuser @intranetdashboard. com|

Next = Cancel

Step 5: Click Next to continue

Step 6: Enter a Description for the category

Step 7: Click Next to continue

Step 8: The Security screen is displayed. If required, modify which intranet website users you would like to be able to
access this folder. As the default, access shall be available to all users.

Step 9: The Permissions screen is displayed. If required, modify which admin users should be allowed to amend this

folder.

Step 10: Check that the details are correct. Click on the Back button to make changes to previous pages.

Step 11: Click Finish to save.

3.1.4. Adding Forms

The following steps will guide you through adding a new form. You must add a category before you can add a form.

Step 1. Select Manage Forms from the Document Manager menu in your subsite

Step 2: Use the folder list to navigate to the category you would like to add a form to.

ADWEB Pty Ltd  ABN 13071 897 508
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Step 3:
Step 4:

Step 5:
Step 6:

Step 7:
Step 8:
Step 9:
Step 10:
Step 11:
Step 12:
Step 13:
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Forms Manager

sales > Forms Manager

Categories  Scenarios Category Options
ilﬁlililil ¢ .= Forms Manager > Sales forms 1
[1-{&3) Forms Manager reate Mew Caktegary Edit Category Delete Category add Mew Form
L ’m‘
Forms
Actions: A dp

No Results Found.

Click on Add New Form
Enter a Title, Folder Name and Description.

The details of the owner of the category are automatically populated in the Owner Name and Owner Email
fields. You can choose to change this if required.

Uncheck the Display in “Most Viewed Forms” checkbox if you do not wish the form to appear in a list of
most viewed forms.

Click Next to continue

Click on Add Form. Enter the Title, select the Language of the form and either click Browse and locate the
document, or enter a website address. If you have an online form simply enter the URL to that form in the URL
field. Click OK.

Add Form
Title | |

Language | English v |

Form [ |[ Browse... ]

OR

1
URL | |

[al'4 Cancel

Repeat this process to add the form in other languages

Click Next to continue.

You can choose to upload a Word document containing More Info about the form.

Click Next to continue.

Tick the boxes corresponding to the category(s) you would like to add the form to.

Check that the details are correct. Click on the Back button to make changes to previous pages.

Click Finish to save.
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3.1.5. Version Control — Editing a form
When an update is made to a form through the Forms Manager application a copy of the previous version is maintained

by the system.

Step 1. Select Forms Manager from the Forms Manager menu for your site.
Step 2: Use the folder list to navigate to the category in which you have previously saved the form

Step 3: Click the Edit link for the form to be edited

Forms Manager
Sales > Forms Manager

Categories = Scenarios Category Options
&) &) &5 ot 8 G Snles Forms
155 Default Create Mew Category Edit Category Delete Category Add Mew Form

‘75 Sales Forms

Forms

Actinn:_Choose Action ... » | @

Select: All, None
Title

Views Last Updated Edit Delete

F Sales Proposal 0 13/04/2007 11:43:27 AM Edit Delete

Page Lengthl 10 |»

Filter 5

Step 4. Select the Forms tab on the Edit Form screen.

Forms Manager
Sales > Forms Manager

Categories | Scenarios Edit Form

EI yl ﬁl il Details | Forms | More Info | Category

Default
Add Farm

Sales Forms

-

Actions: | Choose Action ... vl i
Select: all, None

Title Language Edit Delete
Edit| | Delste

P B Sales Proposal English

Page Lengﬂ-|| 10 V| i
Filter 5

(1] 4 Cancel Apply
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Step 5: Click the Edit button

Edit File

Title |Sales Proposal

Language | English w |

Form |

|[ Browse... |

OR

|
B-
L File: Sales Proposal

(Max, 100 |

Chars)

K

Cancel

Step 6: Click the Browse button on Edit File screen, select the updated file

Step 7: Click OK to upload the updated file

Step 8: Click OK on the Forms tab screen to save the change and return to the folder view

3.1.6. Version Control — Rolling back to a Previous Version of a form
When a form has been updated, previous versions of the document are retained. You can choose to rollback to a

previous version of the form if required.

Step 1: Select Forms Manager from the Forms Manager menu for your site.

Step 2: Use the folder list to navigate to the folder in which you have previously added a form

Step 3: Click the Edit link for the form to be edited

Forms Manager
Sales > Forms Manager

Categories | Scenarios Category Options

Add Mew Form

Title

[l Sales Proposal

Page Lengihi 10w

- '_H Default Create Mew Category Edit Category Delete Categary
Forms
Actions:| Choose Action ... ~ | [®
Select: All, None

Filter

Views Last Updated
0 18/04/2007 11:48:27 AM

5

Edit Delete

Edit | Delete

Step 4: Select the Forms tab screen
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Forms Manager
Sales > Forms Manager

Categories | Scenarios

glal o«
125 Default

i3 Sales Forms

Edit Form

Details | Forms | More Info | Category

Actions: | Choose Action ... v | g

Select: all, None
Title
[ \= Sales Proposal

Page Length | 10 v

Add Farm
Language Edit Delete
English Edit | | Delete
Filter 5
(1] 4 Cancel Apply

Step 5:

Fnrms_l“lznager

Sales > Forms Manager

Categories | Scenarios
& s| &) @

Default

() Sales Forms

Edit Form
Details | Forms | More Info | Category
Add Form
An:ﬁnrrs:lChoose Action ... v u
Select: All, None
Title Language Edit Delete
- Sales Proposal « | English Edit  Delete
Page Length | 10 8 ‘ ;L View Properties
Check Out e Ao
% Notify Me
! Versic}%:onh'ol...
oK Cancel Apply

INTRANET
OASHBOARD

On the Forms tab click on the title of the form. Select Version Control from the menu that drops down.

Step 6: On the Version Control screen select the previous version that you would like to rollback to and click OK e.g.

Version 1

ADWEB Pty Ltd  ABN 13071 897 508
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¥ersion Control

|

About Version Control

This screen displays the current and previous versions of this document.

The Current Version section displays the details of the most recently created version of this
document. This is the version of the document that is accessible within your site, It also provides a
link to download a copy of the current version.

The Previous Versions section displays a list of the previous versions of this document. Depending
on your system configuration, this may not include every previous version. You can download a
copy of a previous version of a document by dicking the link in the Download File column.

