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Preface

Preface

"Your intranet should bring daily value to employees - then you have a healthy and thriving
intranet community." - Bill Rogers, Ektron CEO

A compelling intranet site can be challenging to develop. To meet the needs of the individuals
and departments of your company, there are many factors you need to consider to address the
complexity and usefulness of an intranet. A company changes as it grows; competition,
expansion, or geographic changes mean that you need an agile and quickly modifiable intranet
that will adjust with you.

Ektron has studied the needs of customers like you and is using its own experience with
intranets, and using Best Practices for Navigation and clear content styles. Ektron elntranet
reduces the stress of building and deploying an intranet site by providing pre-built web pages for
you that you can customize easily.

You can boost productivity, raise employee morale, and improve a company's bottom line with
an effective intranet. Communication and collaboration in a company improves with intranets
that are compelling and timely.

Ektron elntranet gives you the confidence that you can adapt and deploy your intranet securely
and easily.
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Chapter 1

Getting Started with Ektron
elntranet

The Ektron elntranet is built on Ektron's powerful CMS400.NET.

What do you get with Ektron eIntranet?

The Ektron elntranet site is ready to use with pages, templates, and easy
customization. The Ektron elntranet comes with the following:
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elntranet Area Description

The Ektron elntranet home page displays dynamic up-to-date content from
many sources of information, making it valuable for daily use. You can

H P
omerage easily move, add, and delete this content using Ektron's PageBuilder tech-
nology, literally dragging and dropping the content wherever you want it.
Manage content that is important to your departmental functions. Ektron
Department . .
. elntranet comes preloaded with department landing pages. You can add,
Landing Pages S
change, or delete departments to match your organization.
Give your people one area to find forms, policies, office and building maps,
Employee . .
Resources newsletters, and social networking forums. Ektron elntranet lets you

customize your human resources area to fit your company's needs.

Keep the members of your intranet informed about industry news, special
News and Events events, messages from the CEO and management. As your colleagues
add new content, they automatically display in the news list.

Lets you customize your profile and settings to deliver content that is

My |
Y Intranet important to you and your job.

o Over 50 types of widgets that you can drag and drop onto your
Ektron elntranet site pages.

¢ Social media functionality for users and groups.

e Secure login credentials through your current network authorization

Additional f
dditional features with Active Directory and LDAP, or through your own list of users.

o Group privacy and distribution functions.

o Micro-messaging notification system to email, cell phones (SMS),
and on-page activity streams.

Priority space "above the fold" is for attractive design, easy-to-recognize menu and search
navigation, and other links.

What can Ektron elntranet do?

The Ektron elntranet is ready to customize for your organization, using *‘
easy-to-use yet powerful PageBuilder technology. You can choose from :
several page templates and drag and drop blocks of functional content
called widgets onto the page. Some widgets are so flexible, you can put
what you want in them and display them at specified times or conditions. ... ——

The Ektron elntranet lets you post the following:

» Time-specific information such as upcoming events, activity streams, news, and
announcements are easy to spot.

Getting Started with Ektron elntranet
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Getting Started with Ektron elntranet

A "Photo Of The Day" calls attention to important achievements, events, or people in your
company.

= The CEO's blog keeps a direct line of communication with all employees.

= Quick Reference Links and Phone Book block provide reference to important or often-
needed information.

= Twitter feeds also may be important to you to quickly hear from your customers and your
market.

= Ektron's standard widgets include CMS400.NET functionality such as Content, Search,
Collections, and Blogs, and also many popular widgets like YouTube, Twitter, FaceBook,
and more.

What benefits can my organization get from Ektron eIntranet?

The Ektron elntranet is ready to help you and your employees achieve common business goals
and increase operational efficiency by connecting your employees and growing your knowledge
base through a collaborative and productive network.

= Enable your employees to share their knowledge and experience with others in your
company.

» Establish collaborative project and social groups that provide open and accurate
communication that is timely and relevant.

= Post and display your activities, activities of your colleagues, and the activities of project
or interest groups through on-page activity streams, Twitter feeds, RSS feeds, or email
notification, which you can customize in your profile settings.

= Enable blogging for more extensive management communication or human interest
stories.

» Provide access to documentation, photos, forms, and other assets. You can control access
to individuals, to groups, or to everyone.

Ektron elntranet Requirements:
Because this site is a powerful intranet for use inside firewalls, privileges are determined for
each CMS400.NET user. Membership user functionality is not included for the Ektron elntranet
site.

= Only CMS400.NET users have access to the Ektron elntranet site.

» Aliasing is enabled by default. Do not disable aliasing because it will cause errors in
department pages.

= Do NOT delete the Settings content block at Workarea > Content > Folders > Setup in
CMS400.NET.

= Do NOT delete the Settings Smartform.
= You must maintain the taxonomy and folder structure.

You can find online help anywhere you see and click the help icon (‘&').

infarmation abaut

- E Clxwesemae  Eor complete information about Ektron's CMS400.NET, see the Ektron
ﬁ W etk CMS400.NET Reference Manual.

For the latest versions of Ektron documentation, go to
http://www.ektron.com/documentation/
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Touring the Home Page

The default Ektron elntranet home page contains information and features that employees need
daily. The following figure shows the default home page with each page section outlined for
easier identification. A widget icon further identifies the type of widget used to create the
content on the page.
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The following table describes each of the blocks in the figure.
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Block & Widget Used Function

Site Navigation Tools
(upper right)

Touring the Home Page

Use the Site Navigation tools to search the Ektron elntranet site. You can
log in to page edit mode, view the site map, and go to the Welcome Guide
page. After you log in, you also can add a department page and enter the
Workarea of the CMS400.NET.

Site Navigation Menus
(upper left)

Use Site Navigation menus to go to Department pages, Employee
Resources, News and Events, and your personal space on My Intranet.

|@) Getting started

Launches the elntranet online help: Getting Started with Ektron elntranet.

Upcoming Events

Communicate important dates and events scheduled on the Company
Calendar. The list of events is ordered from your next upcoming event to
later events.. For information about its properties, see el_UpcomingEvents
Widget on page 187. See also Displaying Upcoming Events on page 71.

Quick Reference

Create links to important or often-used content that you want accessible to
all people from the home page using the el _Collection widget . For
information about its properties, see el _Collection Widget on page 169. see
also Adding Links to the Quick Reference Collection Widget on page 80.

Phone Book

-

Display important phone numbers you want accessible to everyone from
the home page using the el_ContentBlock widget. For information about its
properties, see el_ContentBlock Widget on page 171. See also Changing
the Contents of the Phone Book on page 80.

Getting Started with Ektron elntranet
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Block & Widget Used Function

Photo of the Day

0

e _P hoto 0 TT he Day

Add a photo to the Photo Of The Day to highlight a story or event, or
recognize outstanding contributions from your work force, using the el_
PhotoOfTheDay widget. You can add a caption, print, or email the photo.
For information about its properties, see el _PhotoOf TheDay Widget on
page 182. See also Changing the Photo of the Day on page 73.

From the CEO's Blog

9

See the latest Blog from the CEO on the home page using the el _
RecentBlogPosts widget. When the CEO creates a new entry in this blog,
this teaser appears on the front page. For information about its properties,
see el_RecentBlogPosts Widget on page 184. See also Adding Entries to
the CEQO's Blog on page 83.

News
Display news items that affect your organization using the el_ListSummary
= Title widget. In this case, the items are News type content with the newest entry
T S at the top. You can choose to automatically scroll the content. For
I information about its properties, see el_ListSummary Widget on page 175.
eI ListSammany See also Displaying News Items on page 87.
Announcements ) o ) .
Display announcements to your organization using the el_ListSummary
= Title widget. In this case, the items are text entry type with the newest
B announcements at the top. You can choose to automatically scroll the
I content. For information about its properties, seeel_ListSummary Widget
el ListStmmary on page 175. see also Creating and Displaying Announcements on page 84.
Activity Stream Display the activity of people and groups in your Ektron elntranet with
whom you have connected using the el_ActivityStream widget . You can
& News

td
E

choose the types of information you want to see from your colleagues and
groups, such as blogs, comments, micro-messaging status, and so on. For
information about its properties, see el_ActivityStream Widget on page
165. See also Customizing the Activity Stream on page 76.

Twitter

Display news and content from outside your organization using the
TwitterFeed widget. Keep in touch with what customers and others are
saying about your product and services by setting the feed to show Tweets
that are related to your company or industry.

Getting Started with Ektron elntranet
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Touring the Default Department Pages

Touring the Default Department Pages

The Ektron elntranet comes with the following default department pages.

e Departments > Engineering below

e Departments > Marketing on page 18

e Departments > Human Resources on page 21
e Departments > Sales on page 24

e Departments > Training on page 27

For information about managing department pages, see the following:
= To create a new department, see Creating a New Department Landing Page on page 93.

= To modify an existing department page, see Modifying an Existing Department Page on
page 92.

= To delete an existing department page, see Deleting a Department from the elntranet Site
on page 94.

Tasks for modifying department pages are similar to modifying the home page, which is
described in Editing the Default Home Page on page 70.

Task Section

Add or delete members from the group Adding Members to a Restricted Group on page 129

Add content to News Displaying News Items on page 87

Add events to Upcoming Events Displaying Upcoming Events on page 71
Customize the Activity Stream Customizing the Activity Stream on page 76
Add assets to the Collateral Adding Assets to the Intranet on page 98
Add blog entries to the blog Adding Entries to the CEO's Blog on page 83

Departments > Engineering

The default Ektron elntranet Engineering department page contains information and features
that are related to engineering activity, such as release build announcements, members in the
Engineering organization, new feature requests, and activity in the department.The following
figure shows the default Engineering page.

Getting Started with Ektron elntranet
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Intranet i ——

My Irtranet Welcome, Application! “ou have 0 unread

Search this section. ..

Activity Stream

Engineering Collateral

Highest Rated | | Most Recent | | Most Viewed

Collateral Collapse All Engineering News From the Engineering Blog

News _

Blog
Everits

The following table describes each area of the page.

Block Function

Use the Site Navigation tools to search the Intranet site. You also
Site Navigation Tools can log out of page edit mode, add or delete a department page,
(upper right) view the site map, go to the Welcome Guide page, and enter the
Workarea of the CMS400.NET.

Use Site Navigation menus to go to Department pages, Employee
Resources, News and Events, and your personal space on My Intra-
net.

Site Navigation Menus
(upper left)

Getting Started with Ektron elntranet
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Departments > Engineering

Block Function

Breadcrumbs help you see where you are on the elntranet site. The
breadcrumb in the figure indicates that it is the Engineering depart-

Breadcrumb bar ment home page. Breadcrumbs also are navigation links. You can
click Home to go to the home page, or other links on the bread-
crumb trail to go to those pages.

Quick link navigation

block This box of links connects you to important or often-used content.

Members
Displays the members of the Engineering department. This content

block uses the el_CommunityGroupMembers widget to show

m‘ members in a community group. Administrators can add, remove,
and invite others to the group. For information about its properties,
see el_Community GroupMembers Widget on page 170.

Engineering News
Displays news items that affect the Engineering department using

= Title the el_ListSummary widget to show a list of content. For
J information about its properties, see el_ListSummary Widget on
page 175. In this case, the type of content is News with the newest
entry at the top. You can choose to automatically scroll the content.

= Title

Upcoming Engineering

Events
Communicates important dates and events to members of the
3 Engineering department using the el_UpcomingEvents widget to
7 show a list of scheduled calendar events. For information about its
Bl properties, see el_UpcomingEvents Widget on page 187.
Activity Stream , . .
Displays the activity of people and groups with whom you have con-
B News nected using the ei_ActivityStream widget. Administrators can
Q — determine the types of information that appears, such as blogs, com-

ments, micro-messaging status, and so on. For information about
its properties, see el_ActivityStream Widget on page 165.

Getting Started with Ektron elntranet
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Block Function

Engineering Collateral

Views
Rating
Recent

Displays a list of content using the ei_News widget. For information
about its properties, see el_News Widget on page 179. The newest
and highest rated content is at the top.

From the Engineering
Blog

~g

Displays the content of the blog entries that are stored in the
Engineering Blog folder of CMS400.NET.

Departments > Marketing

The default Ektron elntranet Marketing department page contains information and features that
are related to Marketing, such as industry news, most requested collateral, members of the
Marketing organization, and activity in the department. The following figure shows the default

Marketing page.
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Departments > Marketing

Intranet 5* “

My Intranet Wilcome, Applicatio

Home : Departments : Marketing : Home Search this s=ction. ..

Activity Stream

Collateral Rack

Highest Rated | | Most Recent || Most Viewed

« Collateral Collapse All
« Press Release
o Mews

« Blog
« Euents

The following table describes each area of the page.

Function

Use the Site Navigation tools to search the Intranet site. You also

Site Navigation Tools can log out of page edit mode, add a department page, view the site
(upper right) map, go to the Welcome Guide page, and enter the Workarea of the
CMS400.NET.

Use Site Navigation menus to go to Department pages, Employee
Resources, News and Events, and your personal space on My Intra-
net.

Site Navigation Menus
(upper left)

Getting Started with Ektron elntranet
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Block Function

Breadcrumbs help you see where you are on the elntranet site. The
breadcrumb in the figure indicates that it is the Marketing depart-

Breadcrumb bar ment home page. Breadcrumbs also are navigation links. You can
click Home to go to the home page, or other links on the bread-
crumb trail to go to those pages.

Quick link navigation

block This box of links connects you to important or often-used content.

Marketing Group

Members Displays the members of the Marketing department. This content
block uses the el_CommunityGroupMembers widget to show

-~ members in a community group. Administrators can add, remove,

“‘ and invite others to the group. For information about its properties,

see el_Community GroupMembers Widget on page 170.

Marketing News
Displays news items that affect the Marketing department using the

= Title el_ListSummary widget to show a list of content. For information
J about its properties, see el_ListSummary Widget on page 175. In
this case, the type of content is News with the newest entry at the
top. You can choose to automatically scroll the content.

L |t.!e

Upcoming Marketing

Events
Communicates important dates and events to members of the
5 Marketing department using the el_UpcomingEvents widget to
] show a list of scheduled calendar events. For information about its
E properties, see el _UpcomingEvents Widget on page 187.
Activity Stream , . ,
Displays the activity of people and groups with whom you have con-
® News nected using the ei_ActivityStream widget. Administrators can
ﬂ — determine the types of information that appears, such as blogs,

comments, micro-messaging status, and so on. For information
about its properties, see el_Activity Stream Widget on page 165.

Getting Started with Ektron elntranet
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Departments > Human Resources

Block Function

Collateral Rack

Views Displays a list of content using the ei_News widget. For information
Rating about its properties, see el _News Widget on page 179. The newest
Recent and highest rated content is at the top.

From the Marketing
Blog

' Displays the content of the blog entries that are stored in the
[y Marketing Blog folder of CMS400.NET.

Departments > Human Resources

The default Ektron elntranet Human Resources (HR) department page contains information and
features that are related to HR activity, such as common forms, company announcements, job
postings, and a schedule of events. The following figure shows the default HR page.
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Intranet e

Collateral
News
Blog
Everits

My Irtranet Welcome, Application! “fou have

Activity Stream

HumanResources Collateral

Highest Rated | | Most Recent | | Most Viewed

Collapse All ERmriRe s s From the HumanResources Blog

oo 9T

[
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HR. Prospectives

HR Fr

MIlY| HF Prospectives

HR: Monthly Mtg.
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The following table describes each area of the page.

Block Function

Use the Site Navigation tools to search the Intranet site. You also
can log out of page edit mode, add a department page, view the site
map, go to the Welcome Guide page, and enter the Workarea of the

Site Navigation Tools

(upper right)

CMS400.NET.

Search this section... Sear

Site Navigation Menus

(upper left)

net.

Use Site Navigation menus to go to Department pages, Employee
Resources, News and Events, and your personal space on My Intra-

Getting Started with Ektron elntranet
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Departments > Human Resources

Block Function

Breadcrumbs help you see where you are on the Ektron elntranet
site. The breadcrumb in the figure indicates that it is the Human

Breadcrumb bar Resources department home page. Breadcrumbs also are navi-
gation links. You can click Home to go to the home page, or other
links on the breadcrumb trail to go to those pages.

Quick link navigation This box of links connects you to important or often-used content.

block
Members
Displays the members of the HR department. This content block
uses the el_CommunityGroupMembers widget to show members in
m‘ a community group. Administrators can add, remove, and invite
others to the group. For information about its properties, see el
Community GroupMembers Widget on page 170.
HumanResources
News Displays news items that affect the HR department using the el_
i ListSummary widget to show a list of content. For information about
ummary its properties, see el_ListSummary Widget on page 175. In this
= Title case, the type of content is News with the newest entry at the top.
e You can choose to automatically scroll the content.
Upcoming
HumanResources
Events Communicates important dates and events to members of the HR
= department using the el_UpcomingEvents widget to show a list of
& scheduled calendar events. For information about its properties, see
_g el_UpcomingEvents Widget on page 187.
Activity Stream , . .
Displays the activity of people and groups with whom you have con-
® News nected using the ei_ActivityStream widget. Administrators can
ﬂ — determine the types of information that appears, such as blogs, com-

ments, micro-messaging status, and so on. For information about
its properties, see el_ActivityStream Widget on page 165.
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Block Function

HumanResources
Collateral
Displays a list of content using the ei_News widget. For information
Views about its properties, see el _News Widget on page 179. The newest

E:Z.",ﬁ and highest rated content is at the top.

From the
HumanResources Blog

' Displays the content of the blog entries that are stored in the
[ HumanResources Blog folder of CMS400.NET.

Departments > Sales

The default Ektron elntranet Sales department page contains information and features that are
related to Sales interests, such as deals that are closed, upcoming events, the salesperson of
the month, members in the Sales organization, and activity in the department. The following
figure shows the default Sales page.
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Departments > Sales

Intranet | . C‘

My Intranet Welcome, Application!

Home : Departments : Sakes : Home Search this section... —earch

Activity Stream

Sales Collateral

Highest Rated | | Most Recent | | Most Viewed

Collateral Collapze A1l From the Sales Bleg

Mews

Sales News

Reports

The following table describes each area of the page.

Block Function

Use the Site Navigation tools to search the Ektron elntranet site. You
Site Navigation Tools also can log out of page edit mode, add a department page, view the
(upper right) site map, go to the Welcome Guide page, and enter the Workarea of
the CMS400.NET.

Use Site Navigation menus to go to Department pages, Employee
Resources, News and Events, and your personal space on My Intra-
net.

Site Navigation Menus
(upper left)
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Block Function

Breadcrumb bar

Breadcrumbs help you see where you are on the Ektron elntranet site.
The breadcrumb in the figure indicates that it is the Sales department
home page. Breadcrumbs also are navigation links. You can click
Home to go to the home page, or other links on the breadcrumb trail to
go to those pages.

Quick link navigation

This box of links connects you to important or often-used content.

block
Members
Displays the members of the Sales department. This content block
uses the el_CommunityGroupMembers widget to show members in a
-~ . oy o
ﬂ‘ community group. Administrators can add, remove, and invite others
to the group. For information about its properties, see el
Community GroupMembers Widget on page 170.
Sales News i , . :
Display news items that affect the Sales department using the el_List-
= Title Summary widget to show a list of content. For information about its
T properties, see el_ListSummary Widget on page 175. In this case, the

type of content is News with the newest entry at the top. You can
choose to automatically scroll the content.

Upcoming Sales

Events

Communicate important dates and events to members of the Sales
w1 department using the el_UpcomingEvents widget to show a list of
7] scheduled calendar events. For information about its properties, see
Bl el_UpcomingEvents Widget on page 187.

Activity Stream i . .

Displays the activity of people and groups with whom you have con-

® News nected using the ei_ActivityStream widget. Administrators can deter-

=

mine the types of information that appears, such as blogs, comments,
micro-messaging status, and so on. For information about its prop-
erties, see el_ActivityStream Widget on page 165.
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Departments > Training

Block Function

Sales Collateral

Views Displays a list of content using the ei_News widget. For information
Rating about its properties, see el_News Widget on page 179. The newest
Recent

and highest rated content is at the top.

From the Sales Blog

’ Displays the content of the blog entries that are stored in the Sales
' Blog folder of CMS400.NET.

Departments > Training

The default Ektron elntranet Training department page contains information and features that
are related to training, such as class schedule announcements, members of the training staff,
links to videos, and news in the department. The following figure shows the default Training
page.

Intranet e
My Intranet Welcome, Application!

Home - Departments raining : Home Search this s=ction. ..

Activity Stream

Training Collateral

i & Application
] Administrator Highest Rated | | Most Recent | | Most Viewed
|

Collateral Collapse All Training Hews From the Training Blog

Hews

Blog e
Events Upcoming Training Events 3 T ah

MV Training Wask 2

The following table describes each area of the page.
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Block Function

Use the Site Navigation tools to search the Intranet site. You also

Site Navigation Tools can log out of page edit mode, add a department page, view the site
(upper right) map, go to the Welcome Guide page, and enter the Workarea of the
CMS400.NET.

Use Site Navigation menus to go to Department pages, Employee
Resources, News and Events, and your personal space on My Intra-
net.

Site Navigation Menus
(upper left)

Breadcrumbs help you see where you are on the Ektron elntranet
site. The breadcrumb in the figure indicates that it is the Training

Breadcrumb bar department home page. Breadcrumbs also are navigation links. You
can click Home to go to the home page, or other links on the bread-
crumb trail to go to those pages.

Quick link navigation

Connects you to important or often-used content.
block

Members
Displays the members of the Training department. This content

block uses the el_Community GroupMembers widget to show

m‘ members in a community group. Administrators can add, remove,
and invite others to the group. For information about its properties,
see el_Community GroupMembers Widget on page 170.

Training News
Displays news items that affect the Training department using the

= Title el_ListSummary widget to show a list of content. For information
J about its properties, see el_ListSummary Widget on page 175. In
this case, the type of content is News with the newest entry at the
top. You can choose to automatically scroll the content.

T |t_!E

Upcoming Training

Events
Communicates important dates and events to members of the
= Training department using the el_UpcomingEvents widget to show a
e list of scheduled calendar events. For information about its
Bl properties, see el _UpcomingEvents Widget on page 187.
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Touring the Default Employee Resources Pages

Block Function

Activity Stream
ty Displays the activity of people and groups with whom you have con-
® News nected using the ei_ActivityStream widget. Administrators can deter-

comments, micro-messaging status, and so on. For information

g — mine the types of information that appears, such as blogs,
9] S about its properties, see el ActivityStream Widget on page 165.

Training Collateral

Displays a list of content using the ei_News widget. For information

Views
Rating about its properties, see el _News Widget on page 179. The newest
Recent and highest rated content is at the top.

From the Training
Blog

' Displays the content of the blog entries that are stored in the Training
- Blog folder of CMS400.NET.

Touring the Default Employee Resources Pages

The Ektron elntranet comes with the following default Employee Resources pages.

e Employee Resources > Welcome Guide on next page

e Employee Resources > Book a Conference Room on page 32
e Employee Resources > Request IT Help on page 33

e Employee Resources > Forums on page 36

e Employee Resources > Employee Handbook on page 38

e Employee Resources > Newsletters on page 40

e Employee Resources > Office Locations on page 41

e Employee Resources > Building Maps on page 43

e Employee Resources > Site Map on page 45

e Creating a New Employee Resource Page on page 100
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Employee Resources > Welcome Guide

The default Welcome Guide page (shown in the following figure) in the Employee Resources area
displays information you want new employees and visitors to see. People can rate the content
with the star ratings, add the page to their Favorites, email a link of the page to a colleague, or
send the page to a printer.

Intranet O | | "‘

My Intranet Welcome, Application!  “You have 0

[ Welcome Guide Welcome Guide

Bo Conferance Room

Entering/Leaving the building

Benefits
Employess may sign up for medical and dentsl benefits through the HR department.

Holidays

The company is closed on the following holidays:

| Add Comment

The following table describes each area of the page.

Block Function

Use the Site Navigation tools to search the Ektron elntranet site.
Site Navigation Tools You also can log out of page edit mode, add a department page,
(upper right) view the site map, go to the Welcome Guide page, and enter the
Workarea of the CMS400.NET.

Use Site Navigation menus to go to Department pages, Employee
Resources, News and Events, and your personal space on My Intra-
net.

Site Navigation Menus
(upper left)
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Employee Resources > Welcome Guide

Function

Breadcrumbs help you see where you are on the Ektron elntranet
site. The breadcrumb in the figure indicates that it is the Welcome

Breadcrumb bar Guide page in the Employee Resources area. Breadcrumbs also are
navigation links. You can click Home to go to the home page, or
other links on the breadcrumb trail to go to those pages.

Quick link navigation

block This box of links connects you to important or often-used content.

You can edit this form by clicking on the silver access point (=) and

Welcome Guide choose Edit.

To modify the Welcome Guide text, click on the silver access point () and choose Edit. The
following figure shows the Workarea Editor that appears with the content in it. You can change
the title (for example, to "Getting Started," which also changes the menu item in Employee

Resources), and the text on the page. Click Publish (@) to activate your changes.

& CMS400 Edit Content - Microsoft Internet Explorer provided by Ektron, Inc. & " Elﬂlﬂ—hj
. - T N T e -

CMS et

version. 5,07 (aluREN
Edit Content in Folder "Welcome Guide"

0 unread messages

Desktop Library Settings Reports Help

PEREEER x| ®
Title:  Welcome Guide [English (U.5.)] .
L
: Summary Metadata Alias Schedule Comment Templates Category
||
& v @ el [ I
A Apply Style * Paragraph Style = |
= @ =

m

Entering/Leaving the building

Please use the key card provided to you on your first day to enter the building. If you are the last to leave for the day,
| please remember to setthe alarm. If you lose your key card, contact the HR administrator for a new one. ||

| Benefits
| Employees may sign up for medical and dental benefits through the HR department.

|| Holidays

The company is closed on the following holidays:

Mew Years Day

Memorial Day [
Independence Day

Labor Day

Thanksgiving

Christmas Day i

4 1 2 b

Done €5 Local intranet | Protected Mode: Off g v H100% -
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Employee Resources > Book a Conference Room

The default Conference Room Calendar page (shown in the following figure) in the Employee
Resources area is where you display the schedule of conference room bookings. To add a
booking, double click on a day in the calendar and enter the data in the editor that appears.
Hover over an existing booking to pop up details about the booking. For information about
calendars, see the following additional information.

» Setting Up a Company Calendar on page 106

» Changing the Calendars that Appear on a WebCalendar Widget on page 111

» Adding Calendar Events on page 107

» Placing a WebCalendar Widget on a Page on page 106

Intranet a
she Colleagues || Groups AR
w My Intranet Weldcome, Application! “fou have O unread messages My Profile
Home : Employes Resources : Conference Room
£ w H Conference Room Calendar
Welcome Guide
i Book A Conference Room
@ Request T Help Dzy Week ' Month
Sun Mon Tue Wed Thas Fri Sat
3 31 1 2 4
Markoating Wesicyy e Ry Marksting Wesicyy
Smias Trawing Ry
1 11 1
Marketing Weekiy ermane: Review Marketing Weekiy
Sabes T ] e’ Foeview
12 14 15 1 1 1 1
Markoating Wesicly e Ry Marksting Wesicyy
Smias Trawming man Ay
1 4
Marketing Weekiy ermane: Review Marketing Weekiy
Sabes T ] e’ Foeview
01 Ju 3
Markoating Wesicly e Ry Marksting Wesicly
Smias Trawming man Ay

The following table describes each area of the page.
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Employee Resources > Request IT Help

Block Function

Use the Site Navigation tools to search the Intranet site. You also

Site Navigation Tools can log out of page edit mode, add a department page, view the site
(upper right) map, go to the Welcome Guide page, and enter the Workarea of the
CMS400.NET.

Use Site Navigation menus to go to Department pages, Employee
Resources, News and Events, and your personal space on My Intra-
net.

Site Navigation Menus
(upper left)

Breadcrumbs help you see where you are on the Ektron elntranet
site. The breadcrumb in the figure indicates that it is the Conference

Breadcrumb bar Room page in the Employee Resources area. Breadcrumbs also
are navigation links. You can click Home to go to the home page, or
other links on the breadcrumb trail to go to those pages.

Quick link navigation

e This box of links connects you to important or often-used content.

The text "Conference Room Calendar" displays using the el _
Header widget. You can name it anything you want. For information
about its properties, see el _Header Widget on page 174.

Conference Room Cal-
endar

Placing the WebCalendar widget on a page gives you automatic

(Ot calendar functions for you to schedule events.

Employee Resources > Request IT Help

The default Request IT Help page (shown in the following figure) in the Employee Resources
area is where you submit request for IT support. You can set up email or activity stream
notification for one or more of the IT staff, when you click Submit Request.
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Intranet

My Irtranet Welcome, Application

Request IT Help

If your issue is extremely urgent, call x53555 for IT Help. Please visit the IT Knowledge Base to see if there is
already a solution to your issue. If you cannot find the answer here and still need help, please fill cut the form
below.

o0

ubject:

Urgent (| cannot proceed with my work until this is resolved)
Important (I can still proceed with my work, but this issue is slowing my productivity)
Net Urgent (This issue is bothersome, but | can still preceed with my work normally)

| Submit Request |

| Add Comment

The following table describes each area of the page.

Function

Use the Site Navigation tools to search the Intranet site. You also

Site Navigation Tools can log out of page edit mode, add a department page, view the site
(upper right) map, go to the Welcome Guide page, and enter the Workarea of the
CMS400.NET.
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Employee Resources > Request IT Help

Block Function

Use Site Navigation menus to go to Department pages, Employee
Resources, News and Events, and your personal space on My Intra-
net.

Site Navigation Menus
(upper left)

Breadcrumbs help you see where you are on the Ektron elntranet
site. The breadcrumb in the figure indicates that it is the Request

Breadcrumb bar IT Help page in the Employee Resources area. Breadcrumbs also
are navigation links. You can click Home to go to the home page, or
other links on the breadcrumb trail to go to those pages.

Quick link navigation

block This box of links connects you to important or often-used content.

You can edit this form by clicking on the silver access point (+) and

Request IT Help choose Edit.

To modify the Request IT Help form, click on the silver access point (i2) and choose Edit. The
following figure shows the Workarea Editor that appears with the form content in it.

You can change the title (to "IT Help Request Form" as in the following figure, which also
changes the menu item in Employee Resources), the text on the page, and the names for the
fields and buttons. If you want to make more comprehensive changes to the form, see the
Working with HTML Forms section in the Ektron CMS400.NET Reference Manual for detailed
information.
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& CMSA00 Edit Content - Microsoft Internet Explorer provided by Ektron, Inc. — — “ Elﬂlﬂ—hJ
CMS

Version: 8.01 (Build 8.0.
Edit Content in Folder "IT Help"

Ll SO

Title:  IT Help Request Form [English (U.5.)]

0 unread messages

Desktop | Content | Library Settings Reports Help

E Post back message Metadata Alias Schedule Comment Templates Category

| 4 | e @

| | apply Style ~ Paragraph Style v| | | |

I[&E - @B E s E FMEFE9 w7 R 1

=If your issue is extremely urgent, call x5555 for IT Help. Please visit the IT Knowledge Base to see if there is already a
solution to your issue. If you cannot find the answer here and still need help, please fill out the form below.

m

MName:

Phone:

[
|
Email:
Subject: [
: |
|

What is the urgency of this issue?

Urgent (I cannot proceed with my work until this is resolved)
Important {1 can still proceed with my work, but this issue is slowing my productivity)
Mot Urgent (This issue is bothersome, but | can still proceed with my work normally) H

a4 11 S

|
1
& Submit Request i |

€ Local intranet | Protected Mode: Off g v HI1M0% -

For information about viewing IT requests that have been submitted, see Viewing IT Requests
on page 157.

Employee Resources > Forums

The default Forums page (shown in the following figure) in the Employee Resources area is
where your employees join in collaborative and social networking. The site administrator can
create new forums, and assign permissions to a person to moderate a forum. Moderating gives
the moderator added controls to ensure the forum keeps on track with its charter. For more
information about community groups, see Creating Community Groups on page 117.
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Employee Resources > Forums

Intranet | . C‘

m My Intranet Welcome, Application!

Forums
= £ | | seanie)
Forum Topics Posts Last Post

General Information

7 Anno

ments

The following table describes each area of the page.

Block Function

Use the Site Navigation tools to search the Ektron elntranet site.
Site Navigation Tools You also can log out of page edit mode, add a department page,
(upper right) view the site map, go to the Welcome Guide page, and enter the
Workarea of the CMS400.NET.

Use Site Navigation menus to go to Department pages, Employee
Resources, News and Events, and your personal space on My Intra-
net.

Site Navigation Menus
(upper left)

Breadcrumbs help you see where you are on the Ektron elntranet
site. The breadcrumb in the figure indicates that it is the Forums

Breadcrumb bar page in the Employee Resources area. Breadcrumbs also are navi-
gation links. You can click Home to go to the home page, or other
links on the breadcrumb trail to go to those pages.

Quick link navigation

e This box of links connects you to important or often-used content.

The text "Forums" displays using the el_Header widget. You can
Forums name it anything you want. For information about its properties, see
el_Header Widget on page 174.
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Block Function

Display forums with the following information.
e Forum name and link to enter the forum.
o A brief description of the forum purpose.
e The number of topics in the forum.
e The number of posts that were entered by forum members.
o The date of the most recent posting.
The controls above the forum block let you do the following:
o Get notified by email when posts are made to topics in which

you are interested, based on settings in your forum
preferences.

o Get notified by RSS feed (SMS) when posts are made to
topics in which you are interested, based on settings in your
forum preferences.

Forum Content block

¢ Click on Control Panel to ...

e Click on Search to search one or more forums for content you
want to find.

Employee Resources > Employee Handbook

The default Employee Handbook page (shown in the following figure) in the Employee Resources
area is where your employees can find information about standards and policies for your
organization. Replace it with your company's handbook (using the instructions following the
figure and table).

Intranet B —

I Epartment=T My Intranet Welcome, Appiication! You have 0

= Guids Employee HandBook

| Add Comment
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Employee Resources > Employee Handbook

The following table describes each area of the page.

Block Function

Use the Site Navigation tools to search the Intranet site. You also

Site Navigation Tools can log out of page edit mode, add a department page, view the site
(upper right) map, go to the Welcome Guide page, and enter the Workarea of the
CMS400.NET.

Site Navigation Menus
(upper left)

Use Site Navigation menus to go to Department pages, Employee
Resources, News and Events, and your personal space on My Intra-
net.

Breadcrumbs help you see where you are on the Ektron elntranet
site. The breadcrumb in the figure indicates that it is the Employee

Breadcrumb bar Handbook page in the Employee Resources area. Breadcrumbs

also are navigation links. You can click Home to go to the home
page, or other links on the breadcrumb trail to go to those pages.

Quick link navigation
block

This box of links connects you to important or often-used content.

The text "Employee Handbook" displays using the el_Header

Employee Handbook widget. You can name it anything you want. For information about

its properties, see el _Header Widget on page 174.

Content block

Display documents using the el_ListSummary widget. For infor-
mation about its properties, seeel ListSummary Widget on page
175.
o Displays the owner of the document (Application
Administrator, in the figure).

o Lets you add the document to your favorites by click the green
plus sign.

e Lets you email a link to the document to a colleague.
e Lets you send the document to a printer.

o Lets you add a comment about the document that everyone
with access to the document can see. The figure shows an
example comment.

To replace the existing employee handbook, follow these steps:

1.

2.
3.
4

Login as administrator.

Click Workarea.

Click the Content tab.

Choose Folders > Content > Company > Forms > Employee Handbook.
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5. Click New> DMS Document to add a file to the Employee Handbook folder. (You can
also create HTML content from scratch.) A new content screen appears.

6. Enter a title and click Browse to locate an existing employee handbook from your
company.

7. Click the Category tab and select a category, for example, Departments
> HumanResources > Collateral.

8. Click Publish (@). The file appears in the Employee Handbook folder.

9. To delete the default Employee handbook, choose & Delete > Content, check the box
next to the file and click Delete (&). The file is removed from the folder.

Employee Resources > Newsletters

The default Newsletters page (shown in the following figure) in the Employee Resources area is
where you to link to newsletter files.

Intranet I —

My Irtramet Welcome, Application! “You have 0 unread messages My Profile

------

Home | EmployesResources © Mewslettars Search this section... ===

MNewsletters

The following table describes each area of the page.

Block Function

Use the Site Navigation tools to search the Ektron elntranet site.
Site Navigation Tools You also can log out of page edit mode, add a department page,
(upper right) view the site map, go to the Welcome Guide page, and enter the
Workarea of the CMS400.NET.

Use Site Navigation menus to go to Department pages, Employee
Resources, News and Events, and your personal space on My Intra-
net.

Site Navigation Menus
(upper left)
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Employee Resources > Office Locations

Block Function

Breadcrumbs help you see where you are on the Ektron elntranet
site. The breadcrumb in the figure indicates that it is the News-

Breadcrumb bar letters page in the Employee Resources area. Breadcrumbs also
are navigation links. You can click Home to go to the home page, or
other links on the breadcrumb trail to go to those pages.

Quick link navigation

block This box of links connects you to important or often-used content.

The text "Newsletters" displays using the el _Header widget. You
Newsletters can name it anything you want. For information about its properties,
see el_Header Widget on page 174.

Display newsletters and related information and make them
available to your employees. You can sort the content by clicking on

Collection block the column titles and you can give each item a star rating. For
information about its properties, see el_Collection Widget on page
169.

For information about adding an asset, see Adding Assets to the Intranet on page 98.

Employee Resources > Office Locations

The default Office Locations page (shown in the following figure) in the Employee Resources
area is where you define places of interest on a map such as your office location and points of
interest near your office.
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Intranet

My Intranet Welcome, Application

Departrmerts

Display On Map

22
&
Results 1 - 2 of 2
Mo. Title Distance  Map Direction
1, 542 Amherst street 0.02 Mi i e

Mashua, NH-03063
2. 566 amherst street 0.33 Mj P o
Nashua, NH 02063

Add Content

The following table describes each area of the page.

Function

Use the Site Navigation tools to search the Ektron elntranet site.
Site Navigation Tools You also can log out of page edit mode, add a department page,
(upper right) view the site map, go to the Welcome Guide page, and enter the
Workarea of the CMS400.NET.
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Employee Resources > Building Maps

Block Function

Site Navigation Menus
(upper left)

Use Site Navigation menus to go to Department pages, Employee
Resources, News and Events, and your personal space on My Intra-
net.

Breadcrumbs help you see where you are on the Ektron elntranet
site. The breadcrumb in the figure indicates that it is the Office Loca-

Breadcrumb bar tions page in the Employee Resources area. Breadcrumbs also are

navigation links. You can click Home to go to the home page, or
other links on the breadcrumb trail to go to those pages.

Quick link navigation
block

This box of links connects you to important or often-used content.

The text "Office Locations" displays using the Header widget. You

Office Locations can name it anything you want. For information about its properties,

see el_Header Widget on page 174.

Add Content

Click this button to add locations to the map. When you click Add
Content, a multi-tabbed dialog box appears.

To add a location to the map, do the following:

1.

On the Content tab, enter the Title of the location. You also can add an expanded
explanation in the editing area.

On the Metadata tab, enter the address in the Map Address field. You do not need to know
the latitude or longitude (which are automatically generated for you by the map function).

On the Category tab, select one or more categories to which your address applies. For
example, you may check USA and Headquarters.

Click the Publish button.

NOTE: If the new location does not show below the map, you may need to adjust the zoom factor of
the map. For example, if you entered a location in another state, zoom the map out until you can see
the new location and the current location on the same map.

For information about the ei_Map widget, see eI _Map Widget on page 178.

Employee Resources > Building Maps

The default Building Maps page (shown in the following figure) in the Employee Resources area
is where you to link to a floor map of your facilities. The map must be in a file that you can
upload (PDF, for example).
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Intranet | . C‘*

J[==E=EES My Intranet Weloome, Application! You have 0 unresd
Home : EmployesResources : Buikdingaps Search this section...

Building Maps ElEma

12/8/2009 3:42:46 AM

LBl Off Locations
I:‘ Building Maps

Sit= Map B Add Aecet BB AAd Content 4 Pane

The following table describes each area of the page.

Block Function

Site Navi- Use the Site Navigation tools to search the Intranet site. You also can log out of
gation Tools  page edit mode, add a department page, view the site map, go to the Welcome
(upperright)  Guide page, and enter the Workarea of the CMS400.NET.

Site Navi-
gation Use Site Navigation menus to go to Department pages, Employee Resources,
Menus News and Events, and your personal space on My Intranet.

(upper left)

Breadcrumbs help you see where you are on the Ektron elntranet site. The bread-
Breadcrumb  crumb in the figure indicates that it is the Building Maps page in the Employee
bar Resources area. Breadcrumbs also are navigation links. You can click Home to

go to the home page, or other links on the breadcrumb trail to go to those pages.

Search Use the Search box to look for items on the Building Maps page.
Quick link

navigation This box of links connects you to important or often-used content.
block

The text "Building Maps" displays using the el _Header widget. You can name it

Building anything you want. For information about its properties, see el_Header Widget on
Maps

page 174.

Display links to files containing information about your facilities and make them
Collection available to your employees to help them find their way around. You can sort the
block content by clicking on the column titles and you can give each item a star rating.

For information about its properties, seeel Collection Widget on page 169.
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Employee Resources > Site Map

For information about adding an asset, see Adding Assets to the Intranet on page 98.

Employee Resources > Site Map

The default Site Map page in the Employee Resources area is where an automatically generated
linked list of your elntranet site hierarchy appears, similar to the one shown in the following
figure.

Intranet

My Irntranet Welcome, Application! “fou have 0 unresd messages My Profile

Site Map

Site Map

The following table describes each area of the page.
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Block Function

Use the Site Navigation tools to search the Ektron elntranet site.
You also can log out of page edit mode, add a department page,
view the site map, go to the Welcome Guide page, and enter the
Workarea of the CMS400.NET.

Site Navigation Tools

Use Site Navigation menus to go to Department pages, Employee
Site Navigation Menus Resources, News and Events, and your personal space on My Intra-
net.

Breadcrumbs help you see where you are on the Ektron elntranet
site. The breadcrumb in the figure indicates that it is the Site Map

Breadcrumb bar page in the Employee Resources area. Breadcrumbs also are navi-
gation links. You can click Home to go to the home page, or other
links on the breadcrumb trail to go to those pages.

Quick link navigation

el This box of links connects you to important or often-used content.

The text "Site Map" displays using the Header widget. You can
name it anything you want. For information about its properties,
seeel_ListSummary Widget on page 175el_Header Widget on page
174,

Site Map

Placing the Site Map widget on a page automatically generates a
Site Map Linked List linked list of pages from your site. For information about its
properties, see el_SiteMap Widget on page 186.

Touring the Default News & Events Pages

The Ektron elntranet comes with the following default News and Events pages.

e News & Events > Company News on the facing page

e News & Events > Messages from Management on page 48
e News & Events > Announcements on page 50

e News & Events > CEQO's Blog on page 52

e News & Events > Company Calendar on page 54

e News & Events > Photo Gallery on page 56
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News & Events > Company News

News & Events > Company News

The default Company News page (shown in the following figure) in the News & Events area is
where you to link to news files.

Intranet s a
She Caolleagues SO ANy
W My Iritraniet Welcome, Application! You have 0 unread F
H Events : Company Mews Sesrch this s=ction. .. Search
& Company News MNews EAEma
N2 5:41:58 AM
Average 0 out
1] 2/4/2010 9:00:14 AM

Average 3 out of §

21472010 8:55:56 AM

hversoe B out of 5
Average 5 out of 5

Bt Return the Books 1] 21472010 8:55:40 AM
= = soonst Average 2.5 out of 5
242010 B:53:22 AM
Average 0 out of §
0 20472010 8:56:48 AM

Average 3 out of §

The following table describes each area of the page.

Block Function

Use the Site Navigation tools to search the Ektron elntranet site.
Site Navigation Tools You also can log out of page edit mode, add a department page,
(upper right) view the site map, go to the Welcome Guide page, and enter the
Workarea of the CMS400.NET.

Getting Started with Ektron elntranet
Document Rev. 1.2 (Feb. 2012)

47




Block Function

Use Site Navigation menus to go to Department pages, Employee
Resources, News and Events, and your personal space on My Intra-
net.

Site Navigation Menus
(upper left)

Breadcrumbs help you see where you are on the Ektron elntranet
site. The breadcrumb in the figure indicates that it is the Company

Breadcrumb bar News page in the News and Events area. Breadcrumbs also are
navigation links. You can click Home to go to the home page, or
other links on the breadcrumb trail to go to those pages.

Quick link navigation

block This box of links connects you to important or often-used content.

Display news and related information and make them available to
your employees. You can sort the content by clicking on the column
titles and you can give each item a star rating. For information about
its properties, see el _Collection Widget on page 169.

News collection block

For information about adding an asset, see Adding Assets to the Intranet on page 98.