A document can be reverted to & previous version of the document by selecting a radio button in
the Revert column and then dicking the OK button. This will create a copy of the selected document
and setit as the current version with a new version number,

Current Version

Current Version Number: 2

Created By Super User

Date Created 18/04/2007 11:54:31 AM

Download Current Version:  Sales Prices.doc

Previous Versions

Revert Version Download File Created By Date Created
£ 1 Sales Proposal.doc Super User 13/04/2007 11:43:21 AM
i
oK Zancel

Step 7: The document will now have reverted to the previous version. The newer version that was rollback from will
also be maintained as a version

3.1.7. Check in/Check Out

If you are completing work on a form you can check the form out to ensure that other administrators/publishers in the
system do not make changes to the form while you are in the process of making updates. Note: Check In/Out needs to be
enabled at the subsite level when creating the subsite (see above).

Step 1: To check whether Check In/Out is enabled select Edit Subsite from the Subsite Admin menu for your site.

Di ;gf Subsite &drin

: @LI Error Manager
- D Admin Reports
e [ Recyde Bin

Step 2. Ensure that the Enable Check In/Out checkbox is checked. If not check it and click OK

Build a better intranet. Today. cmauanﬂ. : .ng ID‘

ADWEB Pty Ltd  ABN 13071897 508 PO Box 450 Richmond VIC 3121 Australia P +61398196333 F+613 98196533 www.intranetdashboard.com
63



Subsites
Sales > Subsites > Edit Subsite

Edit Subsite

Subsite Details | Header Image | Administrators

Bread Crumb Bar

Name |sales

Subsite Group Depariments
Folder Name  [salesi

Language English |

Localized

e () Use Client Language

() Use Subsite Language

Enable Check
In/Out

0K

Status . & URL: http: /fiddemolive fsales1

Cancel

Search

Apply

Step 3: Select Forms Manager from the Forms Manager menu for your site.

Step 4. Use the folder list to navigate to the folder in which you have previously uploaded the form

Step 5:

Step 6:

Step 7:

Step 8:

ADWEB Pty Ltd  ABN 13071 897 508 PO Box 450 Richmond VIC 3121 Australia
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In the Folder view click on the title of the document. Select Check Out from the menu that drops down.

Forms Manager

Sales > Forms Manager

Acﬁons-i Choose Action ... 7_| o
Select: All, None
Title

[ | salesProposal B

Page Lengﬂ1|10 1| i’ View Properties

@ Chea‘_}{j}ut

UF Notify Me

Categories Scenarios Category Options
ilﬂ,ilil ¢ Sales Forms
-5 Default IW Edit Category Delete Category
5....15%
Forms

Views Last Updated

0 18/04/2007 11:54:38 AM

Filter 5

Add Mew Form

Edit

Edit

Delete

Delate

Click OK to the notification that appears

=
The form will now display a padlock g in the State field to indicate that it is checked out. No other
administrators/publishers will be able to upload a change to this form.

Once you have finished uploading your changes you will need to check the form back in so that other
administrators can make changes in the future. In the Folder view click on the title of the form. Select Check In

from the menu that drops down.
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64

P +613 9819 6333

F +613 9819 6533

Microsoft

CERTIFIED

www.intranetdashboard.com



INTRANET
OASHBOARD

Forms Manager
Sales > Forms Manager

Category Options

Categories | Scenarios
7 = sales Forms

Add Mew Form

EiESEE
[J-{c5 Default Create Mew Category Edit Category Delete Categary

----- (=5 Sales Forms
Forms

Actions:| Choose Action ... | 0}
Edit Delete

Views Last Updated
0 18/04/2007 11:54:38 AM

Select: All, None
Title
- Edit | Delete

Sales Proposal

U
Page Length |10_—VJ ;’ View Properties
a C@( o Filter 5
W Notfy Me

Step 9: Click OK to the notification that appears.
Step 10: Other administrators/publishers can now upload changes to the document.

3.1.8. Document Notification
As an administrator/publisher you can choose to be notified when another administrator/publisher uploads a change to a

form.
Step 5: Select Forms Manager from the Forms Manager menu for your site.
Step 6: Use the folder list to navigate to the folder in which you have previously uploaded the form

Step 7: In the Folder view click on the title of the form. Select Notify Me from the menu that drops down.

Forms Manager
Sales > Forms Manager

Category Options

Categories | Scenarios
¢ | Sales Forms

=1 FEE

[~ Default

Delete Categary Add Mew Farm

Edit Categaory

Create Mew Category

1_1| Sales Forms

Forms

Select: All, None
Title

[] | salesProposal

Page Length |_10__V|

Actions: | Choose Action ...

| at

;’ View Properties
@@ Check Out

w Nnﬁf@e

Views LastUpdated
0 18/04/2007 12:12:44 PM

Filter 3

Edit Delete

Edit Delete

Build a better intranet. Today.
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Step 8: Click OK to the notification that appears. If another administrator/publisher uploads a change to this form you
will be notified via email. You can cancel the naotification at any time by clicking on the title again and selecting

Cancel Notification.

Forms Manager

Sales > Forms Manager

Categories | Scenarios Category Options
_‘TI = JI il ¢# | sales Forms
[ Defauit Create New Category Edit Categary Delete Category Add Mew Form

i[5 Sales Forms
Forms
Actions: | Choose Action ...+ | il
Select: All, None

Title

Views Last Updated Edit Delete

¥ Sales Proposal - 0 18/04/2007 12:12:44PM Edit Delete

@ checkout Fitter All 5

B cancel r@caﬁon

3.1.9. Using Scenarios — Adding a Scenario Group
Certain processes within organizations require that multiple forms from different areas of the business are filled out. The
scenarios functionality is used to create processes for filling out multiple forms from different categories. The first step is

to add a Scenario Group.
Step 1: Select Forms Manager from the Forms Manager menu for your site

Step 2: Select the Scenarios tab in the folder view

Forms Manager
Sales > Forms Manager

Categories rios Home
_ﬁ-l MI _-}I i Welcome to the Forms Manager
g [ Default To add, edit or browse processes in this section, begin by selecting a category or scenario from the menu to the left.

To Create additional categories or scenarios to store processes, dick on the 'New Category' or ‘New Scenario’ button
in the left pane.

B
Click on the il button to create a new scenario group
On the Details screen enter a Name and a Folder Name for the new scenario group. Check the Active
checkbox in order to make the scenario group active.

Step 3:
Step 4:

Step 5: Click OK to save the scenario group

3.1.10. Using Scenarios — Adding a Scenario
A scenario group needs to exist before a scenario can be added.

Build a better intranet. Today.
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Step 1: Select Manage Forms from the Forms Manager menu for your subsite.
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Step 2: Select the Scenarios tab in the folder view and click on a scenario group that has previously been created

Step 3:

In the folder view click the Add New Scenario button

Forms Manager
Sales > Forms Manager

Categories | Scenarios
Eif=Eid
-5 Default

: ij MNew prospect

Scenario Group Options
& New prospect
Edit Scenario Group

Delete Scenario Group Add Mew Scenatio

Scenarios

Step 4. On the Details screen enter a Title, Folder Name and Summary for the scenario as well as an Owner Name
and Owner Email
Click Next to continue

On the Forms screen click on a form in the Available Forms section and use the horizontal arrows to add it to
the scenario. Repeat this process for each of the forms you would like to add to the scenario.