News & Events > Messages from Management

The default Messages from Management page (shown in the following figure) in the News
& Events area is where you to link to information that management wants to communicate with
everyone.
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News & Events > Messages from Management

Intranet 5* | | Q

My Irtranet Welcome, Application!

Home : News and Events : Messages From Management Search this section...

Messages From Management B Ema

1] 1272872009 9:54:07 AM

1272872009 9:50:52 AM

The following table describes each area of the page.

Block Function

Use the Site Navigation tools to search the Ektron elntranet site.
Site Navigation Tools You also can log out of page edit mode, launch the Department Wiz-
(upper right) ard, view the site map, go to the Welcome Guide page, and enter
the Workarea of the CMS400.NET.

Use Site Navigation menus to go to Department pages, Employee
Resources, News and Events, and your personal space on My Intra-
net.

Site Navigation Menus
(upper left)

Breadcrumbs help you see where you are on the Ektron elntranet
site. The breadcrumb in the figure indicates that it is the Messages
from Management page in the News and Events area. Bread-
crumbs also are navigation links. You can click Home to go to the
home page, or other links on the breadcrumb trail to go to those
pages.

Breadcrumb bar

Quick link navigation

block This box of links connects you to important or often-used content.

Getting Started with Ektron elntranet

49
Document Rev. 1.2 (Feb. 2012)




Block Function

Display messages and management-related information and make
them available to your employees. You can sort the content by
clicking on the column titles and you can give each item a star
rating. For information about its properties, see el _Collection
Widget on page 169.

Messages from Man-
agement collection block

For information about adding an asset, see Adding Assets to the Intranet on page 98.

News & Events > Announcements

The default Announcements page (shown in the following figure) in the News & Events area is
where you to link to information that you want to communicate with everyone.
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News & Events > Announcements

Intranet = a
Colleagues AT
My Intramet Welcome, Application! Py
H E ts ;A Search this section. .. Search
Announcements |E
/702010 1:59:40 AM
Averags t
L) /5/2010 £:35:22 AM

Average 4 out of §

2010 5: 2403 AM

272502010 6:18:59 AM
Average 2.5 out of §

204/2010 B:56:48 AM

The following table describes each area of the page.

Block Function

Use the Site Navigation tools to search the Ektron elntranet site.
You also can log out of page edit mode, add a department page,

view the site map, go to the Welcome Guide page, and enter the
Workarea of the CMS400.NET.

Site Navigation Tools
(upper right)
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Block Function

Use Site Navigation menus to go to Department pages, Employee
Resources, News and Events, and your personal space on My Intra-
net.

Site Navigation Menus
(upper left)

Breadcrumbs help you see where you are on the Ektron elntranet
site. The breadcrumb in the figure indicates that it is the Announce-

Breadcrumb bar ments page in the News and Events area. Breadcrumbs also are
navigation links. You can click Home to go to the home page, or
other links on the breadcrumb trail to go to those pages.

Quick link navigation

block This box of links connects you to important or often-used content.

Display messages and related information and make them available
to your employees. You can sort the content by clicking on the
column titles and you can give each item a star rating. For
information about its properties, see el _Collection Widget on page
169.

Announcements col-
lection block

For information about adding an asset, see Adding Assets to the Intranet on page 98.

News & Events > CEQO's Blog

The default CEO's Blog page (shown in the following figure) in the News & Events area is where
your CEO communicates with the employees. For information about modifying this page, see
Adding Entries to the CEQ's Blog on page 83.
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News & Events > CEQO's Blog

Intranet | 5* | “

My Intranet Welcome, Application!

W o oz

® 3

The following table describes each area of the page.

Block Function

Use the Site Navigation tools to search the Ektron elntranet site.
Site Navigation Tools You also can log out of page edit mode, add a department page,
(upper right) view the site map, go to the Welcome Guide page, and enter the
Workarea of the CMS400.NET.

Use Site Navigation menus to go to Department pages, Employee
Resources, News and Events, and your personal space on My Intra-
net.

Site Navigation Menus
(upper left)
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Block Function

Breadcrumbs help you see where you are on the Ektron elntranet
site. The breadcrumb in the figure indicates that it is the CEQO's Blog

Breadcrumb bar page in the News and Events area. Breadcrumbs also are navi-
gation links. You can click Home to go to the home page, or other
links on the breadcrumb trail to go to those pages.

Quick link navigation
block

This box of links connects you to important or often-used content.

You can do the following on the page:

CEO Blog *

Add a post. Clicking Add Post opens a Workarea content
editor.

Edit an existing post. Clicking Edit opens a Workarea content
editor.

Delete a post.

Create a permanent link to a specific blog post that you can
access it via the URL in the browser’s address bar. (Most
blog pages show only recent posts. After a post is moved off
the blog’s front page, it is still accessible via this link.)

Subscribe to receive a new blog post in an RSS feed or sent
by email.

View the current calendar month (dates with blog entries are
highlighted), and other blog-related information .

News & Events > Company Calendar

The default Company Calendar page (shown in the following figure) in the News & Events area is
where you display the schedule of events for the company. To add an event, double click on a
day in the calendar and enter the data in the editor that appears. Hover over an existing booking
to pop up details about the booking. For more information about calendars, see Setting Up a
Company Calendar on page 106.
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News & Events > Company Calendar

Intranet 5* . Q

Company Calendar

# Photo Gallery

i
Il
L

1 11 12 13 14 15
Softwars All Handz
16 1 1 1 20 21 iz
Software Refrigerator
2 4 5 26 2 28 2
Software Hand=-0
1 01 e 2 4 5

The following table describes each area of the page.

Block Function

Use the Site Navigation tools to search the Ektron elntranet site.
Site Navigation Tools You also can log out of page edit mode, add a department page,
(upper right) view the site map, go to the Welcome Guide page, and enter the
Workarea of the CMS400.NET.

Use Site Navigation menus to go to Department pages, Employee
Resources, News and Events, and your personal space on My Intra-
net.

Site Navigation Menus
(upper left)
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Block Function

Breadcrumbs help you see where you are on the Ektron elntranet
site. The breadcrumb in the figure indicates that it is the Company

Breadcrumb bar Calendar page in the News and Events area. Breadcrumbs also are
navigation links. You can click Home to go to the home page, or
other links on the breadcrumb trail to go to those pages.

Quick link navigation

block This box of links connects you to important or often-used content.

Placing the WebCalendar widget on a page gives you automatic

Calendar calendar functions for you to schedule events.

News & Events > Photo Gallery

The default Photo Gallery page (shown in the following figure) in the News & Events area is
where you collect and display images.

Intranet 5* | ‘“‘

My Intranet

Manage Photos ﬁ@ -
Add Photos

]

The following table describes each area of the page.
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News & Events > Photo Gallery

Block Function

Use the Site Navigation tools to search the Ektron elntranet site. You
Site Navigation Tools also can log out of page edit mode, add a department page, view the
(upper right) site map, go to the Welcome Guide page, and enter the Workarea of
the CMS400.NET.

Use Site Navigation menus to go to Department pages, Employee
Resources, News and Events, and your personal space on My Intra-
net.

Site Navigation Menus
(upper left)

Breadcrumbs help you see where you are on the Ektron elntranet site.
The breadcrumb in the figure indicates that it is the Photo Gallery

Breadcrumb bar page in the News and Events area. Breadcrumbs also are navigation
links. You can click Home to go to the home page, or other links on
the breadcrumb trail to go to those pages.

Quick link navigation

block This box of links connects you to important or often-used content.

The Photo Gallery uses a breadcrumb bar to navigate through sub-
Photo Gallery categories of photo albums. Click top to return to the main Photo gal-

lery.

You can have photos organized in separate folders. Click on the

subcategories .
green plus sign (‘:}-‘) to add a category of photographs to the gallery.

You can perform the following functions:
e Copy photos that you select by checking the box on the photo.
Then go to another folder and paste them into the other folder by

clicking on the clipboard-with-content icon (-21).

Manage Photos o Delete photos that you select by checking the box on the photo
and then clicking the Delete button.

o View the photos in the current folder by clicking on the Launch
Photo Viewer icon; the photo album viewer appears. Check
Slide show to automatically cycle through the pictures in the
album.
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Block Function

To add a photo, do the following:
1. Click Add Photos.

Add Photos 2. Depending on your browser, you can upload photos one at a

time or more than one file at a time. For information about your
browser's method, see Adding Assets to the Intranet on page
98. Your selections are added to the top of the collection list.

Touring My Intranet Pages

The Ektron elIntranet comes with the following default My Intranet pages.

My Intranet > My Profile below

My Intranet > Activity Timeline on page 62
My Intranet > Directory on page 63

My Intranet > Search on page 65

My Intranet > Tag Cloud on page 66

My Intranet > My Profile

The My Profile page (shown in the following figure) in the My Intranet area is where you can
enter information about you that lets you connect and collaborate with other people in your
organization. For information about setting up your profile, see Editing My Profile on page 134.
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My Intranet > My Profile

Intranet I —"

Welcoms, Application!

w My Irtranet

Share
Public Mes=agses Private Messages Collesgues Activity My Status Contact Information
; Appiioation "
| will b= at the meating = com m headqua ters.
\ ]
g Ann
£ | will s=t up that mesting for next Friday as we discusse
Calendar i
Groups I Depariment Manager
Collocaie .‘n Updated the track cument in the =ment ¥
& o

| Add Comment

The following table describes each area of the page.

Block Function

Use the Site Navigation tools to search the Ektron elntranet site.
Site Navigation Tools You also can log out of page edit mode, add a department page,
(upper right) view the site map, go to the Welcome Guide page, and enter the
Workarea of the CMS400.NET.

Use Site Navigation menus to go to Department pages, Employee
Resources, News and Events, and your personal space on My Intra-
net.

Site Navigation Menus
(upper left)
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Block Function

Breadcrumbs help you see where you are on the Ektron elntranet
site. The breadcrumb in the figure indicates that it is your profile

Breadcrumb bar page. Breadcrumbs also are navigation links. You can click Home
to go to the home page, or other links on the breadcrumb trail to go
to those pages.

Your profile is where you set information about you as a member of
the Ektron elntranetcommunity. A tabbed dialog box lets you define
data such as name, contact information, location, categories to

Edit Profile which you belong (for example, Marketing, and Press Release),and
the activities that you want to follow in your Activity Stream, or by
email or SMS. For information about setting up your profile, see
Editing My Profile on page 134.

Calendar The calendar in My Profile is your own personal calendar.

The Groups page in My Profile lets you make requests to join a
group. If you are a group moderator or an Administrator, you also
can create new groups and perform other functions that other
people cannot, such as deleting a post. Note: When you click on a
group, your breadcrumb bar indicates that you enter the Groups
area and are no longer in the Users area.

Groups

Colleagues are people with whom you establish a friendly or pro-
fessional connection. This is often a subset of the entire elntranet
community; people that you interact with on a professional basis.
To connect to a colleague, search for the colleague in the directory,
and click on Add as Colleague. This sends a request to the person
to approve or ignore the connection request. If approved you can fol-
low your colleague's status updates and activities (if profile settings
allow).

Colleagues

Blog Create a blog that colleagues can read.

Create your own personal landing page, also called a Dashboard.
Dashboard You can choose from among many widgets to customize your

page.

Upload documents that you want to share with everyone, just your

Documents .
colleagues, selected colleagues, or keep them private.
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My Intranet > My Profile

Block Function

Keep track of your favorite web pages. Enter (or cut and paste) a
URL, enter a title, and click Add to create another favorite item.

Favorites

Create photo albums and upload your photos, which you can share
Photos with everyone, just your colleagues, selected colleagues, or keep
them private.

You can enter your own status (referred to as micro-messaging) and
follow the statuses of others.

You can view statuses as follows using the status tabs:
= Public Messages - Displays messages from every elntranet
member.
= Private Messages - Displays messages only between you

P
Status Pane and another colleague.

= Colleagues Activity - Displays the activities of the
colleagues that you set to follow.

= My Activity - Displays your past activity statuses.

= Contact Information - Displays your contact information. To
modify this, click on Edit Profile.

Messages from others community users arrive in your message
box instantaneously when the author composes and sends it in their
own My Messages page. The home page shows you when you
have messages by alink located next to the My Profile links at the
top.

My Messages Search.. Q

Groups Activity

Welcome, Abbfl You have 1 unread messages My Profile Logout

Click this link to see the My Messages page in your personal profile
area. You can read and respond to the message or compose a new
one. Additionally you can review messages you have sent or delete
messages.
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My Intranet > Activity Timeline

The Activity Timeline page (shown in the following figure) in the My Intranet area is where enter
your current status so that anyone who is following you on an activity stream will see what you

wrote.

Intranet

Departrmerts

LI

e e
¥ 0| f B ¥ B| ¥ [T 2 T O ¥ T

Search...

My Irtramet

== hellooo

== What are you working on?

== Howedy !

== LUG meets!!

== §.0.1 release

== B.0.1 release party!!

== Happy friday!

Application updated content, ¥ Default.

Application updated content, #% Marketing

== Weorking with sales and marketing training

Wielcome, Application! “Y'ou have O unread

Update Status

The following table describes each area of the page.
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My Intranet > Directory

Block Function

Use the Site Navigation tools to search the Ektron elntranet site.
Site Navigation Tools You also can log out of page edit mode, add a department page,
(upper right) view the site map, go to the Welcome Guide page, and enter the
Workarea of the CMS400.NET.

Use Site Navigation menus to go to Department pages, Employee
Resources, News and Events, and your personal space on My Intra-
net.

Site Navigation Menus
(upper left)

Breadcrumbs help you see where you are on the Ektron elntranet
site. The breadcrumb in the figure indicates that it is the Activity

Breadcrumb bar Timeline page in the My Intranet area. Breadcrumbs also are navi-
gation links. You can click Home to go to the home page, or other
links on the breadcrumb trail to go to those pages.

Quick link navigation

e This box of links connects you to important or often-used content.

You can do the following on the page:

o Enteryour status and click Update Status.

o View the 10 most recent status updates.
Activity Timeline  Reply to a status.

e Delete astatus .

e Open the Activity Timeline Search tab and search all
statuses for a text string.

For more information about activity streams, see Customizing the Activity Stream on page 76.

My Intranet > Directory

The Directory page in the My Intranet area is where you find people and groups on your
elntranet. The following figure shows the default group directory.
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Intranet

My Imtranet

Founded: 5/25/2010
Membears 1

Engineering] Public)
Far the Engineering Department
Tags: Enginesring, Department

Founded: 5/25/2010
Membears 1

HumanResources| Public)
Far the HumanResasurces Department
Tags: Department, HumanResources

Founded: 12/8/200%
Members 4

I Love to Travel| Public)
Far everyone wha loved to travel, share your stories
Tags: Recreation, Travel

Founded: 12/8/2009
Members 1

Management| Restricted)

Tags: management

Founded: 12/8/2009
Members =

Marketing( Public)

Tags: Marketing

Founded: 5/25/2010
Members 1

Sales| Public)
For the Sales Department
Tags: Department, Sales

Founded: 5/25/2010
Members 1

Training| Public)
Far the Training Department
Tags: Department, Training

Founded: 12/16/2009
Members 1

Web Marketing Team| Public)
Manages email subscriptions and web marketing
Tags: Marketing

The following table shows each area of the page.

Function

Site Navigation Tools
(upper right)

Use the Site Navigation tools to search the Ektron elntranet site.
You also can log out of page edit mode, add a department page,
view the site map, go to the Welcome Guide page, and enter the
Workarea of the CMS400.NET.

Site Navigation Menus
(upper left)

Use Site Navigation menus to go to Department pages, Employee
Resources, News and Events, and your personal space on My Intra-
net.
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My Intranet > Search

Block Function

Breadcrumbs help you see where you are on the Ektron elntranet
site. The breadcrumb in the figure indicates that it is the Directory

Breadcrumb bar page in the My Intranet area. Breadcrumbs also are navigation links.
You can click Home to go to the home page, or other links on the
breadcrumb trail to go to those pages.

Quick link navigation

block This box of links connects you to important or often-used content.

You can do the following on the page:

¢ Search for people on the Colleague Directory tab. You also
can filter the list by category. For example, you can show only
the people in the Marketing department, or people who write

Directory ol
ogs.

e Search for groups on the Group Directory tab. You can also
sort the list by newest, most popular, group name, and group
invitations. You can create a new group

You can modify the display of the groups in the following ways:

= Create a new group.

= Sort the list of groups by the most recently created to the
earliest created group.

Group Links = Sort the list of groups by placing the most active at the top.
= Sort the list alphabetically.
= Display groups in which you are e member.
= Display the groups to which you have applied for membership.
= Display the groups to which you are invited to join.

My Intranet > Search

The Search page (shown in the following figure) in the My Intranet area is where enter can look
for data on your elntranet site. For more information about search, see el _WebSearch Widget
on page 188.
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Intranet i So——

Colleagues

w My Intranet Welcome, Application! “You have 0 unread

Search

Search Site  Search Colleagues  Search Groups — Search Activity

Basic Search

The following table describes each area of the page.

Block Function

Use the Site Navigation tools to search the Ektron elntranet site.
Site Navigation Tools You also can log out of page edit mode, add a department page,
(upper right) view the site map, go to the Welcome Guide page, and enter the
Workarea of the CMS400.NET.

Use Site Navigation menus to go to Department pages, Employee
Resources, News and Events, and your personal space on My Intra-
net.

Site Navigation Menus
(upper left)

Breadcrumbs help you see where you are on the Ektron elntranet
site. The breadcrumb in the figure indicates that it is the Search

Breadcrumb bar page in the My Intranet area. Breadcrumbs also are navigation links.
You can click Home to go to the home page, or other links on the
breadcrumb trail to go to those pages.

Quick link navigation

block This box of links connects you to important or often-used content.

You can search by site, colleagues, groups, or activity. The Basic
Search is the same as the Search in the upper right corner of your
page. The Advanced Search provides even more ways to filter your
search criteria.

Search

My Intranet > Tag Cloud

The Tag Cloud page (shown in the following figure) in the My Intranet area is where you can
view the most active areas of your Ektron elntranet site. The size of each tag is proportional to

the number of times it is assigned.
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My Intranet > Tag Cloud

Intranet | § C‘*

m My Intranet Welcome, Application!

User Tag Cloud

Tag Cloud Group Tag Cloud

Depaﬁ‘nﬂert Enginesring HumanResources management Marketing Cualit

Content Tag Cloud

The following table describes each area of the page.

Block Function

Use the Site Navigation tools to search the Ektron elntranet site.
Site Navigation Tools You also can log out of page edit mode, add a department page,
(upper right) view the site map, go to the Welcome Guide page, and enter the
Workarea of the CMS400.NET.

Use Site Navigation menus to go to Department pages, Employee
Resources, News and Events, and your personal space on My Intra-
net.

Site Navigation Menus
(upper left)

Breadcrumbs help you see where you are on the Ektron elntranet
site. The breadcrumb in the figure indicates that it is the Tag Cloud

Breadcrumb bar page in the My Intranet area. Breadcrumbs also are navigation
links. You can click Home to go to the home page, or other links on
the breadcrumb trail to go to those pages.

Quick link navigation

block This box of links connects you to important or often-used content.

Displays tags in proportion to how many times they are used on the

Tag Cloud Ektron elntranet site.

For more information about Tag Cloud server control, see the Ektron CMS400.NET Reference
Manual.
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Chapter 2

Modifying the elntranet

You can customize the Ektron elntranet to suit your organization. The following
topics are explained in this chapter:

Editing the Default Home Page on next page

Modifying Department Pages on page 92

Creating Content in the eIntranet on page 95

Creating Community Groups on page 117

Editing My Profile on page 134

Setting Up Permissions for the elntranet on page 148

Using the SmartDesktop to Manage Your elntranet on page 159
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Editing the Default Home Page

Login as administrator to edit the default Ektron elntranet home page.

1. Click Login at the upper right of the page.

2. Enter the administrator username and password. The PageBuilder menu appears
(collapsed) at the upper left side of the page (as shown the following figure).

3. Click the right/left arrow button to open the PageBuilder menu.
(D
L

Intrar

4. Choose File > Edit to begin editing the default home page.
Click on PageBuilder Video to see a video about What Do You Want Your Website to Do?

This section describes the following tasks:

e Changing the Logo Image below

e Displaying Upcoming Events on the facing page

e Changing the Photo of the Day on page 73

e Customizing the Activity Stream on page 76

e Adding Links to the Quick Reference Collection Widget on page 80
e Changing the Contents of the Phone Book on page 80

e Adding Entries to the CEO's Blog on page 83

e Creating and Displaying Announcements on page 84

e Displaying News Items on page 87

e Modifying the Twitter Feed on page 89

Changing the Logo Image

The Ektron elntranet logo appears in the top left corner of the every page of the Ektron
elntranet site.
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Displaying Upcoming Events

oy

Intranet

Photo Of The Day Widget
Photo of the Day

Upcoming Events

Hands-0n Training

I;-I:'f Software Engineering Staff
- PR - AT 1

=17

To replace this logo with one that represents your organization, follow these steps.
1. Obtain the new image in the .png image format. The logo file installed with the Ektron
elntranet is 273 x 61 pixels.
2. Name the new image logo.png.
3. Onthe server to which you installed Ektron elntranet, open Windows Explorer.

4. Navigate to the images folder in the path where you installed the Ektron elntranet:
c:\inetpub\wwwroot\eIntranet\images, by default.

NOTE: If you want to keep a copy of the original logo, rename it o1d logo.png.

5. Paste the new image to the images folder.

Displaying Upcoming Events

The Upcoming Events widget displays events that have been scheduled on a calendar. To add an
event to what is displayed in the Upcoming Events widget, add an event to the Company
Calendar by choosing News & Events > Company Calendar.

You can also change the display by selecting a different calendar, as shown in the following
steps:

1. With the page open for editing, click on the edit icon (). The Editing Widget dialog box
appears.
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Editing Whdget

Property
Folder ID: |153
Enable
Header:
Headler: .
Upcaming Events (Enahle Header must he
checked. Leave Blank to use the Folder Mame)
Crvmbulin Dimeninuras [==1 7
[ Cancel ”Save]

Editing Widget

Folder

“I= CEQ Blog

= CaonferenceRoom Calendar

m

“= Custom Messages

& elntranetCalendar

0 Farms

"D Farums

HE =

-

[ Cancel ][Save]

2. Click on the Folder tab.

3. Scroll down to see that eIntranetCalendar is highlighted. In the CMS400.NET, the
eIntranetCalendar is in Folder ID 163.

4. To change the events displaying in the Upcoming Events widget, choose another calendar -
ConferenceRoom Calendar for example - then click Save. The Upcoming Events Widget
shows the scheduled conference room bookings.