Step 5:
Step 6:

Once the forms have been added you can use the vertical arrows to change the order in which the forms will
appear

Forms Manager
Sales > Forms Manager

Categories | Scenarios Add Scenario
s s 1=
i, ﬂ’ il i‘ Steps: 2. Forms
Default
L& R + 1. Details Available Forms List of Forms in Scenaria
> J‘J Mews prospect - "
2. Forms | 0
Administration Forms] ||New prospect details

3. Finish -

[Sales Forms]
Sales Proposal

[r] [+

Form Details
Title New prospect details
Summary Mew prospect details
Document(s)

URL(s)

New prospect details

< Back Next = Cancel

Step 7: Click Next to continue
Step 8: Click Finish to save the scenario
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3.2. Project Space
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Project Space is a front end collaboration tool that provides project groups with a secure area in which to share

information. As Project Space is managed from the front end, it requires that users are authenticated before they can add
or enter a Project Space. The following instructions can also be provided to your front end users as they will be using the
Project Space tool.

3.2.1. Creating a new Project Space

A Project Space is added from the front end of the intranet.

Step 1:
Step 2:

Step 3:

Step 4:

Step 5:

Access the front end of your intranet and logon if required

Access Project Space from the Clever Tools list. If Project Space is not available, see the Enabling Clever

Tools topic earlier in this guide.

On the Introduction screen click Create a new Project Space

Project Space
Intreduction

Welcome to Project Space. Project Space is an online workspace built for a restricted audience of approximately 25 people or less, It allows
online collaboration for projects, team activities and group discussion across you organisation. Project Spaces are quidk and easy to setup
and configure allowing you to get your project up and running efficiently and effectively, giving you the time to focus an your project
deliverables.

How to use Project Space

To create a Project Space simply dlick the 'Create a new Project
Space' link below and follow the instructions. You will by default be
set up as the project administrator being able to add other team
members to your project thus giving them access to your Project
Space.

For easy access to your projects on the right your will see a list of
Project Spaces that you belong to.

Create a new Project Space

On the Project Details screen enter a Name, Directory Name and Description.

By default the Finish Date is set to one month from the creation date. You can choose to change this if

required.

Steps: 1. Project Details
Inttanet Content Develo
Di"e‘:""\’ jintranetcontent

) 2 Livelink Ham
Gateway P
Description |NDrma|

) 1. Project Hame
Details

v|[white v
B J U SESEE IDIEEE )RR 9 @ =

[ Times New Roman (3 (][ Calor
) 3. Background = — | i= =— &
Image

) 4. People The Intranet Content Development project

] 5. Finish

Created By Daniel McLeod

Creation
Date

peieh vate e |00 [ [58

13/11/2006

Cancel

Click Next to continue

Step 6: Click Next to continue past the Livelink Gateway option. This option is only available to sites that are running

ADWEB Pty Ltd  ABN 13071 897 508

integration with the Livelink document management system.
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Step 7: On the Background Image page you can choose to upload a different background image for the project
header.

Step 8: Click Next to continue

Step 9: The People screen allows you to add other members to the project. Type the person’s given or last name into
the Given Name or Last Name fields and click Search.

A set of Search Results will be returned. Click the Add button next to a user’s details to add them to the
project

There are 3 roles that can be assigned to a project member:

Member: A member can add and edit documents and information within the project but they cannot edit the
project details

Admin: An administrator can edit the project details as well as adding and editing documents and information
within the project

Owner: An owner can edit the project details as well as adding and editing documents and information within
the project

[oorged —————————————— |
Steps: 3. People
1. Project People
Details -
2. Livelink 2nc
ooy ) I
T3 Mame
3. Background
Image Search
DOWN
] 4. People
| 5. Finish
Remove | & Make Admin & Make Member & Make Owner
Search Results
Last Name Given Hame Email
Bairstow Stewart ADWEB\stew stewart.bairstow @adweb.com.au Add
Page 1
< Back Mext > Cancel

Step 10: Click Next to continue
Step 11: Check that the details are correct. Click on the Back button to make changes to previous pages.

Step 12: Click Finish to save. Users that have been assigned to this project will see it on the introductory Project Space
page in a list called Project Spaces you belong to

Project Space

Introduction

Welcome to Project Space. Project Space is an online workspace built for a restricted audience of approximately 25 people or less. It allows online
collaboration for projects, team activities and group discussion across you organisation. Project Spaces are quick and easy to set up and configure
allowing you to get your project up and running efficiently and effectively, giving you the time to focus on your project deliverables..

How to use Project Space -~ Project Space you belong to

To create a Project Space simply dick the ‘Create a new Project Space’ Intranet Content Development
link below and follow the instructions. You will by default be set up as the

project administrator being able to add other team members to your 10 |w
project thus giving them access to your Project Space. Page Length

For easy access to your projects on the right your wil see a list of
Project Spaces that you belong to.

Create a new Project Space

Build a better intranet. Today.
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3.2.2. Adding News
Members of a project can add news articles to share information with the project team.
Step 1: Access the front end of your intranet and logon if required
Step 2: Access Project Space from the Clever Tools list.
Step 3: Click on the name of the project you wish to add a news article to e.g. Intranet Content Development

Project Space

Introduction

Welcome to Project Space. Project Space is an online workspace built for a restricted audience of approximately 25 people or less, It allows online
collaboration for projects, team activities and group discussion across you organisation. Project Spaces are quick and easy to set up and configure
allowing you to get your project up and running efficiently and effectively, giving you the time to focus on your project deliverables..

How to use Project Space - Project Space you belong to

To create a Project Space simply dick the 'Create a new Project Space’ Intranet Content Development
link below and follow the instructions. You will by default be set up as the

project administrator being able to add other team members to your 10 |w
project thus giving them access to your Project Space. Page Length

Far easy access to your projects on the right your will see a list of
Project Spaces that you belong to.

Create a new Project Space

Step 4: In the section of the screen titled News Headlines click Add New Article

hoomeome |

More Mews | Add Mew Artice

Step 5: Enter the Article Date, Title, Summary and Body of the article. Once you are happy with the contents of the
article click Submit
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Amdevate  [wmaws |08 (20
Title |The Intrant Content Development projec|
The Intrant Content Development project has
kicked off, Please refer to this Project Space
?(ub:l;n):asr‘vm Chars)) regularly for updates
| |(Browse... )|  Upload Thumbnail
Thumbnail
(.JPG / .GIF)
(71 x 50 px)
|Normal L || Arial e || 3 v |Co|or v || White v|
B I U EE = = ' o oo | @ = @B
The Intrant Content Development project has kicked off. Please refer to this Project
Space regularly for updates. Documents, discussion forums, key dates and news items
will be posted here for and by the project team|
Body
HvL (]
Preview Reset Submit

Step 6: The article will now appear in the News Headlines area of the Project Space.

3.2.3. Adding Calendar events
Members of a project can add events to a shared project calendar.
Step 1: Access the front end of your intranet and logon if required
Step 2: Access Project Space from the Clever Tools list.
Step 3: Click on the name of the project you wish to add a news article to e.g. Intranet Content Development
Step 4: In the section of the screen titled Company Calendar click Add Event

Company Calendar Movember 2006

12 5un

132 Mon

14 Tue

15 Wed

16 Thu

Full Calendar| Add Event

Step 5. Enter the event Title, Category, Description and Date. You can also choose to upload a file or provide a link
associated with this event. Click OK to create the event.

Step 6: If the event is happening within the next few days it will appear in the calendar summary on the main Project
Space page. Clicking on Full Calendar allows you to see events for past, current and future months.
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3.2.4. Adding Document Folders

Members of a project can add documents to a shared project document manager. Before documents can be added a
document folder needs to be created.

Step 1:
Step 2:
Step 3:
Step 4:

Step 5:

Step 6:

Step 7:

Access the front end of your intranet and logon if required

Access Project Space from the Clever Tools list.

Click on the name of the project you wish to add a news article to e.g. Intranet Content Development
In the section of the screen titled Document Manager click Full Document Manager

| Document Manager

Recently Added Documents:

Full Document Manager | Add Mew Document

If you wish to create a subfolder select the root folder that you would like to create the subfolder within. The
root folder of the whole application is called Document Manager.

Click Create New Folder

Category Explorer: <] & Create New Folder Edit Folder

s Root Folder

Title Language

Enter the Name, Folder Name and a Description of the folder. Click Finish to create the folder. The folder
should now appear in the Category Explorer on the Full Document Manager screen.

3.2.5. Adding Documents

Members of a project can add documents to a shared project document manager. Before documents can be added a
document folder needs to be created.

Step 1:
Step 2:
Step 3:
Step 4:

Step 5:

Access the front end of your intranet and logon if required
Access Project Space from the Clever Tools list.
Click on the name of the project you wish to add a news article to e.g. Intranet Content Development

In the section of the screen titled Document Manager click Add New Document

Document Manager

Recently Added Documents:

Full Document Manager | Add Mew Document

Select the folder in which you wish to create the document and click the Add Document button

Document Manager

Category Explorer: <] Create New Folder Edit Folder Delete Folder Add Document

a o e

O-Document Manager

Documents containing the project schedule

Title Language
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Step 6:

Step 7:
Step 8:
Step 9:

Step 10:
Step 11:
Step 12:
Step 13:
Step 14:
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Enter a Title, URL Path, Description and Keywords for the document

You can also choose when the document becomes visible, when it expires and if you wish to be notified before
it expires. By default the document is immediately visible and does not expire.

Tick the boxes corresponding to the folder(s) you would like to add the file to.
Click Next to continue.

Click on Add Document. Select the Language of the document, enter the Title, Keywords and either click
Browse and locate the document, or enter a website address. Click OK.

k3

Language | English “ |

Title | |

Keywords

Form |

| Browse...

OR

URL | |

OK|| Cancel

Repeat this process to add the document in other languages.

Enter any Additional Information for the document on the More Info screen.
Click Next to continue.

If required, attach links to other documents using the Add Bibliography option

Click Finish to save

3.2.6. Managing your Forum profile

Members of a project can collaborate via a project forum. Before doing so, members can configure their forum profile.

Step 1:
Step 2:
Step 3:
Step 4:

Step 5:

ADWEB Pty Ltd

Access the front end of your intranet and logon if required
Access Project Space from the Clever Tools list.
Click on the name of the project you wish to add a news article to e.g. Intranet Content Development

In the section of the screen titled Forum click User Profile

Latest Posts Added:

Title Last Post

Full Forum | User Prafile | Manage Forum

Changes to not have to be made; however you can choose to configure the following:
Avatar: Allows you to upload an image that will appear next to your forum posts. E.g. a picture of yourself
Signature: Default text that will appear at the bottom of your forum posts

Notification Email Enabled: Whether you wish to enable to receipt of notification emails. If this is enabled you
can choose to be notified via email if one of your forum posts is replied to. NOTE: if this is not enabled you will
not receive a notification even if you check the Notification box for a forum post.

Build a better intranet. Today.
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Step 6:

Notification Email Format: The format of the notification emails that will be sent

ESSSS S

The Forum is an online discussion forum, which allows users to share ideas, post questions and have general discussions,

User Profile
Login dmcleod
Avatar Browse... Upload File Remove File

(Mote: If image is larger than 100px by 75px it will be resized.)

Signature

Preferences

Motification Email Enabled

@ves O

(Overrides the Email Notification setting assodated with topic)

Notification Email Format @HML O Text

oK Cancel

iD
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Apply

Once you have updated your User Profile, click OK to save the changes

3.2.7. Adding Forum Topics

Members of a project can collaborate via a project forum.

Step 1:
Step 2:
Step 3:
Step 4:

Step 5:

Step 6:

ADWEB Pty Ltd  ABN 13071897 508 PO Box 450 Richmond VIC 3121 Australia P +613 9819 6333

Access the front end of your intranet and logon if required
Access Project Space from the Clever Tools list.

Click on the name of the project you wish to add a news article to e.g. Intranet Content Development

In the section of the screen titled Forum click Full Forum

Latest Posts Added:

Title Last Post

Full Forum | User Prafile | Manage Forum

Click the New Topic button to add a new forum topic. If a topic already exists, you can reply to it be clicking

the Reply button.

Enter a Subject and a Message Body. Check the Notification check box if you would like to receive an email
when this forum topic is replied to. NOTE: you need to have enabled notification emails in you forum user
profile in order to receive emails. See the Managing your Forum Profile topic for further information.