NOTE: You also should change the header if you are changing the calendar events in the Upcoming Events
widget. See el _UpcomingEvents Widget on page 187 for information about Upcoming Events widget
properties.
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Changing the Photo of the Day

For information about setting the properties of the widget, see eI_UpcomingEvents Widget on
page 187.

Changing the Photo of the Day

The Photo of the Day widget displays a smgle photo, as shown in the following figure.
M w WVEICUIME, ApPNCAUUN!  TUU M1dVe U UMNTEdU IMESSAyeEs  my Froineg

ing Events @ X W Ehoto Of The Day Widget .

Activity S
ning Events Photo of the Da Activity Stream
joftware Engineering Staff
%00 PM - 10:00 PM

L Application: finished
4ands-0n Training Drcuec:l now ready fo
.00 AM - 12:00 PM
joftware Engineering Staff
300 PM - 10:00 PM
software Engineering Staff W Application: requirerr
#:00 PM - 10:00 PM ducumem
4l Hands Meeting
3:00 AM - 9:00 AM
joftware Engineering Staff Page 101
3:00 PM - 10:00 PM —
B
11:00 PM - 12:00 AM Twitter Feed Widget

Twitter
Read More ¢ E‘."-:ﬂ Case study OTD

) Widget O\

Reference

2CE i) )5’
From the CEQ's Blog

The following sections show you how to replace the photo.

Replacing the Photo with One from the Ektron elntranet

When you installed the Ektron elntranet, several photos were installed. To replace the current
photo with one of them, follow these steps.

1. On the home page, login as administrator.Navigate to the home page. A Photo of the Day
widget appears in the top center of the home page.
2. Edit the page using PageBuilder, as explained in Editing the Default Home Page on page 70

3. On the Photo of the Day widget, click the Edit button (). The edit screen appears, and the
Photo Gallery folder is selected (you must scroll down to see it).
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Editing Widget

Folder
"= Management Messages |

[3' e s
[3' e s letters

@ Photo Gallery

= Polls and Surveys
- Eite Use Policy J
S welcome Guide
B3 Departments j
View Results
Earth 408 |[=
Office Location 50

Timothy Shumaker
Training Center 485 -

| Cancell Sa\rel New|

NOTE: You can hover over photos in the View Results area to preview the images.

4. Click the photo of your choice.
5. Click Save and the selected image is now the Photo of the Day.

For information about adding photos to the Photo Gallery, see Adding Photos to the Gallery on
page 102.

Replacing the Photo with One from Your Computer
To replace the Photo of the Day with one from your computer or network, follow these steps.

1. Onthe home page, login as administrator.

2. Edit the page using PageBuilder, as explained in Editing the Default Home Page on page 70
3. On the Photo of the Day widget, click the Edit button (). The edit screen appears.

4. Click the Upload tab.
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Replacing the Photo with One from Your Computer

Editing Whdget

Upload

Current Path: (folderid: 89)
i ™y
Mame Status Size Progress

Total: O

|Select Files| |Upload| |Clear|
L S

Wiew Results

Earth 436
Dffice Location a0

Timothy Shumaker
Training Center 485

[ Cancel ][Save]

5. Click the Select Files button.
6. Navigate to and select an image file.

NOTE: The image file type must be .gif, .jpg, .jpeg, .png, or .wmf. In the Ektron CMS400.Net
Workarea, your site administrator determines the image file types that people can import.

7. The file name appears on the screen. Click the Upload button.
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Editing Whdget

Upload
. .S
Current Path: (folder id: 893
4 ™y
MName Status Size Progress
[IMG_1359.JPG Complete 101 KB & ]
Total: 1 101 KB of 101 KB | ooc:00:00 |
| Select Files| |Upload| |Clear|
L 7w
Wiew Results
BlogCommentsDefect 895 M
Earth 436
Office Location a0
speedtestClick a54 W
[ Cancel ”Save]

8. When the file's status changes to Complete, scroll among the files in the lower section of
the screen (under View Results) and select the file you just uploaded.

9. Click the Save button.
The selected image is now the Photo of the Day.

For information about other Photo of the Day features (for example, changing the header text),
see el_PhotoOfTheDay Widget on page 182.

Customizing the Activity Stream

The Activity Stream widget shows a series of chronologically-arranged activities for any user or
community group. The most recent activities appear on top.

By default, the Activity Stream widget on the home page shows activities submitted by yourself,
your colleagues, and your community groups.
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to EAEmail Photo :

O%X

6 AM

about it, referring to everything from Saas
and there's no single definition that applies to
ooking atit as one more way to...

w. about our latest offeringd

Freddie: Press releasé

sz b

Application posted a new
message to Application's
messageboard.

Share b

Application posted a new
message to the Marketing
messageboard

Share b

Application posted a new
message to AppEng's
messageboard.

Sharz b

Application posted a new,
message to AppEng’s
messageboard.

Shars b 4 am

Read More ¢

Twitter Feed Widget Q%X

Displaying User Activity in the Activity Stream

Additional Activity Stream widgets appear on other Ektron elntranet pages, such as
Departments > Engineering > Activity Stream, where that version of the widget displays
group activities, such as when a new member is added to the group, or new content is posted to

the group page.

You can customize an Activity Stream widget so that it displays the activities of any user or

Community Group.

Displaying User Activity in the Activity Stream

To change the user whose activities appear in the Activity Stream widget, follow these steps.

NOTE: After you change the user, you only see that user's activities, not those of his colleagues or groups.

A

From the home page, log in as administrator.

Edit the page using PageBuilder, as explained in Editing the Default Home Page on page 70
Click the orange arrow in the upper right corner to close the PageBuilder menu.
Click Workarea to find the ID of the user you want to follow in the Activity Stream.
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Add Department Site Map Welcome Guide

Search... Q
Site Colleagues Groups Activity
Welcome, Application! You have 0 unread messages My Profile Logout

Activity Stream

./‘___ ﬁ“ Application posted a new

5. Click Settings > Users.
6. Click the username of the person whose activity stream you want to display.

7. Note the ID number as shown in the following figure.

View User Information "Fred™

User Groups Workarea Cus

Username: Fred

0 @D

First Name: Fred

Last Mame: Harper

Nicnlav Mama Frad Harnar

8. Return to Ektron elntranet.
9. Navigate to the page with the Activity Stream widget.
10. Click the Edit button () on the widget.
11. Inthe Object ID field, enter the user ID you obtained in Step 7.
12. Inthe Feed Type field, select User.
13. Click Save.

Displaying Group Activity in an Activity Stream

To display the activity of a group in the Activity Stream widget, follow these steps.

1. From the home page, log in as administrator.

2. Edit the page using PageBuilder, as explained in Editing the Default Home Page on page 70.
3. Click the orange arrow in the upper right corner to close the PageBuilder menu.
4,

Click Workarea to find the ID of the group you want to follow in your Activity Stream.
Show me.
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Displaying Group Activity in an Activity Stream

Add Department Site Map Welcome Guide (Workareg
Search... Q
Site Colleagues Groups Activity
Welcome, Application! You have 0 unread messages My Profile Logout

Activity Stream

|/‘___ H“ Application posted a new

5. Click Settings > Community Management > Community Groups.

6. Get that user group's ID number (circled below).

+ Search hr_
Group Mame Members 1D Membership Descrip
Engineering 0 @ Dpen Faorthe
HF 1 4 Open

| Love to Travel 4 3 Open Far ever

7. Return to Ektron elntranet.
8. Navigate to the page with the Activity Stream widget.
9. Click the Edit button () on the widget.
10. In the Object ID field, enter the Community Group ID you obtained in Step 6.

Activity Stream

ObjectID: |5

Feed

User -
Type:
Max
Fesults:
ReadMare
Link: ~f

[Sa'u'e] [ Cancel ]

11. Inthe Feed Type field, select Community Group.
12. Click Save.
For information about the properties of the widget, see el ActivityStream Widget on page 165
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Adding Links to the Quick Reference Collection Widget

A collection is a list of content links. To add a link to the Quick Reference collection widget, do
the following:

1.

Click the access point (=) and choose Add Items. The Add Items to Collection
"Reference" dialog box appears showing folders in the CMS400.NET. (To see the collection
in the CMS400.NET, choose Properties from the access point menu (2).)

Double click on folders to navigate to the content you want to display in the Quick
Reference collection widget. For example, choose Content > Company > Forms, and
check the box next to Company Phone Book.

Add items to Collection "Reference”

Please select content by navigating the folders below:

Path: |\ContentiCompany\Forms
.
Employee HandBook
IT Help
2] ompany Phone Book

3. Click Add (E]). The Company Phone Book (in this example) appears at the end of the list.

Quick Reference

For information about the collection widget properties, see el _Collection Widget on page 169.

For more information about creating and modifying collections in CMS400.NET, see the Ektron
CMS400.NET Reference Manual.

Changing the Contents of the Phone Book

The Phone Book on the home page is displayed in a Content Block widget, which displays
whatever CMS400.NET content item you choose to put in it. However, instead of editing directly
in the widget, you select existing content from the CMS400.NET to display inside the Content
Block widget.

To choose a content item, follow these steps:
1. Edit the page using PageBuilder, as explained in Editing the Default Home Page on page 70
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Changing the Contents of the Phone Book

2. Click Edit () in the Phone Book content block widget. The Editing Widget dialog box
appears.

The following figure shows that the Company Phone Book content is located in the
following CMS400.NET folder on the Folders tab at Root > Company > Forms.

Editing Whdget

Content
Fitter By T

= ConferenceRoom Calendar

= Custom Messages

m

= eintranetCalendar

C F&Forms

= Employes HandBook

""" =# T Help

®0 Forums

Wiew Resulis

e ———
Company Phone Book 123 *

[ Cancel ]| Save ||New|

3. Select a different content item from any folder. For example, choose Root > Company >
Announcements, and click on Q4 Results in the View Results field to change the content
that appears in the widget. (You also should change the Header Text and check Show
Content Title and other properties on the Properties tab before clicking Save.)

To modify the listing of phone numbers that are displayed on the home page, follow these steps:

NOTE: You must modify that content item in the Workarea of the CMS400.NET. You can find the Phone
Book content at Content > Folders > Content > Company > Forms.

1. Click on Workarea.
2. Open the drop down menu beside the Company Phone Book item and choose Edit.
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- — - B
& CMS5400 Workarea for admin - Microsoft Internet Explorer provided by Ektron, Inc. —— — ﬂ_ E@ﬁ
- D ———— Y — -

o 0 unread messages
CMS

Varsion: 8.01 SP1(Build!

ibrary Settings Reports Help

@ View Contents of Folder "Forms"™

Title Content Type Language D Status Date Modified Last Editor
Il <& & Folders - .
k| Comparny - Srnart Form: = 123 A 82010 Administratar,
| @ Phone Book PhoneBook 10:06:09 AW Application
== Company L L View

—| Announcements

—| Building Maps
! CEO Blog
7l conferenceRoom Calendar

[= view Properties
@ Delete

~] Custom Messages
2 elntranetCalendar

= [= Forms
| Employee HandBook

IT Unln
M

<

» Taxonomies

» Collections

€ Local intranet | Protected Mode: Off ¥a v RI0% -

e ——— — = = = ——

3. Modify an existing Department name and Extension, or click on Phone Number to add a new
one to the list.

r@ CMS400 Workarea for admin - Microsoft Internet Explorer provided by Ektron, Inc. - —— e [E=EE—)

CMS

Version: £.01 SP1{Build
Edit Content in Folder "Forms™

0 unread messages

Desktop eIy Library Settings Reports Help

b

E Department. HR Extension 5009

E Deparment. Sales Extension 5010

| g Department: Training Extension 7830

I E Department: 1T Extension 8888

Phore Nurmber

PR e

m

€& Local intranet | Protected Mode: Off v H100% -

e

4. Click Publish (@) to display the changes on the home page.

For information about the content block widget, see el _ContentBlock Widget on page 171. For
information about editing content in the Workarea of the CMS400.NET, see the Ektron
CMS400.NET Reference Manual.
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Adding Entries to the CEO's Blog

Adding Entries to the CEO's Blog

The CEO's Blog on the home page displays the latest entry of a web log (blog), showing the
title of the blog entry and the first few lines of the blog, and Read More link. When you click
Read More, the CEO Blog page appears with the latest and previous blog posts.

You can change the content of this el_RecentBlogPosts widget in the following ways:

= Creating a new blog entry in a CMS400.NET editor from the access point.

1. Login as administrator.

2. Click the access point (=) and choose Add New Post. The CMS400.NET editor
appears.

3. Add the content that you want, including Title and other variables, such as
Metadata and Category information.

4. Click Publish (@) when you want the content to appear on the CEQO's Blog
display on the home page. For more information about editing content in the
CMS400.NET, see the Ektron CMS400.NET Reference Manual.

» Adding a blog entry to the CEO Blog folder from the CMS400.NET Workarea.

1. Login as administrator.
2. Click Workarea.

3. On the Content tab, navigate to Folders > Content > Company and then
click on CEO Blog.

The following figure shows the folder path to the CEO Blog folder.

/€& CM5400 Workarea for admin - Microsoft Internet Explorer provided by Ektron, lnc_:' | (]

Bion 0 unread messages

Desktop [eiIZ] Library Seftings Reports Help

@ View Posts in Blog "CEO Blog" &
. S ®

Title Language |0 Status  Date Modified Last Editor Comments

t 2010 Kickaff B= 333 A 4132010 2:52:00  Administrator, 1}
A Application

: Claud B= 45 A 4132010 225216 Administrator, 1}

Camputing A Application

Announcements

Building Maps

1 ConferenceRoom Calendar

Custom Messages

1

» Taxonomies

» Collections

€ Local intranet | Protected Mode: Off

A ov ®10% v

4. Choose New > HTML Post to create new blog entry in an editor.
The following figure shows the editor with an example blog entry.
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e

0 unread messages

Desktop [e -8 Library Settings Reports Help

Title:  Employee Action Committee [English (U.5.)]

[¥] content Searchable

m Summary Metadata Alias Schedul

[l BB E a9 -7

| P4 Apply Style ~ MNormal B I U A|x %=

| & - B M
Our company is establishing an Employee Activity Committee to provide fun, informative, and important activities for our employee
population. The committee is made of representatives from several departments and led by our very own Alice Tremont.

Onr first planned event will be taking the afternoon off on June 6 to enjoy a movie together at the Town Cinema. Our company is
supplying vou with a coupon for a free small soda and small popcom. This is one small way to say thank you for being great
emplovees and the foundation of our success.

€ Local intranet | Protected Mode: Off fa v HR10% ~

When the example is published, it looks like this on the home page:
From the CEQ's Blog

Employee Action Committee 5242010 1:28:37 PM

Cur company is establishing an Employee Activity Committee to provide fun,
informative, and important activities for our employee population. The committee is

made of representatives from several departments and led by our very own
Alice Tremont. Qur first planned event will be taking

Read More b

= Choosing another blog folder from the CMS400.NET to display in the widget.

1. Edit the page using PageBuilder, as explained in Editing the Default Home Page
on page 70

2. Click the Edit button (E) on the widget.

3. Click the Folder tab.

Choose another blog folder and click Save. The contents of the selected folder
are displayed. For example, choose Content > Departments
> Engineering > Engineering Blog and see the results.

For information about the el_RecentBlogPosts widget, see el _RecentBlogPosts Widget on page
184.

Creating and Displaying Announcements

Announcements on the home page are displayed from a list of items in a folder in the
CMS400.NET. You can change the content of this List Summary widget in the following ways:

= Edit the content of the Announcements folder from the CMS400.NET Workarea.
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Creating and Displaying Announcements

Click Workarea.

On the Content tab, navigate to Folders > Content > Company > Forums
and then click on Announcements.

The following figure shows the folder path.

oo |

0 unread messages

& CMS5400 Workarea for admin - Microsoft Internet Explorer provided by Ektron, Inc. . . »

CMs

Version: 8.01 (Build 8.0.

Desktop QW )28 Library Settings Reports Help

@ Contents of Forum "Announcements”

T Foldes  leaEa#

Topic Topic Starter  Replies  Views  LastReply

English (US) w | &

Traffic Conditions Wiriter 2 32 Thursday, Decernber 17, 2009
2:07 A

= Parking Lot Paving Manager a 11
Announcements

o & Pizza in the cafe! Wit 0 13
Building Maps : !

= CEO Blog H
Y ConferenceRoom Calendar

m

Custom Messages

1 elntranetCalendar

Forms

B [-7 Forums
' Announcements
I

T Classifieds

Locations
Management Messages

] 11 b

» Taxonomies

+ Collections

» Menus

€ Local intranet | Protected Mode: Off

fa v ®10% -+

& — = -

Click New Topic (‘7). A Post New Topic editor appears. The following figure
shows an example of creating an announcement.
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B 5100 Workasa o st NSO DR TR e e |
ekiron
CMS

Version: 8.01 (Build .
Post New Topic

SR

BT summary.. | cotegory

Subject:  Eripliyes sovie Day

0 unread messages

Desktop [ i) Library Settings Reports Help

Priority: @ aAnnouncement

|| Sticky
| harmal
Lock
(|
I Message BEHE9- Marrmal - werdana -z wip v A-B I U T & F©-
: EEEE=s==E=£20-00
I Movie Day: June 6 starting at 2PM
I Movie: Tinman

Location: Town Cinema

m

Free bag of popcorn and small soda provided to each employee!
Raffle prizes!

Congratulations on our success!

raK:y o) |

4 1 b

Done €& Local intranet | Protected Mode: Off 4 v H100% -

4. Click Save (B) to add the announcement to the folder. The Announcements
block on default home page will look like this:

Announcements
Employee Movie Day  524/2010 10:58:16 AM
Traffic Conditions 12M7/2009 2:07:23 AM
12 16 Roadwork on 101 causing delays all day today. Use alternate routes if
possible.

Pizza in the cafe! 12/8/2009 3:42:40 AM
[First] [Previous] [Mexd] [Last]
= Choose another folder of content from the CMS400.NET to display in the widget.

1. Click the Edit button () on the widget.
2. Click the Folder tab.

3. Choose another folder and click Save. The contents of the selected folder are
displayed. For example, choose Root > Content > Company
> Announcements and see the results.
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Displaying News Items

IMPORTANT: There are 2 Announcements folders in the default
elntranet CMS400.NET. The Forums> Announcements folder
displays only items with a content type of Discussion Topic by
default. If you change the folder to Company > Announcements
the items will not display on the home page because the items in
that folder are a different content type. To display the contents of
the Company > Announcements folder, click the Properties
tab, and choose AllTypes on the Content Type drop down menu.

Editing Widget

Pronery |k
Sort Order: Descending - A
Order By: Datelvodified -
Content Type: AllTypes v :
Add Text: Add Content

For information about the ListSummary widget, see el _ListSummary Widget on page 175.

Displaying News Items

The News Items on the home page displays a list of content items in a CMS400.NET folder. You
can change the content of this List Summary widget in the following ways:

= Add new content to the list.

1. Login as administrator.

2. Open the access point () and choose Add Content. The CMS400.NET editor
appears.

Enter the title and the content that you want.

Click Publish (B) when you want the content to appear on the News Item
display. For more information about editing content in the CMS400.NET, see
the Ektron CMS400.NET Reference Manual.

W

= Add a non-HTML document to the list.

When you upload a file that is not HTML content (for example a Word
document), you must change the Content Type property to All Types.
Then it appears in the News Items display.

1. Edit the page using PageBuilder, as explained in Editing the Default Home Page
on page 70
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2. Click Edit (). The Editing Widget dialog box appears.

Editing Widget

Property
T [
Sort Order: Descending ~
Order By: Daterdodified -
Content Type: AllTypes -
Add Text: Add Content

m

-

[ Cancel HSave]

3. Change Content Type to All Types and click Save.

Choose New > DMS Document. (If you want to drag and drop more than one
document, choose New > Multiple DMS Documents.) An Upload dialog box

appears.

@ CMS400 Workarea for admin - Microsoft Internet Explorer provided by Ektron, Ine.

| B S |

Content Searchable

Title: 401k Retirement Planning [English (U.5.]]

m Summary Metadata Alias Schedule Comment

Done € Local intranet | Protected Mode: Off

Desktop QI g Library

Templates Category

Please select a file to upload Browse...

0 unread messages

Seftings Reports Help

‘G v ®00% -

h

5. Enter a title. For example, 401k Retirement Planning.

Click Browse and locate the file that you want to upload. For example, 401k

Retirement Planning.doc.
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Modifying the Twitter Feed

belongs. For example, you can set this to Company-Wide News and
HumanResources Collateral.

Click on the Category tab and select one or more categories to which this item

8. Click Publish (B) to upload the document into the News folder.

& CMS400 Workarea for admin - Microsoft Internet Explorer provided by Ektron, Inc. ' | (e
%S 0 unread messages
Version: 8.01 SP1(Build Desktop QWJIZi1] Library Seftings Reports Help

@ View Contents of Folder "News" =
€] 7 Lol
Title ContentType  Language 1D Status  Date Modified Last Editor
= € Folders o
n Content [® | 401k Retirement | Office B= a65 A 2872010 Administrator,
" = onten Planning Document &3811 A Application
L = Company — i
W +2] Annual Data Center | HTML Cantent B= 208 A 12010 Writer, Content
I Announcements Canference 54156 AM
Building Maps = -
'I - s P T {Ll Celebrate Mational Arts 4 HTML Cantent B= 134 A 21412010 Administrator,
| CEO Blog and Hurmanities Month 8:56:48 AM Application
| i ConferenceRoom Calendar In October
Custom Messages {2 zariner Gonference 4 HTML Content = 168 A 2142010 Administrator,
N . 8:50:22 AM Application
| | elntranetCalendar . LE
2] Return the Books! 4 HTML Caontent B a8 A 2idf2010 Adrninistratar,
N Forms o
I . 5040 AM Application
' Forums —
X 2| Bam Giant Joins the 4 HTML Cantent B= a4 A 2idf2010 Adrinistratar,
i Locations Executive Team A:50:56 Al Application
|| —
\ LETEEETE e fE)wWeb 2.0 Summit 4 HTMLcontent EE &3 A 242010 Adrministratar,
News i 0014 A Application
4 m o
i
m » Taxonomies
||
N » Collections
| » Menus
€& Local intranet | Protected Mode: Off A v H10% v
e

= Choose another CMS400.NET folder to display in the el_ListSummary widget.

1. Edit the page using PageBuilder, as explained in Editing the Default Home Page
on page 70

2. Click Edit (&) on the widget.

3. Click the Folder tab.

Choose another folder and click Save. The contents of the selected folder are

displayed in the widget. For example, choose Root > Content > C
> Management Messages and see the results.