Build a better intranet. Today.
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Step 7:
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The Forum is an onling discussion forum, which allows users to share ideas, post questions and have general discussions, & User Profile
Forum Index > Add Topic
Post a Reply
Subject ||
Message Body B |1 U || Quote ||URL ||Img | File

Font Color | Default % ‘ Font Size:| Mormal w
Notification [CInitify me when this topic is replied to.

Cancel Preview

Click Preview to see a preview of your post. Click OK to save your post

3.2.8. Adding Quicklinks

Members of a project can create Quick Links to online, project related resources.

Step 1:
Step 2:
Step 3:
Step 4:
Step 5:

Step 6:
Step 7:

Step 8:
Step 9:

Access the front end of your intranet and logon if required

Access Project Space from the Clever Tools list.

Click on the name of the project you wish to add a news article to e.g. Intranet Content Development
Click Add Quicklinks on the right hand side of the screen

Enter the Name and URL of the Quick Link. In the Link Location option you can choose whether the link
should appear in a list of a drop down on the Project Space interface.

Click Next to continue
Choose the Opening Method of the Quick Link.

Blank Window: The link will open in a new browser window. This is best for links to websites that are external
to the intranet

Javascript Popup: The link will open in a popup window

Current Window: The link will open in the current browser window. This is best for links to pages, documents
that are internal to the intranet.

Click Next to continue

Click Finish to save. The Quick Link should now appear on the right hand side of the main page of the project.

Build a better intranet. Today. CERTIFIED
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3.3. Contact Manager

The Contact Manager is a tool that can be used to create, browse and search a set of shared and personal contacts.

Shared contacts are available to all permitted users from the front end and can be added from the Admin system or from
the front end (if enabled). Personal contacts are added from the front end by front end users and are only available to the
front end user who added the contact.

3.3.1. Setting up Shared Contact Groups

Before shared contacts can be added, contact groups need to be established.

Step 1. Select Advanced > Add Contact Group from the Contact Manager menu for your site

Step 2:

Step 3:
Step 4:

Step 5:

- &3 Contact Manager

E'""Approve Contact
Cl-Advanced

‘Edit Contact Group
-SM5 Server Details
Contacts Administration
‘- Statistics

T, a0s
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Add a Name and a Description for the Contact Group. Check the Active box to make the group visible at the

front end.

Check the Allow Front End Submission box to allow users to submit contacts to this group at the front end

Check the Approval Required box to require administrative approval before contacts that are submitted from

the front end appear in

Click Next to continue

shared contact groups

If required, use the Security screen to modify which intranet website users you would like to be able to access
this group. As the default, access shall be available to all users.

Click Next to continue

Step 6: Click Finish to save to contact group

3.3.2. Adding Shared Group Contacts

Step 1. Select Add Contact from the Contact Manager menu for your site

CI- Q._!l!. Contact Manager

Edit Contact

----- Approve Contact

[J-Advanced
.-'-\dd Contact Group
g---"Edit Contact Group
SMS Server Details
g-----Contacts Administration
- Statistics
- Tags

Step 2: You can choose to search for and import user data from your repository of website users (this can be details
stored in Intranet DASHBOARD or in Active Directory). This step is optional.

Step 3:

ADWEB Pty Ltd

Click Next to continue
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Step 4. Choose the Contact Group(s) that the contact should be stored in. You can choose to add a new group from
this screen if required

Step 5: Click Next to continue

Step 6: Fill in the contact’'s Personal Details (not all details are compulsory)
Step 7: Click Next to continue

Step 8: Fill in the contact’'s Contact Details (not all details are compulsory)
Step 9: Click Next to continue

Step 10: Fill in the contact's Work Details (not all details are compulsory)
Step 11: Click Next to continue

Step 12: On the Display Details screen you can choose to set the Contact Priority Level, a Tag (see below for
information on adding tags), and upload an Image of the contact if one is available. Check the Approve box
for the contact to appear at the front end.

Step 13: Click Next to continue

Step 14: Confirm that the details are correct and click Finish to save the contact

3.3.3. Adding and using tags

Tags provide the opportunity to provide cross category groupings of contacts. For example, you may use tags to identify
the fire wardens in each department.

Step 1: Select Advanced > Tags from the Contact Manager menu for your site

----- Approve Contact
- Advanced

Add Contact Group
g""-Edit Contact Group
--§MS Server Details
Contacts Administration

Step 2: Click the Add Tag button
Step 3: On the Add/Edit Tag screen give the tag a Name, and a Color that will appear at the front end

Add/Edit Tag K|
Name | H

_____________________________

K

+ =+ =+ -] +]-

: #FFFEEF
: Unlodked

Step 4: Click OK to save the Tag and return to the Tags screen
Build a better intranet. Today. CERTIFIED
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4. Collaboration/Communication Tools
4.1. Quick Links

Quick Links is a tool that allows for the creation of lists of links that can be included in the layout of a site. These links can
be to external resources or to pages/applications within the intranet.

Individual Quick Links are stored within Groups, and Groups are stored within Categories.

4.1.1. Adding Quick Link Categories
Before groups of Quick Links can be created, at least one category needs to be created.

Step 1. Select Add Category from the Quick Links menu for your site

[1- == Quick Links
----- Add Quick Link
""" Edit Quick Link
----- Edit Category
----- Add Group

----- Edit Group

Step 2: Enter a Name and Description for your category (e.g. External Links). Check the Active box to make the
category active

Step 3: Click Next to continue

Step 4. The Permissions screen is displayed. If required, modify which admin users should be allowed to amend this
category.

Step 5: Click Next to continue
Step 6: Check that the details are correct. Click on the Back button to make changes to previous pages.

Step 7: Click Finish to save

4.1.2. Adding Quick Link Groups

Before individual Quick Links can be created, at least one group needs to be created and added to a category.
Step 1. Select Add Group from the Quick Links menu for your site

[]- == Quick Links
----- Add Quick Link
""" Edit Quick Link
----- Add Category
----- Edit Category

----- Edit Group

Step 2. Enter a Name and Description for your Group (e.g. Company Websites). Select a Category for this group to
reside in, check the Active box for the group to be available for use, and check the Is In Layout box if you
wish the group to be available to be included in the layout of your site.

Build a better intranet. Today. Cl_l“EﬂRc_:I_T_u_I___sE_FEi ln-
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If this is the first group created the Default check box will be selected automatically. If there are other groups

you can choose to make this the default group.

Step 3: Click Next to continue

Step 4. Check that the details are correct. Click on the Back button to make changes to previous pages.