For information about the el_ListSummary widget, see el _ListSummary Widge

Modifying the Twitter Feed

By default, the Twitter™ Feed widget on the Ektron elntranet home page displa
the Ektron's Twitter RSS feed (http://twitter.com/statuses/user
timeline/96145394.rss).

ompany

t on page 175.

ys tweets from
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Welcomae, Application

22 minubes ago

Ektron Feed

Wil

ERtron: @hillgnatiter Thanks
send on your comments to the

design eam

Kirod: @I-:-n'u day sanmy 1o haar

t you feel thal way, Pleasy let
us ¥now what we can do bifler on
kv, com fan

To set the widget to follow a different Twitter account, follow these steps.

Open the Twitter account page that you want to follow. For example,

1.
http://twitter.com/bill Ektron.
2. Inthe lower right side of the screen, click the RSS feed.
R R K] o

i = [E ritpcivner comtd_Erord
*E) v ° mm - Page~ Safety= Took= =

Tavorkes *lﬂirmﬂ-ls...|1&elmm | Bl Fog...

At Ritz-Carlton Amelia Island Flonda P

he for tCMO Summit, what a great foMowing ToMowers. lsted
location —_— "

Ekiron released updates o CMS5400.net an exciting feature is
Facebook connect, as well as a number of facebook widgets

Al heathrow ainpor, heading (o Boslan, tormorrow Mying to San
Francisco

Intanel world in Lundt. 1 Uh r|i5'l.'-_'ek Gr Ldl SUCLESS Pln:[u @ ur
Ektron booth ht [ uploaded imagespholo. jpg

Al Intanet world today, will be there the next 2 days

i s Dldrmes | Al s e
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Removing the Help Widget

3. Inthe browser address bar, copy the URL.

itter / bill_ektron - Microsoft Internet Explorer provided by Ekktro

- I | fbwikker, comy)skatuses fuser_bmeline 17853050, 12

‘avarites H?‘f' - | P ektron cms. . | 5 elntranet | Twitter ... ¥

Open the Ektron elIntranet home page.

Edit the page using PageBuilder, as explained in Editing the Default Home Page on page 70
Click the Edit button () on the Twitter Feed widget.

If there is an existing feed that you do not want, delete it.

Twitter Feed Widget BN X

Twitter Feeds

Feed Name: Ektron Feed Feed
Urk:
hT[FI-Z twitter.com/statuses I.J\E.,fI

No u bk

Mame: | Click to delete '
existing URL |

Uril:

Add|

8. Inthe Name field, enter the Twitter account name.

9. Inthe Url field, paste the address you copied in Step 3.
10. Press the <Home> key to move the cursor to the beginning of the Url field.
11. Click Add.
12. Click Save.
The Ektron eIntranet home page refreshes, and the new feed appears in the Twitter widget.

Removing the Help Widget

Getting Started with Ektron elntranet online help was placed on the home page for
administrators to introduce Ektron elntranet and to help you set up your Ektron elntranet site.
Your intranet users will not need this information accessible from the home page.

To remove the Help widget from the default home page, follow these steps.

1. Login as administrator.
2. Edit the page using PageBuilder, as explained in Editing the Default Home Page on page 70
3. On the Help widget, click Remove (Ed).

You can access the online help from the Workarea at the root content folder. To re-add it, create
a Content widget and assign this ID to it.
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& CMS400 Workarea for admin - Microsoft Internet Explorer provided by Ektron, Inc. l == &J

0 unread messages

Desktop WG] Library Settings Reports Help

@ View Contents of Folder "Root" =
€ Z Lalel

I Title i i

'@ (= & Folders — _ -

{l t2|Help 4 HTML Content = 481 A B/TI2010 3:00:49 PM  Administrator, Application
Gntent _///

Pages

Setup

» Taxonomies

»+ Collections

» Menus
Done €& Local intranet | Protected Mode: Off 3 v H100% ~

Modifying Department Pages

You can modify the department pages that come with Ektron elntranet, or you can create new
ones. You can also delete a department from the elntranet. These actions are described in the

following sections:

e Modifying an Existing Department Page below
e Creating a New Department Landing Page on the facing page
e Deleting a Department from the elntranet Site on page 94

Modifying an Existing Department Page

You modify a department page with PageBuilder in the same way that you would modify the
home page, as described in Editing the Default Home Page on page 70.

Department Pages have the following default widgets:
Widget Area Widget Used See Also

el_Community GroupMembers

Members Widget on page 170 Creating Community Groups on page 117
News <1:)I7_5L/stSummary Widget on page Displaying News Items on page 87
Upcoming el_UpcomingEvents Widget on . . .

Events page 187 Displaying Upcoming Events on page 71
Activity Stream el_ActivityStream Widget on page Customizing the Activity Stream on page 76

165
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Creating a New Department Landing Page

Widget Area Widget Used See Also
Collateral el_News Widget on page 179 Adding Assets to the Intranet on page 98
Blog el_RecentBlogPosts Widget on Adding Entries to the CEQO's Blog on page 83

page 184
To create a new page under the department landing page, see Adding a New Page on page 95.

Creating a New Department Landing Page

To create a new department landing page, follow these steps:

1. Click on Department Wizard at the top right of the home page. The following wizard
dialog box appears.

Department Wizard X

Add Department Delete Department

Enter the name of the new department you want to add below:

Department: Quality Assurance|

| Add || Cancel

2. Enter the name of the new department in the dialog box.

3. Click Add. The new department (Quality Assurance in this example) is added to the
Departments navigation menu.

Engineering )
Marketing
HumanResources
Sales )

Training

Ouality Assurance »

o Adid

2 Edit Menu

When you create the department, its landing page appears (Quality Assurance example shown
in the following figure). The new department page is pre-loaded with Collateral, Activity
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Stream, Calendar, Groups Spaces, News, and a new Blog, or choose your own content by editing
the page. To modify this page, see Modifying an Existing Department Page on page 92.

Departrmerts My Imtranet
H Departments Q A Home
Members

g = \ Application
s EWs Adminictrator
= Blog ®4ETE

Collateral Collapse A1l Quality Assurance Mews

News
Reports
Upcoming Quality Assurance Events

Welcome, Application! “fou have 0 unread messages M

Activity Stream

Search this section... Search

added new content, #% Home

2 macorcy a

dded new content, ¥ Group Spaces

2 muzney wom

2 macancs wge

2 macorcs a

Quality Assurance Collateral

Highest Rated

Most Recent || Most Viewed

From the Guality Assurance Blog

NOTE: The members community block is a discussion group about things of interest to the department.
Anyone can join the discussion group. If you want only department staff members to shows in the members

list, see Creating a Restricted Group on page 119.

For information about setting department permissions, see Setting Up Permissions for

Department Pages on page 155.

Deleting a Department from the elntranet Site

To delete an existing department, including its menus, aliases, taxonomies, folders, tags, and

community groups, follow these steps:

1. Click on Department Wizard link in the upper right corner of the page. The following

wizard dialog box appears.
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Creating Content in the elntranet

Department Wizard X

Add Department Delete Department

Select a Department to Delete:

» Engineering

@ Training

» Quality Assurance v
Page 2 |of2 & KH4Ppr M

& Delete Departments

2. Check the box next to the department that you want to delete from the intranet site
(Quality Assurance in the example) and then click Delete Departments. A warning dialog
box appears to confirm your action to delete the department.

NOTE: You may need to refresh your browser (F5) for the Department menu to be updated after the
deletion operation is complete.

Creating Content in the elntranet

Populate your Ektron elntranet with new pages and content that your colleagues and employees
want and need to be more productive and effective. You can do the following:

» Adding a New Page below

» Adding Assets to the Intranet on page 98

= Adding Photos to the Gallery on page 102

» Setting Up a Company Calendar on page 106

Adding a New Page

PageBuilder lets you easily add a new page to your web site, choose the basic layout style, and
add the widgets you want. The following example shows how to create a new page for the
Human Resources department that contains navigation and two content widgets.

1. Choose Departments > Human Resources.
2. Click the left/right arrow button to open the PageBuilder menu.
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Intrar

3. Choose File > New Page to start the Add New Page Wizard as shown in the following
figure.

This wizard will guide you through creating a new layout. The first step is to select a wireframe to base
your layout on. The next step will be to select any taxonomy nodes you wish to assaociate this layout with.
Finally, you will be asked to provide any relevant metadata for the layout, along with a summary.

Folder: Pages/Departments/Marketing/ Change
Pleaze select a layout for your page.

v

Intranet Intranet - Intranet

wireframes/home1Zone.aspx

) =

4. Choose from several wireframe styles, for example, homelZone.aspx. Your choice is
highlighted with a checkmark in the upper right corner.

5. Click Next to continue.

6. Enter the page title, taxonomy category, alias name, and extension as shown in the
following figure.
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Adding aNew Page

~| Page Title |

Page Tit@re@

[

Taxonomy
ToL1sales

= Marketing

" O collateral

ClFress Release

(=

7. Click Next to continue.

{Aliasing

Manual
se Manual Aliasing

Alizz Preview.

Folder

There are no Folder Aliasing rules associated with
this folder

Taxonomy

There are no Taxonomy Aliasing rules associated
with this folder

8. Skip entering Metadata and Summary and click Finish.
9. Click OK to begin editing the new page. The new page appears it which you can place

widgets shown by the yellow blocks.

10. Click the up/down arrows to show the widget bar (EasTT).

11. Drag-and-drop widgets (for example, Photo Of The Day and ContentReview widgets) onto
the yellow zones on the page as shown in the following figure. (The following figure shows
the ContentReview Widget about to be placed on the page.)

Intranet .
Site Colleagues Groups Activity
Dep!rlmenls ‘Welcome, Application! You have 0 unread messages My Profile Logout
Home - Departments - HR : Conference Search this section... Search
3 welcome Guide .
Job Postings - X
i=| Policies and Forms X

Activity Stream
@ News

Please select a phota from the Album

Photo Of The Day Widget

= Blog
[&] Calendar
&% Group Spaces

Mews Collapze All
Job Posting

Policies & Farms

Events

Blog

L2
I “V ContentReview

12. Add a photo by clicking on Edit () and choosing one from the Photo Gallery. (For
example, choose Office Location in Root > Content > Company > Photo Gallery)

13. Choose File > Publish from the PageBuilder menu. The new page displays.
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Department Wizard Site Map elcome Guide orkarea

Intranet -

Site Colleagues Groups Activity
Depunmenls m Welcome, Application! You have 0 unread messages My Profile Logout
Home : Departments : HR : Conference Search this section.... Search

E3 Welcome Guide
Job Postings

{2 Policies and Forms
Activity Stream

@ News

! Blog

& calendar

&8 Group Spaces

Mews Collapse All
Joh Posting

Folicies & Forms

Events

Blog

EhPrint Phota  EEm

Average 0 out of 5

Setting Navigation to Your New Page

A page is not connected to the elntranet site until you set the navigation to the page so others
can find it. You can do this by any of the following:

o Create a hyperlink in another content that links to this page.

e Use the URL you established in the Alias setting - http://<yourhost>/conference/

e Add this page into the appropriate menus on the top navigation menus.
Search result lists automatically find this page when you enter proper search terms.

Adding Assets to the Intranet

Assets are files that are created outside of CMS400.NET. You can store and manage assets on
your Ektron elntranet site as shown in the following examples.

To add a single asset, do the following:

1. Find a page that accepts assets; for example, the Company News page of the
HR department page.

Click Add Asset (*3-). A dialog box appears.
Click on the File Upload tab.
Click Browse to locate the photo file.
5. Click Upload.
The following browsers use different methods for uploading assets.

H W N

» Adding Assets with Microsoft Internet Explorer on the facing page
» Adding Assets with Google Chrome on the facing page

Getting Started with Ektron elntranet
Document Rev. 1.2 (Feb. 2012)




Adding Assets with Microsoft Internet Explorer

» Adding Assets with Mozilla FireFox below

» Adding Assets with Microsoft Internet Explorer and Microsoft Office on next page

Adding Assets with Microsoft Internet Explorer

You can upload one file at a time using the File Upload dialog box.
1. Click Browse.
2. Select the file you want, then click Upload.

Document Management System (%)
| Browse. .. I

Upload Cance

Adding Assets with Google Chrome

You can upload one file at a time using the File Upload dialog box.
1. Click Choose File.
2. Select the file you want, then click Upload.

Dacument Management System [ ]

No file chosen

Upload Cancel

Adding Assets with Mozilla FireFox

You can upload one file at a time using the File Upload dialog box. You can also upload multiple
files clicking on the Drag Drop tab and dragging files to the Drag Drop tab.

Show me.
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Document Management System 9

File Upload Bl

Adding Assets with Microsoft Internet Explorer and Microsoft

Office

You can upload one file at a time using the File Upload dialog box.

1. Click Browse.
2. Select the file you want, then click Upload.

You can also upload multiple files by checking boxes next to the files that you want to upload.

1. Click the Multiple DMS Documents tab.
2. Check the boxes next to the files you want, then click Upload.

NOTE: You can see a list of allowed file types by clicking Show File Types. Ektron
CMS400.NET administrators can edit this list in the Workarea.

3. If any selected file type is not allowed, you are notified. Ektron elntranet uploads all
allowed file types.

Creating a New Employee Resource Page

To add an Employee Resource page, follow these steps.

1. Click Resource Wizard in the top navigation area. A dialog box appears.
Resource Wizard p4

hl i || i oL Ipi Delete Resource

Enter the name of the new resource you want to add below:

Resource:
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Creating a New Employee Resource Page

2. Enter the name of a new employee resource and click Add. A new Employee Resource page
is created. The following figure shows a new Employee Resource page that helps

employees find Surplus Equipment.

Intranet
N—

Home : Employee Resources : Resources © Surplus Equipment Home

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Nullam
urna odio, tristique vel mattis sit amet, pulvinar vel arcu. Morbi
sit amet ipsum elit. Nulla facilisis consequat mauris, id
consequat diam euismod non. Sed facilisis purus eu sapien
convallis ultricies at id risus. Quisque in euismaod nulla.
Maecenas lorem dolor, fermentum a accumsan id, elementum
eu eros. Cras lobortis cursus tortor vel scelerisque. Vivamus et
massa eget ligula faucibus consectetur placerat quis turpis.
Sed imperdiet lacinia ante, in facilisis metus feugiat at.
Vivamus gravida dolorid sem fringilla auctor.

s Surplus Equipment Home

Surplus Equipment  cojjapse a1

Welcome, Application!

Activity

Groups

Search this section... Search

Highest Rated | | Most Recent | | Most Viewed

v {‘Ll Surplus Equipment  10/6/2010 1:15:21 PM
Lorem ipsurm dolor sit amet, consectetur adipiscing
elit. Nullam urna odio, tristigue vel mattis sit amet,
pulvinar vel arcu. Morbi sit amet ipsum elit. Nulla
facilisis

v fig] Surplus Equipment Home  10/6/2010 1:15:23 PM
Page for Surplus Equipment resource

Read More b

built on

ktron

Site Use Policy  Site Map | Contact Webmaster @ Ekiron 2010

Q"‘ Web Page SEO

wiew report

When you create the new Employee Resources page, it's landing page appears. The new
page is pre-loaded with Content, a PageBuilder Page, a taxonomy category and menu links.

A link to this resource page is also added to the main menu under Employee Resources

> Resources.

Welcome Guide

Book A Conference Room
Request IT Help

Forums

Employee Handbook
Newsletters

Office Locations

Building Maps

Site Map

Resources ¥

Surplus Equipment Home

= Adid
2 Edit Menu
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Adding Photos to the Gallery

The Photo Gallery lets you manage images on your Ektron elntranet site. The default gallery has
3 images: earth.gif, training center.jpg, and office location.jpg, located at the top folder
of the image hierarchy.

Intranet 53“ | °‘

My Intranet Application! You have 0 unread messages

Manage Photos __‘ﬁ@ :_-
Add Photos

S

Organizing Photos with Subcategories

You can add photos to the top folder, but you probably want to organize the photos by setting up
subcategories of images. For example, you may have a photo menagerie of animals. Under top,
create a subcategory folder called animals, and under it create mammals, reptiles, birds,
fish, and invertebrates.

To set up animal categories, follow these steps.
1. From the Ektron elntranet home page, click News & Events > Photo Gallery.

2. Click Add New Category (‘{:L-‘) and enter animals in the folder field, as shown, and click
Add Taxonomy Category (1<)

Getting Started with Ektron elntranet
Document Rev. 1.2 (Feb. 2012)

102




Adding Photos to a Subcategory Folder

Photo Gallery

= top

1 ___|subcateguries@
b 4
@ a1 (0)

3. Click on the animals folder to select it.
4. Repeat step 1 for each, entering mammals, reptiles, birds, fish, and invertebrates.

The following example shows the Photo Gallery with the limited animal taxonomy.

Q

Intranet
Site Colleagues Groups Activity
Departments m Welcome, Application! You have 0 unread messages Profile Logout

Home : News & Events : Photo Gallery

Photo Gallery

2 Company News

@ Messages From Management »top » animals (0)
Announcements .
i |subcategories op hotos
= CEO's Blog | o

| Company Calendar 2 mammals (0

M| Photo Gallery

# invertebrates (0

Manage Photos @ @ .‘_?

Add Photos

&

Adding Photos to a Subcategory Folder

To add a photo to a subcategory folder, do the following:
1. From the Ektron elntranet home page, click News & Events > Photo Gallery.

2. Click on a subcategory folder. For example, click on mammals.

3. Click Add Photos (“#). The Add Photos dialog box appears.
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Add Photos (]
MNext=>
Photo Data

Fill outthe description and then click next to drag and drop image(s).
Maximum width: 800 pixel (suitable for on-screen viewing) -

Description: | EE - T [Normal B I |¥F|© -~

— = = o=
| = = = =

iz

h=

|3 - @ = [

Gray Maine Coon Cat

4. Enter a description of the photo and click Next.

5. Click on the File Upload tab.

6. Click Browse to locate the photo file.

7. Click Upload.
For more information about adding assets and browser-specific methods for uploading, see
Adding Assets to the Intranet on page 98.

The following figure shows the outcome of adding one photo to the previously empty
mammals folder.

Photo Gallery
» top » animals » mammals {1)

| lsubcategories = '@photos

no subfolder exists.

pa200049

Manage Photos Ej @ .'_?

Add Photos

.
]

To add more than one photo at a time to a subcategory folder, do the following:
1. Click on a subcategory folder. For example, click on birds.

Getting Started with Ektron elntranet
Document Rev. 1.2 (Feb. 2012)

104




2. Click Add Photos (“*#) . The Add Photos dialog box appears.
Add Photos

Adding Photos to a Subcategory Folder

Photo Data

Fill outthe description and then click next to drag and drop image(s).
Maximum width: 800 pixel (suitable for on-screen viewing) -

Description: | - S [Mormal B I|F @ -

Birds of Sanibel, Florida

Enter a description of the photos and click Next.

=

Depending on your browser, you can upload more than one file at a time. For information

about your browser's method, see Adding Assets to the Intranet on page 98.

The following figure shows the outcome of uploading 3 photos to the previously

empty birds folder.
Photo Gallery

» top » animals » birds (3)

|_Jsubcategories = ‘@pnmos
no subfolder exists.

dscn3512

Manage Phutuslﬂj@ nl_?
Add Photos

n

dscn3509

dscn3573
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Setting Up a Company Calendar

A WebCalendar widget displays events from any number of calendars. For example, the
Engineering home page's calendar widget could display the following:

e company events, from the company calendar

e group events, from the Engineering Community Group calendar

« the group manager's personal calendar, so anyone can find the manager's contact
information when he is out of the office

The events on each calendar are color-coded, so it is easy to distinguish them.

¥ today - May, 2010 Day™ Week™ " Month
sun Mon Tue Wed Thu Fri Sat
25 26 27 28 i) 30 01 May
Soitware Support CMES Sememin CMS Summit CMSE Summit ChiE Summit
Flprcgting Weakly eintranet Review Fladkcgbing VWeakly
marg mareg
2 3 4 5 B T B
CME Bummat CMS Bummit ChIE Surnmit GhbS Suwmmit CMS Bummit Maroetsng Weekdy
Makaling Wiskdy  Supgen Engindd Training Enginssr Product
miare misire mare
9 " 12 14 15
Madkatong Weakly Supper All Hardi Maatng Madaisng Waakly
Salware wlriranat FRaview Engingar Produst
more more
16 17 18 19 2 21 22
Markmting Wesidy  Suppor wlrinanat Rarview Marsteng Waaidy
Soltware Fomfrsgerator Clean: Enginesr Produc
moreg more

The Ektron elntranet provides a sample calendar widget on the News & Events > Company
Calendar page. You can perform the following calendar functions.

e Changing the Calendars that Appear on a WebCalendar Widget on page 111

e Adding Calendar Events on the facing page

e Placing a WebCalendar Widget on a Page below

Placing a WebCalendar Widget on a Page

Because the WebCalendar widget is wide, you should only drop it onto a PageBuilder page that
has one column, such as one of the following pages.

e News & Events > Company Calendar

« Employee Resources > Book a Conference Room

o Departments > Engineering > Activity Stream
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Adding Calendar Events

If you want to create a new page for a calendar, use the homelzone.aspx template, which has
one column. For more information, see Adding a New Page on page 95.

After you determine which page to use, follow these steps.

1. Drag and drop a WebCalendar widget onto the page.

2. Add one or more calendars to the widget as described in Changing the Calendars that
Appear on a WebCalendar Widget on page 111.

3. Add events to the calendars as described in Adding Calendar Events below.

Adding Calendar Events

Before you can add a calendar event, you must log out of the PageBuilder menu.

File View Properties Help Filter Control List | [Go] *=' .
IHpagariel == Search

ﬁ Login - Microsoft In

Site Colle
CMS400 Logout

-

ome : Mews and Events : Company Calendar

& Logout @ Cancel

2 Company News

To add an event to a calendar, follow these steps.

1. Access the Edit Appointment screen.
a. Navigate to News & Events > Company Calendar.

b. Double click a date. The following example adds an event to the 27th of the month.

18 19 20 21 22
Week long
Wed
25 26 27 28 29

Wed

c. The Edit Appointment screen appears.
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I Edit Appointment

o

{ Event Recurrence Taxonomy Metadata

Title:

Location:

Description:

R BE 9~ Paragraph Styl~ ' g 7 | %% | @ -~

IS ITEEIEE EE|E

jv':*':*__.lil"]]”:'ﬁ-'l‘-ljﬂgﬂljﬂ_ﬁ

2. Enter the Event Title, Location, and Description

a. Enter a Title, for example, Training Day. This title shows on the calendar and in the pop-
up.

b. Enter the Location. This appears in the pop-up.
c. Enter the Description. This appears in the pop-up.

When viewing the calendar, anyone can hover over an event to see these fields in the
popup (as shown in the following figure).

4 5 6 T 8 9 10
Training Day
Training Day
) ) maore
Trasung Day
18 19 20 21 22 23 24

3. Add the start time or all day option

At the bottom of the Edit Appointment screen, the selected date appears as the Start Time, and
All Day is checked. So, by default, the event does not have start or end time.

NOTE: All-day events appear differently than those with start and end times. For example, in a weekly view,

all-day events appear at the top, while those with start and end times appear in their time slot, as shown in
the following figure.
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Adding Calendar Events

) today - 10/25/2009 - 10/31/2009
sun, 25 Mon, 26 Tue, 27 Wed, 28
all day All day event
BEITI
gam 0One hour event
1UEITI

To add a start and end date and time, follow these steps.
a. Uncheck the All Day option.

Start time |10/7/2009 | |10:00 AM G
End time |[10/7/2002 || |11:00 AM G

QA

b. For start and end dates, click the calendar button (I“&) and set the start date.

C. For start and end times, enter the time text or click the clock icon (*!). If you use the
clock button, choose the values and click Set when finished.

i @000 AM | G

=

Hour Minutes

AM PM oD |05 | 10

2 3 15 20 25

4 '3 6 30 35 40

&8 3 45 50 55

10 11 12

Set

4. Set recurrences.

You can set appointments to recur daily, weekly, monthly, or yearly, spacing them at various
intervals or having a finite duration or indefinite recurrence.

To set a recurrence for a weekly event that occurs each Wednesday for the next 5 weeks, follow
these steps.
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a. Click the Recurrence tab on the Edit Appointment dialog box.
b. Check the Recurrence checkbox, as shown in the following figure.

[ Edit Appointment ¥ 1

Event Taxonaomy Metadata

Recurrence

O Daily

& Weekly
O Monthly
O Yearly

Recur every (] week(s) on
[0 Sunday [0 Monday [] Tuesday
Wednesday [ Thursday [] Friday

[0 saturday
{3y No end date (® End after |3 OCCUrrences
() End by | [

[ Save H Cancel

Check the Weekly option.

Next to Recur every, enter 1 to have the events recur weekly.
Check the Wednesday checkbox.

Enter 5 to end after this many occurrences.

Click Save.

@ —+« O QA o

NOTE: If you edit a recurrence, you can edit either a single occurrence or the entire series.

5. Save your appointment.
At any time, click Save.

Start time |10/1/200%

[~] AN day

Save Cancel
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Changing the Calendars that Appear on a

When you finish, the calendar looks similar to the following figure.

4} today ~ Oct, 2009 Day  Week
Sun Maon Tue Wed Thu Fri Sat
27 28 29 30 01 Oct 2 3
Training Day
4 5 6 T 8 g9 10
Training Day
11 12 13 14 15 16 17
Training Day
18 19 20 21 22 23 24
Training Day

Changing the Calendars that Appear on a
WebCalendar Widget

Ektron eIntranet provides three WebCalendar types (listed below). All types can appear in the
WebCalendar widget.

« System - shows events that affect your entire organization.

e Community Group - shows a Community Group's events; appears on a Community
group's profile page.
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Engineering

» Engineering

b Members 4"F foday ~ Ma‘y 2010 D3
b Documents Sun Mon Tue Wed Thu Fri
25 26 27 28 29 30
+ Blog
© cCalendar
2 3 4 5 B 7
9 10 11 12 13 14

e User - shows your personal events; appears on a user's profile page.

Application Administrator

2 26 27 2B 29

F) 4 [ f

9 10 11 12 1 1
16 17 18 18 20 21

NOTE: Users can only create personal calendars if an administrator allows this in the Workarea's Edit
User screen > Custom Tab > Create User Calendar checkbox.

This section explains how to add or remove calendars from the WebCalendar widget.

Accessing the Default WebCalendar Widget's Edit Screen

To add or remove calendars from the WebCalendar widget on the Company Calendar page, fol-
low these steps.
1. From the home page, log in as administrator.

2. Edit the page using PageBuilder, as explained in Editing the Default Home Page on page 70
3. Navigate to News & Events > Company Calendar.
4. Click the WebCalendar widget's Edit button ().
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Adding a System Calendar

5. The Editing Widget dialog appears. The default tab (Selected Calendars) shows all
calendars currently assigned to this widget.

Editing Widget

Selected Calendars Folder Usger Group
Source D Mamea Event Color
Svstern-163 elntranetCalendar AutoSelect |~ =]

(o] 500

6. From this screen you can add and remove calendars. See Accessing the Default
WebCalendar Widget's Edit Screen on previous page

7. When you finish editing, go to the PageBuilder Edit menu and click Publish.

B checkin ome : Mews and Events : Comp:

4 Publish

®  Cancel &* Company News

Adding a System Calendar

To add a system calendar to the WebCalendar widget, follow these steps.
1. Click the Folder tab.
2. Navigate through the folder structure to find calendars to add to the widget. Calendars are
indicated by an icon and an Add button (&).
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Selected Calendars Folder User

” Root
T = Content
== Company
= announcernents
Building Maps

CEQ Blog

o ConferenceRoom Calendar

Custorn Messages

o elntranetCalendar

Farms

3. Click the Add button (<) next to the calendar you want to add.
4. The Selected Calendars tab reappears, showing the added calendar.

5. If you want to pick a background color for this calendar's events, click the down arrow next
to AutoSelect and click the color.

NOTE: AutoSelect chooses the next available color.

ConferenceRoom Calendar AutoSelect | ™

B DarkGre « |

B oarkrer g
Green o
Crange
Fink
Fed

ikt T

Adding a Community Group Calendar
To add a Community Group calendar, follow these steps.
1. Click the Group tab.

2. Enter one of the following pieces of information about the Community Group. You must
enter the term exactly.

= group name
= a word in the group's description (small words are ignored, such as the and for)
» a tag assigned to the group
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Adding a User Calendar

NOTE: If you do not have this information, you can find it by navigating to the Workarea > Settings >
Community Management > Community Groups screen.

3. Click Search Groups.
4. All Community Groups that fit the search criterion appear.

Editing Widget
Selected Calendars Folder User Group
Department
[ search Groups |
Avatar Group Name

Cancel | Save I

5. Find the group whose calendar you want to add.

6. Click Y Add Calendar.
7. Click Save.

Adding a User Calendar

To add a user calendar, follow these steps.
1. Click the User tab.

2. To add your calendar to the widget, click Add My Calendar.
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Selected Calendars Folder LUser STOUp

| Add MyCalendar |

Search Lisers

Avatar MName Last Mame Email

Cancel | Sinrel

To add another user's calendar, enter one of the following pieces of information. You must
enter the term exactly.

s first name
s last name
= uUsername

a tag assigned to the user

NOTE: If you do not have this information, you can find it by navigating to the Workarea > Settings
> Users screen, or to the Workarea > Settings > Community Management > Tags > View All
Tags screen.

3. Click Search Users.
4. All users that fit the search criterion appear.

Editing Widget
Selected Calendars Folder Lizgr MU

Add My Calendar |

Marketing
Search Users
Fyatar Mame Last Name Email
1 aAdmninistraton ar ] x_:;,_”.
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Creating Community Groups

5. Find the user whose calendar you want to add.

6. Click = Add Calendar.
7. Click Save.

Creating Community Groups

Community groups provide common interest areas for people to collaborate. You can create
groups, join groups, maintain documents, calendars, discussion boards, blogs, and photos. A
group moderator creates a group and determines whether the group is restricted or public.

Community Groups (4}

Marketing( Public) Founded: 3/4/2010
Members 3

Tags: Marketing

j HR({ Public) Founded: 3/4/2010
4 Members 1
Tags:
Training( Public) Founded: 3/4/2010
ﬂ Members 1
Tags:
. Travel Tales({ Public) Founded: 3/5/2010
e
e’ et Members 1
Tags:

Viewing Community Groups

To see the list of available groups, follow these steps.
1. Choose My Intranet > Directory.

2. Select the Groups Directory tab.

3. Choose a group from the list. If the group is public (or a group in which you are already a
member), the Members & Activity page opens with all the content visible.

If you are not a member of a restricted group, you may request to join it by clicking
this link. After your request is granted by the group moderator, you see the Members
& Activity page.

For more information about group spaces, see Touring Group Spaces on page 122.

Creating a Community Group

To create a Community Group, follow these steps.
1. Go to My Intranet > My Profile.

2. Click the Groups tab.
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3. Click the Create Group button.

Application Administrator - | am setting up our intranet

Application Administrator
View Tags Create Group

Calendar

ly Groups o+ x b x

Field Description

Properties Tab

Group Name The name of the group.

A group administrator has privileges to delete a group or edit its
properties.

Administrator By default, the person who created the group is the group
administrator. Click the Browse button if you want to select a
different group administrator.

Select whether the group is

Open - open to the public

Membership Restricted - members can only join if invited
For more information, see Adding Members to a Restricted Group
on page 129.

Image Upload an image to use as an avatar for the group.

Location The geographical location associated with the group.

Short Description A brief description of the group.

Description A fully detailed description of the group.
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Creating a Restricted Group

Field Description

Check this box if you want the group and system administrator to be
able to distribute content to any folder.

Enable Distribute
For more information, see "Distributing Content to Another Folder"

in the Ektron CMS400.Net Reference Manual.

Check this box if you want to allow members to add, remove and
control the sharing of folders in a community group’s Photo Gallery
or Document’s Workspace. For more information, see Managing
Group Photos on page 132.

Allow member to
manage
photo/workspace folders

Check this box if you want to this groups message board to be mod-
erated. For more information, see Moderating a Group Message
Board on page 128.

Group MessageBoard
Moderation

From this screen, you can either create a new tag or select from a
default list of community group tags. For more information, see
"Assigning Tags to a Community Group" in the Ektron CMS400.Net
Reference Manual.

Group Tags

The categories tab lists all of the categories associated with the
community group.

Category List Note: This table appears only if you have defined at least one
taxonomy for community groups. or more information, see "Creating
a Taxonomy" in the Ektron CMS400.Net Reference Manual.

Creating a Restricted Group

Any person can request to join a restricted group, but the moderator of the group must accept or
reject the request. Members of a restricted group can discuss matters among the group and
non-members do not have access to those discussions or documents within the group.

When a department page is created, an open community group is automatically created and
associated with the department, as shown in the following figure. Anyone in the intranet can join
that public group.
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0l

; Wieminers

Activity 5 . -

~ embers | Pending embers =
& = { Apr ticr
o e H Gé Adiministrabo
= Blo _

Collateral collapre A1 | Quality Assurance News

MHews

Reports

Upcoming Quality Assurance Events

For information about joining or inviting colleagues to a group, see Adding Members to a
Restricted Group on page 129.

If you want to use the eI_CommunityGroupMembers widget to display only the staff members of
your department, create a new, restricted group and invite only the members of the department
staff.

To create a restricted group, follow these steps:
1. On a department page in the block on the left side of the page, click Group Spaces. The
Group Spaces page appears.

2. On the right side, click Create Group. The Create Group dialog box appears.
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Creating a Restricted Group

Create Group

=

Bl | Tags | category

Group Name: | qality Assurance Staff

Membership: Open @ Restricted
Features: [V|Create Group Calendar

¥| Create Group Forum

m

Image: QA_lcon.png P
Location:
Short Description: Quality Assurance

Description: |The Quality Assurance staff ensures the quality and
reliability of products.

3. Specify a Group Name, such as Quality Assurance Staff.

4. Click the Restricted radio button.

5. Optionally specify the other fields, select a category on the Category tab, and click Save (
El]). The new group appears in your group list.

To display the new group on your department page, follow these steps.
1. Edit the department page using PageBuilder, as explained in Editing the Default Home Page
on page 70
2. Open the widget menu (E&s00) and drag and drop the el _
CommunityGroupMembers widget onto the page.

3. Click Edit (). The Editing dialog box appears.
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Editing Widget

Group IIZ?I:?5

Header: Members

| Save | | Cancel |

4. Specify the Group ID and change the Header. For example, the header might be Quality
Assurance Staff like the name of the group.

NOTE: To find the Group ID, open the Workarea and choose Settings > Community Management
> Tags > Community Groups. The group list displays in the main panel. Note the ID number for the
Editing Widget dialog box.

5. Click Save. The new group appears on the department page.

Touring Group Spaces

The following sections describe the groups spaces on the Ektron elntranet.

Group Members & Activity
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Group Members & Activity

Intranet -
I JrR—
L e ) Wb { 3]
G%‘ n
. 2
- -

by Comsrepnt

built
ktron

Section Description

Displays the status of colleagues when they perform tasks
within the group. These actions may include adding
Group Activity content or documents, or posts to a forum or blog.

Group members determine which type of activities to
share by editing their Profile's Activities tab.

Displays group members. Click a member's photo or name

LT to go to their profile page.

When colleagues visit your group page, they can leave
Message Board messages on the message board, such as a status update
or a question.

You can access other pages associated with your group using the links on the left side, shown in
the following figure.
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Dashboard

Documents
calendar
Discus=ion Board
Blog

Photogs

Group Dashboard

The Dashboard lets you customize a group page to include content for your group, such as a list
of content, a collection of links, documents, or images. To customize your dashboard, drag-and-
drop the widget you want into the location on the page you choose, as shown below.

" Loy % “%#TL

WebCalendar | |ei ContentBlock| [ei PhotoOfThed| | ActivityStream

TwitterFeed T

"’""lull-..--------l""...‘

i Activity Stream

e
il

JE added a new document, Product Presenation Series, to the Marketing group.

Group Documents

Group Documents let you store and share documents that are relevant to the group. Group
members can create their own documents and folders in the common place, without having to
create a file-sharing folder on a file server. Additionally, you can add important information
such as history (for archive purposes), metadata, and work flow.
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Group Calendar

0
2}

Workspace

8 | Activity stream datasheet |
)

The social messaging found on popular networking sites like Twitter and Facebook offers near instantaneous communication
across the globe. Status updates, microblogs and activity of users has become the de facto standard for sharing information

quickly and your Web sites need to be taking advantage of it. Adding socia

Modified: 15/03/2010 16:40:03

/= Activity Streams |

]

EKTRON Since its founding in 1998 Ektron has been committed to providing affordable web content management and authoring
solutions. Ektron CMS400.NET ermpowers non-technical business users by providing an intuitive user interface for managing
their Web site’s content and messaaging. Ektron has a complete set of social ne

Modified: 13/03/2010 16:40:04

:_I elntranet Functional Specs |

)
elntranet Functional Specs

To add Microsoft Office documents and other file types (including multimedia files), choose Add
New > Asset to drag-and-drop files to your documents storage.

Engineering

Add New... -

te| Content

For more information on adding assets using different browsers, see Adding Assets to the
Intranet on page 98.

To create new HTML content, choose Add New > Content.

You can control a document's visibility during its construction, then later distribute it to the rest
of the Intranet as illustrated in the following example.

See Also: Adding Assets to the Intranet on page 98

Example: The Marketing group created a PowerPoint slide deck for use by the Sales
department. The Marketing group made many iterations of the slides and, in some cases,
contained information about a future release that has not been approved to release to Sales. As
long as the work is edited within the restricted Marketing group, only group members can see
the document. When the work is completed and approved, group members can place a copy of
the work into a folder that is available to the rest of the Intranet users by choosing Distribute
from the menu. If necessary, the Marketing group then can continue to change the file while the
Sales group uses the version that was distributed.

Group Calendar

Use the group calendar to schedule important dates for the group, such as project milestones,
demonstrations, and other significant meetings. Any group member can add a calendar event.
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Home : My Intranet : Groups © Marketing Group

) today - Mar, 2010

Sun Mon Tue Wed
28 01 Mar 2 3

i 7 8 9 10

g= Edit Group
Tags: Marketing
Type: Public Membership
Founded: 3N5I2010
Location:
Members: 3 14 15 16 17
Group Admin: Application

The Upcoming Events widget displays a list of upcoming events from this calendar. You can also
share this calendar with your profile calendar. You can even put members' calendars in a
"mash-up" onto this calendar.

For information about a company calendar, see Setting Up a Company Calendar on page 106

Group Discussion Board

The group discussion board lets you create forums and topics that are important for your group.
A group member can post and read discussion threads. You can use all the functionality of
normal discussion boards, including comment moderation.
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Group Blog

Discussion Board

Discussion Group Board » Discussion Group Forum » Q4 Marketing Ideas

= B g (s

Q4 Marketing Ideas

_ R Posted: Monday, March 15, 2010 4:40 PM EDIT ] DILETI‘I'UHC]
Application
Posts: 1 Fleaze share and discuss your ideas for marketing materials and projects for Q4.
Back to top ADDREPLY | QUOTE | MESSAGE | REPORTPOST| IP: 192,168.13.154

Group Blog

Group blogs let you post important comments, instructions, procedures, policies, or any type of
communication. Blog functionality includes reply, edit, post, RSS feeds, and subscribe.

Blog
(view more posts
B|og B = Subscribe
Marketing Projects < March 2010 2
1= Edit Delete Permanent link Sun  Mon  Tue Wed Thu Fri Sat
Mew marketing projects that we need to create: 1 2 3 4 5 g
* Brochure for User Conference T 8 g 10 1M 12 13
Pull—up.bannerfu.rtrade show 14 15 16 17 18 19 20
* Promotional t-shirts
* New datasheets 21 22 23 24 25 26 27

Posted by Freddie at 3/15/2010 4:40 FM

Leave a comment

Homepage

Al v
hitp:/f geetlee
Comment Subjects |

NEeCE = 0515

Marketing Projects
Mew Team Member
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128

Group Photos

Group members can view and contribute photos and images in the group photos area. You can
tag each photo with information. A photo viewer and slide show function is built in to this
section. Photos stored within a restricted group can be viewed only by group members.

vashington dc (2) @
| Isubcategories

no subfolder exists.

3| |dscfdii2 | 3| | dscfDDDi d

Moderating a Group Message Board

You can moderate Group message boards similar to the way that you moderate a personal
message board. (See Moderating a Personal Message Board on page 147.)

To moderate a group message board, follow these steps.
1. From your profile page, click the Groups tab. All of your groups appear in the middle of the
screen.
2. Click the group that you want to edit.

3. Click Manage > Edit Group.

Getting Started with Ektron elntranet
Document Rev. 1.2 (Feb. 2012)




Adding Members to a Restricted Group

D Marketing

& Manage
| Edit Motifications

_ SR Ineite Colleagues
 Dacu

4. The Edit Group Profile dialog appears.

5. On the Properties tab, check the Group MessageBoard Moderation box.

If you check the box, any group member must approve a post before it appears on the
group message board. Inappropriate posts may be deleted before they appear on the
message board (they will appear to reviewers/approvers).

Adding Members to a Restricted Group

When creating a Community Group, you can determine if its membership policy is open or

restricted. An open policy lets anyone join the group. A restricted policy requires the group's
administrator to approve new members.

Inviting Users to Join a Group

To invite colleagues to join a group, follow these steps.

1. Log into the Ektron elntranet as a CMS400.NET administrator or administrator of the group
you will ask others to join.

2. Choose My Intranet > Directory and click the Group Directory tab.
3. Click the group to which you want to invite members. The group page appears.

4. On the left, choose Manage > Invite Colleagues. The Invite Colleagues dialog box
appears.
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Management

Activity Messages Groug

& Manage... v
2] Edit Motifications
b Mem| & Leave Group

:- Edit Group
P LHOC

Ll
o Inwvite Colleagues

Slog -

& Delete Group

» Forum
» Dashboard
5. Check the box next to the colleagues you want to invite to the restricted group. (You can
also specify email addresses on the Email tab.)
6. Optionally modify the default message.

7. Click Send Invitations to send the message to the selected colleagues. Your colleagues
will have to accept the invitation to appear in the group.

The invited member navigates to My Intranet > My Profile > Groups screen, then clicks the
Groups I Have Been Invited to Join tab. The invitation appears, and the user can accept or

decline it.
m Wielcome, Marketing! vou have 0 unread messages My Profile
——
Home : My Intranet . Users © My Profile
T ——— Marketing Associate - \Working on a new website design
o View Tags Create
3 My Groups
My Groups Groups | Have Requested To Join, Approval Pending roups | Have Been Invited To Joir
[+] -
Colleagues
Blog
Dashhoard
Documents
Favarites Management
Photos 120812000 2 membaiz

Joining a Restricted Group

To request joining a restricted group, follow these steps.
1. Choose My Intranet > Directory and click the Group Directory tab.

2. Click the group you want to join. Its title is followed by (Restricted).
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Enabling a Group Calendar and Forum

3. Inthe top left corner, click Join Group.
| Departmerts - y iran
Home : hy Intranet © Groups @ Management

© Management a Management

=

Group Information

Group Administrator:

mMembership Type:

Total Mermbers:

4. A CMS400.NET administrator or group administrator can approve or decline this request in

two places.
= Ektron elntranet group page > Members panel > Users Requesting to Join this

Group tab
s CMS400.Net Workarea > Workarea > Settings > Community Management >

View Community Group screen > View Community Group Members Screen

> Pending tab.

CMS

Version: 8.01 SP1{Build

@ view Pending Community Group Mg

%y Settings
—| Commerce

= = Community Management

| Motifications
s

| Tags [T selectall
o
Messages e CE

Enabling a Group Calendar and Forum

By default, all Community Groups delivered with Ektron elntranet have a calendar and a forum.
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0 Engineering

B - -
& Manage...

b Members

¢ Documents

* Pholos

To create a new Community Group, choose Profile > Groups > Create Group. You can
decide whether to include a calendar, a forum, or both using the check boxes circled in the
following figure.

li'__'lﬂl ®

Blaaalo | Tags | Category

Group Mame: |

Admimistrator: |

Membership & Qpen T Restricted

Features: Create Group Calendar

Create Group Forum

Image:

Location |

s Mo F_af_ I

Managing Group Photos

You can authorize Community Group members to access the right-click menu options on the
Group's Documents and Photos folders.
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Managing Group Photos

Home : hiy Intranet . Groups © Endineering

Engineering EI'IE
Memhbers
© Cocuments
= My Documents
._-.. PD”CiES and nnnnn PO TRy
o Add Falder
. EditFolder
Blog o Delete Folder
Calendar

To enable these menu options for group members, follow these steps.
1. From your profile page, click the Groups tab. All of your groups appear in the middle of
the screen.