Step 5: Click Finish to save

4.1.3. Adding Quick Links

Step 1: Select Add Quick Link from the Quick Links menu for your site

[]- == Quick Links
""" Edit Quick Link
----- Add Category
----- Edit Category
----- Add Group

----- Edit Group

Step 2: Select a previously created Category for this Quick Link
Step 3: Click Next to continue
Step 4: Select a previously created Group for this Quick Link

Step 5: Enter a Name for the link and provide the full URL. Choose the Location of the link:

e In alList of links

e InaDrop Down menu

Quick Links
Sales > Quick Links > Add Quick Link

Add Quick Link
Steps: 3. Details

.+ 1.Category Name [Intranet DASHBOARD site

+ 2 Group LURL Ihttp:ffwu\":\'.intranetdashbnard.com
3. Details Location [Lst (,“J
4. Opening

Method

5. Finish

< Back

MNext =

Cancel

Step 6: Click Next to continue
Step 7: Select the Open Method for the link:

e Blank Window: The link will open in a new browser window when clicked

e Javascript Popup: The link will open in a popup window when clicked

e Current Window: The link will open in the current browser window when clicked i.e. it will replace the

page that is displayed

Build a better intranet. Today.
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Step 8: Check that the details are correct. Click on the Back button to make changes to previous pages.

Step 9: Click Finish to save

4.1.4.

Including Quick Link Groups in a site’s layout

Once Quick Links have been created they can be included in the layout of a site in order to make them accessible to end

users.
Step 1:
Step 2:
Step 3:
Step 4:

ADWEB Pty Ltd

Ensure that the Is In Layout checkbox was checked when adding the Quick Link Group

Select Edit Layout from the Layout Manager menu for your site

Click on the image of the layout that is to be edited (usually the layout that is marked as Active)

The layout of the site will be displayed. Scroll to the bottom of the Applications list on the right hand side of
the screen. Near the bottom of the list will be an additional Quick Links application with the name of the group
you created earlier in brackets (e.g. Company Websites).

Click and drag the additional Quick Links application into the place in the layout where it should appear.

Layout Manager
Sales > Layout Manager

Search

#

MNews

% Document Manager

Content Left Content Right

Edit Layout
Steps: 2. Applications
| 1.Layout 1= Site Header Site List L e ~
s 3 - rrla' [&] iFrame Portlet -
2. Applications ad Meeting Room Bookin
Content o
3. = Forum 2F, People Search
_________ = @ Phonebooks
4. Finish e ) Project Space
U == Quick Links
G B4 Quick Pall

@ Sports Tipping
aﬂ Staff Offers

= Travel Agent
9[5 User Manager
@ world Time

— Ad Manager
= (Internal adverts)

:"J News
4 (Google News)

(5 Mews
4 (Sales News)
Qluick Links

‘*tcOmp,{{h.Y Websites) w

el
Next = |Quick Links {Company Websites)L
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Step 5:
Step 6:
Step 7:
Step 8:
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Document Manager

Content Left Content Right

Quick Links

a Sports Tipping
g.ﬂ Staff Offers
< Travel Agent
9& User Manager
@ world Time

Ad Manager
= {Internal adverts)
(&g News
61 {Google News)
[ig News
A (Sales News)

Layout Wr
Sales > Layout Manager
Edit Layout
Steps: 2. Applications
< 1.Layout = Site Header = Site List H Forms Manager ~
| [ =4 i =l 81 Lib
2. Applications \B| Image Library
B & iFrame Portlet
| 3. Details RaR Meeting Room Bookin
2
| 4. Finish 3f, People Search
- & Phonebacks
() Project Space
=P Quick Links
[ Search News B4 Quick Poll

Canicel

Nexkt >

Click Next to continue
Ensure that the Make Active checkbox is checked

Click Next to continue
Click Finish to save the changes. The front end layout for the site will now display the group of Quick Links in

the chosen position.
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4.2. FAQ

The FAQ tool allows for the creation of groups of frequently asked questions and their answers. The tool also provides
the ability to enable front end users to submit questions, rate questions and provide feedback on questions. Essentially,
the FAQ tool can be used to establish a knowledge base on a range of topics.

4.2.1. Adding an FAQ Group

Before frequently asked questions and their answers can be established, groups need to be created in which to store the
questions.

Step 1. Select Add Group from the FAQ menu for your site

- @) FAQ
Add Question
é-"--Edit Question
é--"-.ﬁ.ppruve Question
Q
é-----Edit Group
- Advanced
----- Add Instance
----- Edit Instance
- Import FAQ

Step 2. Enter the Group Name and check the Group Active box to allow the group to be seen at the front end. If the
Shared box is checked this group can be used in other subsites as well.

Step 3: Click Next to continue

Step 4: Confirm that the details are correct and click Finish to save

4.2.2. Adding Questions
Step 1: Select Add Question from the FAQ menu for your site

- {2) FAQ

;-----Edit Question
g-----Approve Question
Add Group

E---"Edit Group
[J-Advanced

----- Add Instance
dit Instance
‘- Import FAQ

Step 2. Select the previously created FAQ Group in which the question should be stored
Step 3: Click Next to continue

Step 4: Write the Question and Answer. Note: the Answer field is a Rich Text field that allows for the formatting of
text and the inclusion of links, files and images.

Step 5: Click Next to continue

Step 6: Check the Approve checkbox if you want to approve the question now. If you do not tick this checkbox, the
guestion will not be accessible from the intranet front end until it is approved.

Select the Publish to Instances checkbox if you would like to submit this question to all instances containing
any questions from the selected group. Please refer to the section below on Setting up an FAQ Instance for
an overview of FAQ Instances.

Build a better intranet. Today. c"lsﬁnc '_Tc. SF_ FE‘ ln-
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Click Next to continue

Confirm that the details are correct and click Finish to save

4.2.3. Setting up an FAQ Instance

Once groups and questions have been established, FAQ Instances need to be created to display the questions at the
front end of your intranet.

Step 1:

Step 2:

Step 3:

Select Advanced > Add Instance from the FAQ menu for your site

- (2) FAQ
Add Question
é-""Edit Question
é-"".ﬁ.ppruve Question
Add Group
é-----Edit Group
- Advanced
g-----Edit Instance
- Import FAQ

Add a Name, URL Path (the address of the instance) and Description for your FAQ Instance.

An Owner and Owner Email are also required so that front end users have a contact if they have any further
guestions relating to the instance.

Check the Active box to allow the instance to be seen at the front end.

Tick the Default Instance checkbox to make this instance the default. In layout manager, each instance with
layout manager integration exists separately in the application list. The application "FAQ" also exists on its
own. The instance that is displayed when "FAQ" is on the layout is the Default Instance. You can change the
Default Instance at any time by selecting the default instance checkbox. Note that any instance previously
selected as the default will be updated accordingly.

Tick the Layout manager integration if you would like this instance to appear in the application list in layout
manager. This will allow you to easily place this instance on the intranet website. If you do not select this
checkbox, the instance will still be accessible through linking to it from another application or page.

On the Content page you can choose the previously created groups and questions that should appear in this
instance. You will also be able to choose from groups that have been shared from other sites. Groups and
guestions can be included in multiple FAQ Instances.

In the Group Display Order section you can specify the order in which the chosen groups will appear on the
screen

Build a better intranet. Today. CERTIFIE >
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FAQ
Sales = FAQ

Add FAQ Instance

Steps: 2. Content
| 1.Details
2. Content éj--Josie 1 Group(s)
E1-5ales 1 Group(s)

3. Display g . i
Properties = [v] Intranet Questions 1 Question(s)

4. Feedback - [¥] How do T return to the home page if the Intranet w...

5. Finish

Group Display Order

[tntranet Questions

< Back Next = Canicel

Click Next to continue
On the Display Properties screen you can specify how the FAQs should display for this instance.

Check the Expand Questions and Answers checkbox to show the answers when a user first accesses the
page. If this box is unchecked, front end users will need to click on the question in order to expand the answer.

Check the Allow Front End Submission checkbox to allow front end users to submit questions from the
intranet website. Note that these questions will need to be approved through the administration system before
they become accessible from the intranet website.

Select the order in which questions should Sort.
Click Next to continue

On the Feedback screen you can choose to allow front end users to vote on the usefulness of questions and
provide comments as feedback by checking the Allow Voting and Allow Comments boxes.

Click Next to continue

Confirm that the details are correct and click Finish to save

4.2.4. Including an FAQ Instance in the layout of a site

Once an FAQ Instance has been created it can be included in the layout of a site in order to make it accessible to end

users.
Step 1:
Step 2:
Step 3:
Step 4:

Ensure that the Layout manager integration checkbox was checked when adding the FAQ Instance
Select Edit Layout from the Layout Manager menu for your site
Click on the image of the layout that is to be edited (usually the layout that is marked as Active)

The layout of the site will be displayed. Scroll to the bottom of the Applications list on the right hand side of
the screen. Near the bottom of the list will be an additional FAQ application with the name of the group you
created earlier in brackets (e.g. Company Websites).

Click and drag the additional Quick Links application into the place in the layout where it should appear.
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Step 5:
Step 6:
Step 7:
Step 8:
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I_a"._'uut_ Manager
Sales > Layout Manager

Edit Layout

Steps:
+) llayout
2. Applications
| 3.Details

| 4. Finish

Site List

C.Tools

Search

]

Content Left Content Right

Document Manager

Fan Meeting Room Bookin A
28 People Search i
6 Phonebooks

) Project Space

= Quick Links

B4 quick Poll

a Sports Tipping

&ﬂ Staff Offers

= Travel Agent

9& UserManager

€3 waorld Time

— Ad Manager
(Internal advers)

@y FAQ

G)(I anet Help)

L‘l‘] N s

< (s|FAQ (Intranet Help)|

[ News

e (Google Mews)

#QuickLinks -
(Company Websites)

Next =

Cancel

Layout Ma.nager
Sales > Layout Manager

Edit Layout

Steps:
+ 1.Layout
2. Applications
| 3.Details

| 4. Finish

2. Applications

Site Header [

Site List

Search

MNews

.

Content Left Content Right

Document Manager

FAQ

=] My wieTary ~
& iFrame Portiet =
Fan Meeting Room Bookin
2E, People Search

‘ Phonebooks

f) Project Space

== Quick Links

B4 quick Poll

ﬁ Sports Tipping

23 staff Offers

= Travel Agent

9& UserManager

€9 waorld Time

— Ad Manager

(Internal adverts)

[y Mews

A [Sales News)

[k MNews

‘“‘ij (GoogleMews)

_éﬁuick Links .
(Company Websites)

Next =

Caniel

Click Next to continue

Ensure that the Make Active checkbox is checked

Click Next to continue

Click Finish to save the changes. The front end layout for the site will now display the FAQ Instance in the

chosen position.
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4.3. Forum

The Forum application allows front end users to communicate with each other by posting news topics or replying to
existing topics. Topics are stored in categories that need to be established through the administration system of Intranet
DASHBOARD. Administrators can set a range of configuration options on categories and alter a range of overall
administration options.

4.3.1. Adding Forum Categories
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In order to allow front end users to post and reply to topics, categories and sub-categories need to be established in
which to store the topics.

Step 1: Select Advanced > Add Category from the Forum menu for your site

- _Jl Forum

Step 2:

Step 3:
Step 4:

4.3.2. Adding Forum SubCategories

o

‘Manage Forum
-Advanced

----- Edit Category

----- Add SubCategory

----- Edit SubCategory

----- Add Emote

----- Edit Emote

----- Forum Administration

----- User Profiles

Enter a Name, Folder Name (this will form part of the URL for the forum category) and a Description for the

category. Check the Active box to allow front end users to see the category.
Click Next to continue

Click Finish to save the changes

Now that an upper level category has been established, there is a need to create sub-categories in which to store the
actual topics.

Step 1. Select Advanced > Add SubCategory from the Forum menu for your site

- =% Forum

Manage Forum

Step 2:
Step 3:
Step 4:

Step 5:

.

Advanced

----- Add Category

----- Edit Category

----- Edit SubCategory

----- Add Emote

----- Edit Emote

----- Forum Administration

----- User Profiles

Select the Category in which to store the SubCategory

Click Next to continue

Enter a Name, Folder Name (this will form part of the URL for the forum category) and a Description for the

SubCategory. Check the Active box to allow front end users to see the SubCategory.

Click Next to continue

ADWEB Pty Ltd
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Step 6: Enter details that will appear in the Header of the screen for this SubCategory when a user accesses it from
the front end

Step 7: Click Next to continue

Step 8: Check the boxes on the Permissions screen to set the permissions on the SubCategory

Check the View box if you want to allow intranet website users to view the topics within the subcategory.
If unchecked, users will be able to view the subcategory name and description but be unable to view the
topics contained within it.

Check the Read box if you want to allow users to view topics and messages within the subcategory. If
unchecked, users will be able to view the details of each topic contained within the subcategory, but not
the messages.

Check the Reply box if you want to allow users to reply to messages contained within the subcategory.

Check the Edit Own box if you want to allow users to edit their own messages contained within the
subcategory.

Check the Delete Own box if you want to allow users to delete their own messages contained within the
subcategory.

Check the Allow Sticky Topics box if you want to allow forum administrators to post sticky topics within
the subcategory.