2. Click the group that you want to edit.
3. Click Manage > Edit Group.

D Marketing
& Manage
L] Edit Motifications
gn Imvite Colleagues
I

» Docy
4. On the Properties tab, check the Allow member to manage photo/workspace
folders box.
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Editing My Profile

The My Profile page (shown in My Intranet > My Profile on page 58) in the My Intranet area is
where you enter information about you that lets you connect and collaborate with other people
in your organization.

You can modify the following items in My Profile:

Edit Profile

You can specify the following information on the Edit Profile tabs:

General

The following table and figure describe the information you can set. Fields with a red asterisk
(*) are required fields.

Field Description

First name Enter your first name.
Last Name Enter your last name.
Password Enter a password.

Confirm Pass-
! Re-enter the same password.

word

E-Mail .

Address Enter your email address.

Display . . . .

Name Enter the name you want to display to others, which can be a nickname or title.
Lan-

UserLan Select from available languages.

guage

Address Enter the address (or just the zip code) of where you are located.

Latitude This field is automatically determined by the address.

Longitude This field is automatically determined by the address.
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Edit Profile

Field Description

Click on "Click to upload your Avatar" and choose an image file that you want to associate

Avatar . )
with your profile.
Profile Links This field is automatically determined by your profile.
(%
General 1 Forum " Tags " Custom “ Activities
*First Name: Application
*Last Name: Administrator
*Pﬂjiword_' SEERERRRRRRRRRRERRRRRI
*Confirm Pwd: RN RRORIRRNRRRRONRRI
*E-Mail Address: admin@example.com
*Display Name: Application
User Language: English (US.) -
Address: 03063
Latitude:
Longitude:
Avatar: /elntranet/uploadedimages/thun
Click to upload your avatar
Profile Links: {elntranet TUsers/Application’
| Save | [ Reset |

Forum
The following table and figure describe the information you can set.
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Field Description

Content and

. Choose eWebEdit400 or eWebEditPro.
Forum Editor

Select the number of topics you want to display on a page. If the number of available
topics exceeds the number you select, a scroll bar lets you see the additional topics.
For example, if you select 10, and there are 25 topics, you can scroll to see all the
topic, but only 10 will be displayed at one time.

Topics per Page

Click Edit to enter or modify an automatic signature that appears at the bottom of each

Forum Signature post you make to a forum topic.

General Forum Tags " Custom “ Activities

Content and Forum Editor: eWebEdit400 -
Topics per Page: 50 -
Forum Signature: Edit

The following table and figure describe the information you can set.

Field Description

Keywords that you can assign to content and library items, which allows for tag-based search-
Tags ing. For example, you can add the tag EAC (Employee Activity Committee), and tag content
that is related to the EAC, so that people can search for the content using the EAC tag.
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Edit Profile

(%]
General " Forum Tags | Custom “ Activities
Tags
Chel: To Add A MNew Tag

Save

Custom

The following table and figure describe the information you can set. Fields with a red asterisk
(*) are required fields.

Field Description

Check the Moderate box to give this user privileges on a message board to approve and
Moderate delete posts. Regular users in a group message board can create and delete only their own
posts.

Check the Features box to give the user an individual calendar. (There may be other fea-

Features
N tures to grant, also.)
Choose from one of the following options:
= Public - The user information is accessible by others on the elntranet.
Private Profile = Private - The user information is not accessible by others on the elntranet.
» Colleagues - The user information is accessible only by people on the elntranet that
are connected as colleagues.
Title Enter the title of the user.
Select the department to which this user belongs. The list contains any departments that
Department
you have created.
Extension Enter the user's telephone extension.
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Field Description

Phone Enter the user's company telephone number.

Cell Enter the user's cell phone number.

Enter the value that identifies the location of the desk (or cubicle, or office), if your office

Desk . o . . . . ,
identifies such things. This can be valuable in locating an employee on an office map.

Reports to: Enter the name of the person to whom the user reports. This can be valuable for devel-

P | oping organizational charts.
Time Zone Select the time zone where the user works.

o
General " Forum ” Tags Custom 1[ Activities |
_ Message Board

Moderate: (User's approve comments on their Wessage Board )

Features Create TTser Calendar

Private :

Profile: Fublic -

*Title: Administrator

Department:  Management -

Extension: #4678
*Phone: 555-555-3437
Cell E55-555-T934
Desk: #o37

Eeports to: CEOQ
*Time
Zone

| Reset |

(GMT-05:00) Eastern Time (US & Canada) -
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Edit Profile

Activities

The following table and figure describe the information you can set. By default, all activity is
checked to display in the Activity Stream widget. By checking the boxes, you can select criteria
for the types of content you want to see when colleagues or community groups create the
content. You can also select (publish) the types of content that you want colleagues to see under
the My Activities category.

Field Description

A checked box indicates that the type of content will be sent to your cell phone Short Mes-

M
SMS sage Service (SMS).
Activity A checked box indicates that the type of content will be displayed in the Activity Stream
Stream widget on the elntranet pages.
Email A checked box indicates that the type of content will be sent to your Email address, which

is specified in the General tab of your profile.
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(%)
-
General H Forum ][ Tags ][ Custom Activities 1
Colleagues Notify me ahout these colleague activities
SKIS Activity Stream | Email
Community Groups
Elog Post 7
My Activities
Blog Comment 7
Forum Post 7
Forum Reply 7
Add User Workspace Content 7
Edit User Workspace Content 7 |
Content Mezzagehoard Post 7 i
Uszer Mezragehoard Post 7
Micro-message 7
Add Site Content 7
Edit Content 7
Create Community Group 7
Join Community Group 7
Add Colleague 7
Add Calendar Frent 7
Update Calendar Frent 7
Calendar

Use the personal calendar to schedule events. An administrator can combine calendars. For
information about combining Calendars, see Setting Up a Company Calendar on page 106.

Groups

Community groups are online places where people can discuss similar interests (such as car
racing, or work projects).

You can do the following in your Groups area:
= View or hide the tags associated with your groups.

= Create a new group by clicking Create Group. For information about creating new groups,
see Creating Community Groups on page 117.

= View and approve requests to join the groups for which you are a moderator.
= View the requests that you have made of other moderators to join another group.
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Colleagues

The following figure shows that the administrator is a member of the Marketing and the Quality
Assurance groups. The icon circled in the figure is a moderator's link that takes you to the group

page where you can see other members of that group.

Application Administrator - Our company's elntranet is ready to launch!
Hide Tags Create Group
My Groups Your Group Requests Awaiting Approval Group Invitations Awaiting Your Approval
& x x

Marketing lity Assurance
12/8/2009 3 members | | 526/2010 1 member
Tags Tags
Marketing I Department,
Quality_Assurance
Colleagues

Colleagues are people with whom you connect and who are connected to you, either through
friendship or professional contact.
You can do the following in your Colleagues area:

= Display the people with whom you are connected.

= View requests of people who want to connect to you as a colleague.

= View the requests that you have made of others to connect as a colleague.
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Application Administrator

Find a colleague Find
Colleagues Your Requests Awaiting Colleague Approval Colleague Requests Awaiting Your Approval
L3 o x o x o %
I b

)

L=
7

Manager, Department

¥ =i A N
Writer, Freddie

Blog

You can create your own web log (blog). Colleagues can follow your blog entries automatically
when you create them, when you make them public and your colleagues have set up their profile
to follow your blog. See Edit Profile on page 134 for information about setting up your profile.

You can do the following in the Blog area:

142

Add a new blog post.
Edit an existing post.
Delete an exiting post.

Create a permanent link to a specific blog post that you can access it via the URL in the
browser’s address bar. (Most blog pages show only recent posts. After a post is moved off
the blog’s front page, it is still accessible via this link.)

Subscribe to RSS or Email notifications.

View highlighted and clickable days on the calendar indicating when a blog entry was
posted.

View an automatic roll of blog entries.
View a list of archived blog entries.
View a list of blog post subjects.

View the most recent blog entries.
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Creating Your Own Blog

Creating Your Own Blog

To create a blog, follow these steps:
1. Open the access point (=) and choose New Post (or click on Add Post). A CMS400.NET
editor appears.
Enter a title and content for your blog.

3. Click Publish ([=l) when ready.
The following figure shows the CMS400.NET editor with "The Administrator's First Bog"
ready to publish.

& CMS400 Edit Content - Microsoft Internet Explorer provided by Ektron, Inc. - . Elﬂl—g—h]

Ek:h?n\.c"s 0 unread messages
Version: 8.01 SPA(Build 8.0.1.( Desktop Q=g Library Settings Reports Help

Edit Content in Folder "Blog”

ag: %

Title: The Administrator's First Ellug [English (U.5.)]

m

E Summary Metadata Alias Schedule Comment Templates

| s EY el =] 1] g

| | Apply Style ~ Paraagraph Style v| |

I I

[N E M |

Setting up elntranet for our company was very easy. The Getting Started
information led me through the steps to create and modify department pages, and

add company content for our employees to access. I am excited about setting up
user groups and launching our new intranet site!

] 1 3

€ Local intranet | Protected Mode: Off g v H100% -

The following figure shows the published blog on the page.
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Application Administrator

B =
Blog
AAA Brat Sun  Mon
The Administrator's First Blog > 13
I= Edit Delete Permanent lin 9 10
Setting up elntranet for our company was very easy. The Getting Started 16 17
infarmation led me through the steps to create and modify department pages, -
and add company content for our employees to access. | am excited about 23 2
setting up user groups and launching our new intranet site! 30 AN
Posted by Application at 5/27/2010 9:06 AM Comments ((

Dashboard

Tue Wed
4 b
11 12
18 19
25 26

Thu

6

20
27

The Dashboard lets you personalize your own web view of the Ektron elntranet.

To customize your dashboard, follow these steps:
1. Open the widget bar ( ).

2. Drag and drop a widget onto your dashboard.
The following figure shows an open widget bar.

Application Administrator

= _'—3:i - 12

|
brightcove - L

i | (o™,

5
EATOMT MLB

BaseBallEzpnill BrightcoveVideo Calculator

YouTubeVideo Widget
Ektron CMS400.NET: Want to do mor...

iz Weather for 03063

Current Conditions:
Partly Cloudy, 74 F

Forecast:
Thu - Mastly Cloudy. High: 72 Low: 51
Fri - Sunny. High: 75 Low: 52

b Full Forecast at Yahoo! Weather

(provided by The Weather Channel)
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Documents

To change the contents of a widget, click Edit (\-).
To dismiss the widget from the Dashboard, click Close (E).

Documents

You can create or upload documents that you want to share with colleagues on your Ektron
elntranet. You can create new HTML content, or upload document assets (such as Word or PDF
documents).

To create a new HTML document, follow these steps:
1. Open the Add New menu on the right side of the page and choose Content, a
CMS400.NET editor appears.
2. Enter a title and content, and any other data you want to associate with the content, and
click Publish ([=) when done.
To upload one or more document assets, follow these steps:

1. Open the Add New menu on the right side of the page and choose Add Asset. The Add
Document dialog box appears.

Welcome, Application! You have O unread messages My Frofile
w My Imtramet Welcome, Application!  You have 0 unread messages o

Application Administrator

2. Do one of the following methods:
» Click on the Drag Drop tab, then drag one or more files from a Windows Explorer to
the dialog box.

= Click the File Upload tab, then browse for a file and click Upload when ready.

Getting Started with Ektron elntranet
Document Rev. 1.2 (Feb. 2012)

145




Favorites

You can create a list of often-used or important links on the Favorites page.

To add a favorite link, follow these steps:
1. Enter a URL in the field that is seeded with "http://".

2. Enter the title of the link that you want to display in your Favorites list.

3. Click Add. The title appears in the list and you can click on it to display the specified URL.
You can also create folders to categorize your favorite links.
To add folders to My Favorites, follow these steps:

1. Right-click on the My Favorites folder and choose Add Folder.

2. Enter the name of a subfolder in the Add Folder dialog box and click Add.
The following figure shows two subfolders created called Work and Personal.

Photos

You can create and manage folders of photos.
To add a photo to your personal photo gallery, follow these steps:
1. Click Add Photo.
2. Optionally describe the one or more photos that you want to add then click Next.

3. Depending on your browser, you can upload photos one at a time or more than one file at a
time. For information about your browser's method, see Adding Assets to the Intranet on
page 98.

You can also create folders to categorize your photographs.

To add folders to My Photos, follow these steps:
1. Right-click on the My Photos folder and choose Add Folder.
2. Enter the name of a subfolder in the Add Folder dialog box and click Add.
The following figure shows the My Album subfolder with several photos loaded.
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Moderating a Personal Message Board

Intranet e Q

She Colleagues Grougs Achity

m Wy Intranet ‘Welcome, Application! “ou have 0 unresd messages My Profile

Application Administrator

* Play

Moderating a Personal Message Board

On your profile page, the Public Messages tab shows your personal message board. Any of
your colleagues can post to it.

Freddie Writer - cintranet Release

What are yvou working on? Z Share
Fublic Messages Private Messages Colleagues Activity Iy Activity Contact Information
Llger Approve
CEQ Have you seen that nevy movie shout Aliens? = (5
o

W Application Are ol ready for & coffes break? '*_{L.:':é

You can require the approval of these posts. This feature is known as moderation of the
message board.

If you enable moderation, a CMS400.NET or group administrator, or the affected user must

review and approve or deny posts before they are published. During that review, you can delete
inappropriate posts.

To enable moderation, follow these steps.
1. From your profile page, click Edit Profile.
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Application Ad

O Application Administrator

Public Messages

User App

b Calendar

D &) Sj

b Groups

P.

2. The Edit Profile dialog box appears.
3. On the Custom tab, check the Message Board box.
4. Click Save.

If you enable moderation, the affected user and administrators see any new posts on the

message board along with the previous posts. Approve and decline buttons (enlarged below) let
them publish or remove the new posts.

Freddie Writer - clntranet Release

What are you working on?

Share
Fublic Messages Private Messages Colleagues Activity Dy Activity Contact Infarmation
Uger Approve
’h CEQ Harve you seen that new movie about Aliens?
i - Application Are you ready for & coffee break?

i

Setting Up Permissions for the elntranet

This section shows several examples of creating groups with specific permissions. For complete
information about setting permissions, see the Ektron CMS400.NET Reference Manual.

By default, Ektron elntranet has permission groups for the following groups:
= Administrators (full control)
= Department managers (control over department pages)

» Department members (control over content creation in department spaces)
= Everyone (read-only in specific areas)
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Setting Up Permissions for the elntranet

= Content Approvers (a group of specified people to approve content before it can be

published to the Ektron elntranet site)

To access the default permission group settings, enter the Workarea and choose Settings
> User Groups. The following figure shows the default user groups.

& CMS400 Workarea for admin - Microsoft Internet Explorer provided by Ektron, Inc.

ol ) |

Version: 6.01 ST

S¥5400 net

@ View User Grou ps

) Settings & = ©

Desktop Content

Library | Settings | Reports Help

0 unread messages

Community Management
Configuration
Roles

Business Rules

Import XLIFF Files

User Groups

Users

User Graup Mame

&3 Administrators

&3 Content Approvers

&2 Engineering Department

&3 Engineeting Department Managers

&3 Everyane

&3 HumanResources Department

&3 HumanResources Department Managers
&3 Marketing Departrment

&3 Marketing Department Managers

&3 Quality Assurance Department

&1 Quality Assurance Department Managers
&3 Sales Department

&1 Sales Department Managers

&2 Training Department

&3 Training Department Managers

Group 1D Mumber of Users )

1

21
74
74
2

76
i
78
74
a4
25
an
a1
a2
a3

€& Local intranet | Protected Mode: Off

4
3
0

S < < < Y < O R R R

fa v ®100% v

. = = = =

Although you can set permissions on a per user basis, it is more effective to establish groups
that have specific permissions and then add or delete users from the permission groups.

You can apply permissions to CMS400.NET folders, or content within a folder. For example, you
may want some users with specific permission to post announcements, and another set of users
to manage the content on the Human Resources department page, which is maintained in the
Human Resources folder. The following figure shows the default permissions table for the top-

level Folders content.

To see this in the CMS400.NET workarea, follow these steps:

1. Open the Content tab.

2. Click on Folders.

3. Choose View > Properties
4

Click Permissions (/]). The permissions screen shows that the Everyone group can do

everything except overwrite the library.
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-
€ CMS400 Workarea for admi

CMs

Version: 8.01

== Content
B[ Company
Announcements

Building Maps
& CEO Blog

“3 ConferenceRoom Calendar
5 Custom Messages

3 elntranetCalendar

Forms

Forums

| Locations
=1 Management Messages

5 News
< | n

@ View Contents of Folder "Root”
3 =

= Properties

» Taxonomies

»+ Collections

» Menus

ot o e v S )
st

.ﬁ . ag COMEEN | Libyary

Status

Diate Modified

4491 A SI2512010 1:45:36 Ad

0 unread messages

Settings Reports Help

Last Editar

Administrator, Application

Done

€ Local intranet | Protected Mode: Off

‘a v ®100% ~

- —
& CMS400 Workarea for admin - Microsoft Internet Explorer provided by Ektron, Inc.

A —

CMS

Version: 8.01

= & Folders

=11=;
(= Company

Announcements

Content

Building Maps
CEO Blog

3 ConferenceRoom Calendar
o Custom Messages

“3 elntranetCalendar

Forms

Forums
5 Locations
| Management Messages

5 News
< | n

® view Froperties for the folder "Root"

Taxonomy

ID: o
Name: Root
Description
Style Sheet

Office Documents:

» Taxonomies

»+ Collections

» Menus

)

0 unread messages

Desktop QeliC1§ Library

Templates Flagging Metadata

Felntranets cssfeditorstyles. css

Publish in native format

Web Alerts

Settings Reports  Help

Smart Forms

<

1

Done

€ Local intranet | Protected Mode: Off

v ®100% v |
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Setting Up Permissions for the elntranet

& CMS400 Workarea for admin - Microsoft Internet Explorer provided by Ektron, Inc. =RRCE *
eck,:m“ S 0 unread messages
Version: 8.01 SP1(Build Desktop | Content | Library Seftings Reports Help

@ view Permissions for Folder "Root”
= @& Folders : Advanced User Type: CMS users -
Content
= Pages The content in this folder is private and can only be viewed by authorized users and members.
Company
Uzer or Read Edit add Delete Restore Library  Add Add Add Overwrite
=] Departments 3 N .
. . Group Mame  Only Read Images Files Hyperlinks  Library
Engineering
. N only
umanResources
S Everyone & & & 4 4 o o 4
Marketing
Sales
Training
Employee Resources
My Intranet
News and Events
Setup
» Taxonomies
+ Collections
» Menus
W € Local intranet | Protected Mode: OFf fa v ®|I0% -
=

Folders inherit the properties of their parent folder unless you choose to break the inheritance
and modify the properties of a folder. For example, the default Engineering page does not have
the inheritance of the root folder (where the Everyone group has many permissions). Instead,
the Engineering page has 3 groups with different levels of permissions, as shown in the
following figure.

To see this in CMS400.NET, follow these steps:

1. Open the Content tab.

2. Click on Folders > Content > Deparments > Engineering.
3. Choose View > Properties
4

Click Permissions (/:]). The permissions shows that the Everyone group can do
everything except overwrite the library.
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o [ [ |

0 unread messages

Desktop [eUi1§ Library Settings Reports Help

= &) Folders Advanced User Type:  CMS users -
Il =& content
| = Company [C] Allow this object to inherit permissions.
| [ Departments [C] The content in this folder is private and can only be viewed by authorized users and members.
| = [ Engineering ) ) .
% Engineering Blog User or Group Mame Read Edit Add Delete Restore  Library Add A.dd Adq ngnerte
y . . = Onby Read Images  Files  Hyperlinks Library
5 Engineering Calendar only
~ Engineering Collateral
e 2 & Engineering R R v v @ v o
—J Engineering News Department
Engineering Reports
— FF 2 Enginesring ¢ 7 & v « « « v
~ HumanResources Department
~ Marketing Managers
= Quality Assurance 52 Everyone s
~ Sales
4 = = . L3
» Taxonomies
» Collections
» Menus
€L Local intranet | Protected Mode: Off a v H100% -
& CMSA00 Workarea for adrmin - Microsoft Internet Explorer provided by Ektron, Inc. o | B

0 unread messages

Desktop [MUTCITY Library Settings Reports Help

@ view Permissions for Folder "Engineering"

PO [EVEEE

Standard E User Type:  CMS users -

) Company [C] Allow this ohject to inherit permissions.
[ Departments [C] The content in this folder is private and can only be viewed by authorized users and members.
=l Engineering
= Engineering Blog User or Group Mame Collections  Add Folders  Edit Folders  Delete Folders  Trawerse Folder

B &) Folders
== Content

m

"3 Engineering Calendar &3 Engineering Department «
=i Engineering Collateral &2 Engineering Department Managers « 4 L4 L4 4
~| Engineering News 53 Everyone v
~| Engineering Reports

B

—.| HumanResources

=]

Marketing

=]

Quality Assurance

Sales

B

< i b

+ Taxonomies

» Collections

» Menus

Dene €3 Local intranet | Protected Mode: Off fa v ®100% -

On the department pages, the Everyone group has only Read-only and Traverse Folder
permissions. Department managers have complete control, while department members can
create content but cannot create collections or folders and cannot restore deleted items.

Setting Up Permissions for Creating Content

The default Ektron eIntranet lets any user in the Ektron elntranet create content and publish it
immediately. If you want greater control of what people can do on the Ektron elntranet, you
create groups, assign them specific permissions, and assign users to one or more of the groups.

The following table shows the permissions that you can set.
You can create custom permission tables for each user group or individual contributor.
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Permission Description

Setting Up Permissions for Creating Content

¥ View content.

Read Only
Disable view of content.
Edit “ Let the user edit content.
Do not let the user edit content.
Add % Let the user add new content.
Do not let the user add new content.
% Let the user delete content.
Delete
Do not let the user delete content.
¥ Let the user restore deleted content.
Restore
Do not let the user restore deleted content.
v . .
Library Read Only Let the user view the contents of the CMS400.NET library.
Do not let the user view the contents of the CMS400.NET library.
v . . .
Add Images Let the user add image files to the library.
Do not let the user add images to the library.
v . .
Add Files Let the user add files to the library.

Do not let the user add files to the library.

Add Hyperlinks

w Let the user add hyperlinks to HTML content.
Do not let the user add hyperlinks to HTML content.

« et the user overwrite images and files in the library.

Overwrite Library
Do not let the user overwrite images and files in the library.
. “ et the user create and manage CMS400.NET collections.
Collections
Do not let the user create and manage CMS400.NET collections.
¥ Let the user add folders to the CMS400.NET content hierarchy.
Add Folders

Do not let the user add folders to the CMS400.NET content
hierarchy.
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Permission Description

% Let the user modify folder properties in the CMS400.NET.
Do not let the user modify folder properties in the CMS400.NET.