Check the Allow Announcements box if you want to allow forum administrators to post Announcements
within the subcategory.

Step 9: Click Next to continue

Step 10: The Security screen is displayed. If required, modify which intranet website users you would like to be able to
access this SubCategory. As the default, access shall be available to all users.

Step 11: Click Next to continue

Step 12: Confirm that the details are correct and click Finish to save

4.3.3. Forum Administration

Now that categories and subcategories are created to allow front end users to add topics, Administrators may also wish to
configure the way the forum is administered.

Step 1. Select Advanced > Forum Administration from the Forum menu for your site

Step 2: On the Details tab screen you can set an number of administration options:

ADWEB Pty Ltd

Check the Allow Emotes box if you want to allow emotes to be added to forum messages. An example
of an emote is '&=
The Days Before Old value defines how many days it takes from a topic first being posted until it is set

as old (The topic will display as new until that time). An "OIld" topic will display with a grey folder icon
before it.

The Days Before Archive value defines how many days it takes from a topic first being posted until it is
set as archived (The topic is no longer viewable on the intranet website).

The Posts Before Hot value defines how many message posts it takes for a topic to be set as hot. A
"Hot" topic will display a yellow folder icon with a flame before it.

Check the Display User Ranking box if you want to show a forum users ranking to the side of each
message post (The ranking is based on a 5 star system, 1 star being the lowest and 5 stars being the
highest).
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The Rank One Post Level value defines how many message posts a forum user must make in order to
obtain a rank one post level.

The Rank Two Post Level value defines how many message posts a forum user must make in order to
obtain a rank two post level.

The Rank Three Post Level value defines how many message posts a forum user must make in order to
obtain a rank three post level.

The Rank Four Post Level value defines how many message posts a forum user must make in order to
obtain a rank four post level.

The Rank Five Post Level value defines how many message posts a forum user must make in order to
obtain a rank five post level.

Check the Show number of posts box if you want to show the number of posts that a user has
contributed to the forum

Enter Alternate Button Text if you want to change the text that displays on the button that allows users
to add a new topic. If this is left blank the default text ‘New Topic’ will display for the button

Forum

Sales = Forum

Forum Administration

Details Header

Allow Emotes il

Days Before Old |10

Days Before Archive [170

Posts Before Hot [sn

Display User Ranking Ll

Rank One Post Level 1o | towest)
Rank Two Post Level 50

Rank Three Post Level [100

Rank Four Post Level |500

Rank Five Post Level 'IEID_D {Highest)

Show number of posts

Alternative Button Text
If left blank uses default text

oK Cancel Apply

Step 3: On the Header tab screen you can enter text that appears on the initial forum index page on the front end of
your site. It can be used to describe the use of the forum tool.

Step 4. Click OK to save your changes

ADWEB Pty Ltd
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4.3.4. Adding Forum Posts

Although the forum is aimed at providing an area for front end users to communicate and collaborate, Administrators of
the system can also post and reply to topics.

Step 1. Select Manage Forum from the Forum menu for your site

- _Jl Forum

[I-Advanced

----- Add Category

----- Edit Category

----- Add SubCategory

----- Edit SubCategory

----- Add Emote

----- Edit Emate

----- Forum Administration

----- User Profiles

Step 2: A list of Categories and SubCategories will be displayed
Step 3: Click Create Topic next to the SubCategory that you wish to add a topic to
Step 4: Add a Subject and a Message Body

Forum
Sales > Forum
Add/Reply to Post
Forum Main > Prospects > Add Topic
Post a Reply
Subject |
Message Body B || I U Quote | URL | Img | File |
Font Color: | Default || Font Size:| Normal v
LIS & normal
O sticky
O Announcement
OF. Cancel Preview

Step 5: Click OK to save the topic
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4.4. Feedback Director

The Feedback Director application allows you to create simple or advanced online forms for front end users to submit
information. This guide will take you through creating basic feedback director pages; please see the Help for information
on using the Advanced Feedback Director features to created advanced online forms.

4.4.1. Adding a Feedback Page

Step 1. Select Add Feedback Page from the Feedback Director menu for your site

- 35—‘ Feedbadk Director

----- Add Recipient

----- Edit Recipient

----- Edit Feedback Page

----- Add Adv Feedback Page
----- Edit Adv Feedback Page
----- Approve Response

----- Show Approved

Step 2. Enter a Title for the feedback page. To add Feedback Options type the option into the text box and click Add.
These options will appear in a drop down list at the front end.

Check Allow Anonymous Feedback to allow front end users to submit the form anonymously

Check Set As Default/Master Feedback Page to set this as the default feedback page for the subsite. This
means that if the Feedback Director application is dragged into the layout using Layout Manager it will link to
this feedback page.

Feedback Director
Sales > Feedback Director > Add Feedback Page

Add Feedback Page

Steps: 1. Details
Lpetads = [Sales Feedback
2. Recipients Feedback Options I 1
bl :“How dol..? '
Whereis ...?
| Remaowve
Allow Anonymous Feedback F

Set As Default/Master Feedback
Page

Next = Cancel

Step 3: Click Next to continue

Step 4: The recipients screen allows you to add multiple people who will be sent an email containing the contents of
the feedback form when it is submitted. To add a recipient enter a Name and Email and click Add. Repeat this
process to add additional recipients.

In order for all the added recipients to receive the email, hold down the control key on your keyboard and click
on all the require names so that they are highlighted
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Steps:
) 1.
2.

j 3.

Feedback Director
Sales = Feedback Director > Add Feedback Page

Add Feedback Page

2. Recipients
Details Add Recipient s I
Recipients
Email: ]
Finish
OR Select Redpient{s):
{Hold CTRL to select multiple}

Administrator (administrator @adweb.com.au )
Superuser {superuser@adweb. com.au

< Back MNext =

Add

Cancel

Step 5: Click Next to continue

Step 6: If the summary details are correct click Finish to save the feedback form
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If the page was set as the Site Default it will be used when the Feedback Director application is added to the
layout. If not, the Copy Link button on the Edit Feedback Page screen to copy the link to the page and link to
it from other areas in the intranet (e.g. from the navigation or a content published page).

Please see the Help for information on creating advanced online forms using the Add Adv Feedback Page
option.
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This completes the Quickstart User Guide

Other instructions can be found in the Installation and Set-up guides available from the Intranet DASHBOARD support
site http://support.intranetdashboard.com. Access ‘Help’ in the top right-hand corner of the Administration screen
for more detailed instructions on how to set up the individual applications and the options available to you.

- The Intranet DASHBOARD Team
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