Edit Folders

% Let the user delete CMS400.NET folders.
Do not let the user delete CMS400.NET folders.

Delete Folders

“ Let the user access the folder hierarchy.
Traverse Folder

Do not let the user access the folder hierarchy.

The following sections provide examples of creating permission groups. You can create any
number of groups for your company or organization.

Setting Up Permissions for a Group of Administrators

By default, the Ektron elntranet comes with an Administrators group that can perform all tasks
in the Workarea.

To add or delete users from the Administrators group, follow these steps:
1. Inthe CMS400.NET workarea, choose Settings > User Groups. The existing user groups
display including Administrators.

2. Click Administrators. A roster of administrator users appears.

/& CMS400 Workarea for admin - Microsoft Internet Explorer provided by Ektron, Inc. —-— C=AE=A X
&m., S 0 unread messages
Version: 8.01 SP1{Build 8.0, — Desktop Content Library EIIITEY Reports Help

@ View Usersin Group "Administrators”
@ Setings @ = - B Al He o
Community Management
Configuration Ugemame  Lastname Firsthame Language Last Login Al Locked I
Reles & admi Administrator - Applicati English (LLS)  B72010 10:34:48 Ak
admin rrinistrator ication nglish (LS. 134:

Business Rules - " o L3 =

Import XLIFF Files & AppEng  Engineer Application  App Default  S/250201012:49:43 PM =]

User Groups & Manager  Manager Departtment  App Default SMTI2010 9:12:22 &M =

Users

s Writer Wiiter Freddie App Default S25/201012:02:59 PM 4
€ Local intranet | Protected Mode: Off fa v HI0% -
= — ——

3. To add another user to the Administrator group:
a. Click Add User (). A list of other CMS400.NET users appears.
b. Check the box next to the user and click Save (E) and confirm the operation.

4. To delete a user from the Administrator group:

a. Click the username of the person you want to delete from the group. That user's
information appears.

b. Click Delete (‘=) and confirm the deletion. The user is removed from the
Administrators group.
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Setting Up Permissions for Department Pages

Setting Up Permissions for Department Pages

Default departments and newly created groups have empty permission groups automatically
created.

To add users to each group, follow these steps:
1. Enter the Workarea and choose Settings > User Groups. The View User Groups screen
appears.

2. Click on Engineering Department Managers, for example. A roster appears (initially
empty).

3. Click Add User ('“¥). A roster of all users appears.

4. Check the box next to each username that you want to have Department Manager
permissions.

5. Click Save (E]) and confirm the operation. The users are added to the Engineering
Department Manager group roster with full control over the Engineering department pages.

6. Click on Engineering Department and repeat steps 2 through 5, selecting users that will
have Engineering Department permissions. (Department members cannot create
collections or folders and cannot restore deleted items.)

By default, the Everyone group has only Read-only and Traverse Folder permissions to each
department.

Setting Up Permissions for a Group of Read-Only
Users

The following example shows you how to create full permissions for two people and read-only
permissions for everyone else for the Announcements folder content, because you may want
only the CEO and Admin to be able to create announcements.

Follow these steps:
1. Inthe CMS400.NET workarea, choose Content > Folders > Content > Company
> Announcements.

2. Choose View > Properties.

3. Click Permissions (/:]). A roster of users and groups appears.

4. Uncheck Allow this object to inherit permissions, because you are setting specific
permissions to this folder (and any child folders).

5. Click Add Permissions (). A roster of users appears.

6. Select users you want to have control over the contents of this folder. In this example,
choose admin and CEO and click Save (E). The permission options appear.

7. Click Enable All on both tabs and then Save (E]). The new users appear on the
permission roster.

8. Click on Everyone in the roster. The permissions options appear.
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9. Uncheck all options except Read Only (standard tab) and Traverse Folder (Advanced
tab), then click Save (E]).

Setting Up an Approval Chain

You can ensure that content is reviewed and approved before it is published to the Ektron
elntranet site by setting up approval chains. With an approval chain, when content is submitted
for publication, an approver gets notified by email of the change. The approver reviews the
change in the CMS400.NET workarea, and can edit, approve, or decline the change. Declining
sends the content change back to the author; approving either passes it onto another approver
in the chain, or publishes the content if there are no other approvers.

This section describes how to set up an approval chain so that content that is created gets
submitted for approval before it can be published on the Ektron elntranet site. The Ektron
CMS400.NET Reference Manual has complete information about workflows and approval chains.

NOTE: If you assign a user group to an approval chain, only one member of the group needs to approve the
content, not all members. Also, if a user appears in an approval chain twice (both as a user and part of a user
group), the approval chain skips the second approval because the user has already approved the content.

Adding a Person or Group to a Folder's Approval Chain

To view and add a person or group to a folder's approval chain, follow these steps.
1. Select a folder from the left frame of the Workarea > Content tab.

Click View > Properties.

Click Permissions (/:]) and uncheck Allow this object to inherit permissions.

Click Back (“®).

Click View Approvals (3!»). The approval chain appears in the lower section of the screen.

o vk wN

ClickAdd (). A roster of users appears. If the user you want as an approver does not
appear in the roster, add the user first to the permissions roster as described in Setting Up
Permissions for Creating Content on page 152.

7. Click on the user or group that you want to approve content when changes are made to the
folder and click OK to confirm your selection. You must select one user or group at a time,
and each time the selected user is added to the roster.

Selecting a Sequence of Approvals

To select a sequence of approvals, follow these steps.
1. Select a folder from the left frame of the Workarea.

Click View > Properties.
Click View Approvals (35/). (Be sure to choose a folder that has more than one approver.)
Click Reorder Items (¥ ). An Approval Order screen appears.

i p W

Click on one of the users or groups in the list and click the up (<) or down (¥') arrows at
the right to change the order of the list. The user or group at the top is the first approver,
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Viewing IT Requests

meaning that changed content must be approved through that person or group first, then
the next person or group, and so on.

6. Click Save (B) when the list is in the order you want.

The following figure shows an example where someone in the Everyone group must review
and approve a change to the Announcements folder. If approved, then the admin must
review and approve it, and then the CEO finally reviews and approves the content to be
published.

D unread messages

Desktop Q=g Library Settings Reports Help

English {U.5.)
Approval Method: Do Mot Force All Approvers
= &5 Folders b ' hp
= Content Uzer ar Group Mame | ] Appraval Order

= Company &3 Everyone 2 1

Announcements .
& admin 1 2

Building Maps -
g Map & cEO

%! CED Blog

a4 111}

» Taxonomies

» Collections

» Menus

€ Local intranet | Protected Mode: Off g v HI100% -

Viewing IT Requests

When the Request IT Help form is filled out and the Submit Request is clicked, the form data is
added to the CMS400.NET. To view submitted requests, follow these steps.
1. Login as administrator.

2. Navigate to Employee Resources > Request IT Help. The Request IT Help page
appears.

3. Open the silver access point () and choose Properties. The View Forms "Request
IT Help" screen appears in the CMS400.NET Workarea.
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-
& CMS5400 Workarea for admin - Microsoft Internet Explorer provided by Ektron, Inc,

SHECE X

= &) Folders
= Content
=] Company
Announcements

Building Maps
CEO Blog
i conferenceRoom Calendar
Custom Messages
i elntranetCalendar
Forms
Employee HandBook
IT Help
' Forums
Locations
Management Messages
Mews

Mewsletters

Photo Gallery

4 1

Desktop [SJICIHY Library

@ view Forms "Reguest IT Help™

EE R NEiE o E 8

English (U.5.) -

0 unread messages

Settings

-select language- - b‘=

Reports  Help

» Taxonomies

l » Collections
| » Menus
I

[ Form propertis [N

Form Title
Form ID
Status
Description
Form Data

hssign Task To

Content Properties
Content Title
Content ID
Status
Last Editor
Start Date
End Date
Action on End Date

Date Created

] m

Post back message

Request IT Help

427

Checked Out

IT Help

2taail ¥ Database  ®autofill form values

[unassigned)

Request IT Help

427

Checked Qut

Application Administrator
[Mone Specified]

[Mone Specified]

[Mone Specified]
20602010 8:50:49 A8

& Local intranet | Protected Mode: Off

v ®100% ~

4. Click Report (..-IJ_]). The form changes for you to specify viewing criteria, such as start and

end dates and so on.

Start Date:
End Date:

Report Display:

Select Legacy Report:

il

[Maone]

[Maone]

Table with Totals

Request [T Help {ver.10) -

= B
= B

5. Click il Get Report. The requests display within the criteria that you specified.
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Using the SmartDesktop to Manage Your elntranet

F 5
’_é CMS400 Workarea for admin - Microsoft Internet Explorer provided by Ektron, Inc. | o[ e

0 unread messages

CMS

Version: 8.01 SP1(Build

Desktop [&JiC1§ Library Settings Reports Help

@ view Forms Report "Request IT Help”

Date:
& & Folders Startbate: | inanel = =
[ Content EmdDate: | (ygng] ==
| = [ Company )
l | LTI IETEE Report Display:  Table with Totals -
I = Building Maps Select Legacy Report:  Request IT Help (ver. 10) ~
& CEO Blo e
| 2 ConferenceRoom Calendar
= Request IT Help
| ~ Custom Messages
= Delete
| 1 elntranetCalendar ( (& ) ID Submitted By Date Submitted MName  Phone ermail Subject Urgel
|
l Bl Forms ] 18 Administator, BM1/2010  Alice 555 atremont@ourcompany.com E
| = Employee HandBook Application  11:56:24 AW Tremont 1122 add
: I IT Help memary
o
| — Forums o
| . Taptop
| ~J Locations
: T AT F] 17 Administrator, B1/2010  John 655  Jdoe@ourcompary.com v
I —J News Application 114956 AN Doe 1212 Please
| = Mewsletters install
the
| Photo Galle
| - w - Tatest
. < . 3 software
| for the
| » Taxonomies X
project.
: » Collections
[ Tatal a2
» Menus 4 1 b
one & Local intranet | Protectes ode: g : oo
D & Local P d Mode: Off *, 100%

Using the SmartDesktop to Manage Your elntranet

You can maintain it using your Workarea SmartDesktop. Measure web page traffic, approve
comments and content where necessary, or maintain content to keep it current and up-to-date

from this page.

The SmartDesktopcontains widgets that help you identify tasks to complete, or view comments
and content that you need to approve. The SmartDesktop uses PageBuilder technology to help
you rearrange or add/delete widgets.

omnﬂml

i Content Libiary Semsngs  Raports  belp

Contpnt Cuneatly Checked Out {3) " Comnt fanpiting Approal |0) g
T g recods found

Forum Topecs and Posts [0} >
P Pl Rnnd

AN ASISIO! ASCEEINSN | Uanaso May 10, 2000

CortiaMais
A 4BF  Adminisiraton, ApphcaBion a3 08 Mot Recen
234 e Moy, May 10, 2080
Pia records ound
i Prouc Releass 505 ASMiSss iphtsSen | Tueades My 35 2016 e
artent Flaga {0 L
i F | e reconds found

—
tonlmn Haraews (U] ¥
o rwcards douwned

The following table describes each of the blocks in the previous figure.
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Widget Used Function

This widget shows content that is currently in a checked-out
Content Currently Checked state. This occurs when the author is editing the content or if
Out the browswer is closed without publishing. Use this to control
the amount of space used to store unpublished content.

This list shows content that has been rated and reviewed by
Content Review readers. Reviews can be moderated and approved before they
show on the content review associated to content.

Content listed here is awaiting approval before it is published.
Content Awaiting Approval For more information about Approvals, see Approval Chains in
the Ektron CMS400.NET Reference Manual.

This list shows new topics and posts that visitors have added
into a Discussion Board. For more information about Dis-
cussion Boards and Forums, see the Ektron CMS400.NET
Reference Manual.

Forum Topics and Posts

When new customers use eCommerce for the first time they
Customers are listed here. For more information about eCommerce, see
the Ektron CMS400.NET Reference Manual.

Content that has been flagged with any flags such as "inap-
propriate" or "out of date" by visitors appears in this list. For
more information about content flags, see the Ektron
CMS400.NET Reference Manual.

Content Flags

Customizing the SmartDesktop

Using PageBuilder functionality, you can add, rearrange, or remove widgets on your Smart
Desktop. To learn more about customizing the SmartDesktop, see How Customizing the Smart
Desktop Works in the Ektron CMS400.NET Reference Manual.
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Chapter 3

Using Widgets

Widgets are mini-applications that can provide either specific functionality
(calculators, search, and social bars, etc) or areas into which you can add
Ektron CMS400.NET content (content blocks, list summaries, collections, and
so on). You can drag and drop widgets onto a page using PageBuilder. To open
the widget bar from the PageBuilder menu, click on the up/down (

[rasTT) or down ( ) controls.

The following table shows the el_* widgets.
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Name Description

el_ActivityStream Widget on

page 165

Shows the activities of users and groups with whom you have connected
E“f_ﬂ using Community Settings within the Community Activities section of the
: Web site.

el_Blog Widget on page 168

ol o

Puts a blog on a page.

el_Collection Widget on page
169
N— Shows a collection that is a list of content that you choose from the content
! -“j available in the CMS400.NET.
el_
Community GroupMembers
Widget on page 170
Shows members in a community group. Additionally, if you are the Group
p' l‘ Administrator, you can add, remove or invite others to the group.

el _ContentBlock Widget on

page 171 Shows any content on your web page that you want from your

CMS400.NET. Additionally, you can add the following options to the
D content block.

¢ Content Review with Ratings Stars.

¢ Provide links for Add To Favorites, Email, and Print.
e Comments submitted by logged in visitors.
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Using Widgets

Name Description

el_GroupSpaces Widget on

page 174
N, Shows a list of groups. You can filter groups by selecting a taxonomy. For
j example, you can show the groups associated with a department.

el_Header Widget on page
174

dending Shows a header style with optional text.

el_ListSummary Widget on

page 175
= Title Shows a list of content from a folder (and optionally its subfolders) on your
o T Web page.

el_Map Widget on page 178

Displays a map on your Web page.

el_MicroMessaging Widget
on page 179

Shows your status and activities similar to other micro-blogging services.
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Name Description

el_News Widget on page 179

:"‘t“_”" Displays a list of content ranked by most viewed, popularity ratings, pub-
n:cL“,.ﬁ lish date (most recent).

el _PhotoOfTheDay Widget
on page 182

(] Shows an image file on your Web page.

el_RecentBlogPosts Widget
on page 184

[ ' Shows the latest blog posts or content ina CMS400.NET folder.

el_Search Widget on page
185

Puts a search box on a PageBuilder page. As you type a search string,
results show below the Search button.

-

el_SiteMap Widget on page
186

Shows the site map, which is created from the Folder Breadcrumb settings
.T. in the Workarea. There are no properties to set in the Sitemap widget.
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el_ActivityStream Widget

Name Description

el_TagCloud Widget on page
187

Shows the tags used on content, groups, and users and displays their size
according to the popularity of the term in the list. The more a tag term is

[c] found, the larger the text. When you click on a term in the tag cloud, the
items associated with this tag term display.

el_UpcomingEvents Widget
on page 187

Shows a list of scheduled calendar events.

el_WebSearch Widget on
page 188

Displays a search box for site, colleagues, groups, and activities.

el_ActivityStream Widget

& News Shows the activities of users and groups with whom you have connected using
Q = Community Settings within the Community Activities section of the Web site,
similar to the following figure.
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Activity Stream

-. T
&- 1 Freddie updated content, :Ll

Freddie updated content, [T

2

Spplication added new content,

1 updated content, i

Application updated content, [T

I I
=
] =

(P

]

Page 1 of 2 may 5

Properties

To change the properties, click Edit (EY).

Property Value

Enter the ObjectlD of the user or group whose activity you want to see in the

stream.

Note: If you select a user's ID, the Activity Stream displays the activities that this
ObjectiD user is watching; not only his activities.

Finding the ObjectID for a User on the facing pageFinding the ObjectID for a User
on the facing page and How to find the ObjectID for a Group on the facing page
below for more information.

Feed
Type

Select User or Group to specify the type of feed for the ObjectlD you set.
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el_ActivityStream Widget

Property Value

Enter the maximum number of activities to display in the Activity Stream. If more

Max than this number of activities is available, arrows appear at the bottom of the dis-
Results . L oo

play, allowing the site visitor to see the older activities.
ReadMore Enter the URL address of the page to display when a site visitor clicks More
Link Activity at the bottom of the Activity Stream; usually to the page where more

activities are displayed. Forexample: http://myhost/news.aspx?id=1

Finding the ObjectID for a User

To set the ObjectID of an Activity Stream widget that displays a user, follow these steps.
1. Log in to the Ektron CMS400.Net Workarea.
2. Go to Settings >Users.

3. Click the user to display in the widget.
4. The ID appears as shown below.

View User Information "jedit"”

B +«®

; User Groups Workarea

Username: jedit

First Hame: John

Last Mame: Edit

How to find the ObjectID for a Group
To set the ObjectID of an Activity Stream widget that displays a group, follow these steps.

1. Log in to the Ektron CMS400.Net Workarea.
2. Go to Settings > Community Management > Community Groups.
3. The ID for each group appears on the screen, as shown below.

View All Community Groups

L] )

Group Mame Members 1D Memhership Descrip
Engineering 0 @ Cpen Forthe b
HFR: 1 4 Open

| Love to Travel 4 3  Open For ever
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el_Blog Widget

~y

Blogs are created in folders within the Ektron CMS400.NET Workarea.

Puts a blog on a page, and looks similar to the following figure:

CEO Blog

EHE 8
Cloud computing. We keep hearing about it, referring to everything from Saas
models of software to vifualization, and there's no single definition that
applies to all of its uses. At our company, I'm looking atit as one more way to
provide a scalable and flexible deployment solution that can still take
advantage of everything our company has to offer. By coupling a Web site
managed by our CMS with cloud computing, you have a very powerful
alternative to traditional hosting models

By hosting a Web site in a cloud environment like XZY, Web site scalability is
no longer limited to the server resources you have at your physical location
and control over data stays in the user's hands. As requirements change, the
cloud can allow for easy scaling of capacity. The elastic nature of cloud
computing gives you the advantage of always having the right amount of
resources. There is a built-in failover server effect that lets you use the server
capacity you need for most of the time, and during periods of spikes in traffic
or other activity, your Web site can “elastically” use the additional resources of
the cloud, eliminating any performance issues. When these high capacity
needs are no longer there, your Web site can go back to using its normal

To change the properties, click Edit (EY).

Properties Tab

Property

Blog ID

VEIE

Thu F
4 5
1 12
18 19
25 26

Enter the ID number of the blog . If you do not know the ID, use the Folder tab to navigate to
the blog to find the Blog ID number.

CSS Path

Folder Tab

Use the Folder tab to select the blog folder.

To select a folder or content, do the following:

1. Click the Folder tab.

Navigate to the folder you want and click it.

2
3. If the View Results panel is showing, click the content you want.
4

Click Save.
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el_Collection Widget

el_Collection Widget

-y Shows a collection that is a list of content that you choose from the content
: available in the CMS400.NET. It looks similar to the following figure.

Quick Reference

Authorized users create and edit collections in the Workarea.
To change the properties, click Edit (EY).
Properties Tab

Set the properties as shown in the following table.

Property Value

CollectionID Enter the ID of the collection you want to display.

Page Size Enter the number of items to list on a single page.

Teaser Check to show the content summary text with the content title.

Enable Paging Check to see more content titles with forward and backward buttons, when

more items are in a collection than were specified in the Page Size parameter.

Enter the menu item text to add more content. For example, if you enter "Add
Quick Reference" it displays as follows in the editor menu.

Add Text Ed- 3d Guick Reference

rul
[+

1

T

Enter the ID of the taxonomy that is assigned to the new content when Add

SEIEEClei1 Items is chosen.
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Property Value

Check to show content in this widget location when the site visitor selects the
DisplaySelectedContent  content link from the collection. This overrides the quick link normally asso-
ciated to the content.

Enable Header Check to show header text above the widget.

Enter text for the Header. Check the Enable Header property box to show this

H
eader text. If no text is entered into the Header property, the collection name shows.
Select one of the following to determine how the content information is
displayed.
BulletedList - Displays the content titles as a bulleted list.
XSLT

ecmNavigation - Displays the titles of the content.
ecmTeaser - Displays the titles and summary of the content.

ecmHtml - Displays the entire content.

el_CommunityGroupMembers Widget

- Shows members in a community group. Additionally, if you are the Group
ﬂ‘ Administrator, you can add, remove or invite others to the group. It looks like this
when you are logged in.

Members

Members (3}

When you are logged in, you can do the following.

» Click Members to see the list of current members in the group.
» Click Pending Members to see the list of people waiting for approval to join this group.
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el_ContentBlock Widget

» Click Invitations to see the list of people who have been invited to join this group.

= Check the box next to a member and click Remove to delete that person from the group.
To change the properties, click Edit (E4).

Properties

Property Value

Group ID Enter the ID number of the Group you want to display.

H Enter any text string to show a colored bar with text above the widget. If you leave this blank,
eader . L

Text no text or colored bar shows on the page. Text for the header is placed inside an <h3> tag and

adopts the same styles as the column in which it is placed. (Optional)

el_ContentBlock Widget

Shows any content on your web page that you want from your CMS400.NET
D including html, text, documents and digital media. You can set the content block

widget to show a specified content id or you can set the dynamic parameter so
- that the content dynamically changes at any time the parameter is passed.
You also can add the following options to the content block.
= Content Review with Ratings Stars.

» Provide links for Add To Favorites, Email, and Print.
= Comments submitted by logged in visitors.
The content block looks similar to the following figure.

Construction on marketing
conference room

|Z:Z| |:| :_3—'
The marketing conference room construction project has stated. This

conference room is closed until further notice. Expected completion is in two
weeks.

)

Add Comment

To change the properties, click Edit (E4).
Fields
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Field Description

Choose Content, Form, or Multimedia and then click View Results on the bottom

Filtered by: left of the dialog box to see the content items in the selected type.
Click to display contents of the selected folder. Hover over a content item so see a
View Result summary of the content. You can filter the content as described in the previous

table entry.

Cancel Button

Click to dismiss the dialog box without adding content.

Save button

Click to save the changes you made and dismiss the dialog box.

New button

Click to create new content (rather than selecting existing content).

Properties Tab

Property Value

Sh°?"’ Check to show links for Add To Favorites, Email and Print.

Social Bar

Show Con- . . . . . o
tent Check to include a Star Rating bar next to the content title. Ratings by visitors indi-
Review cate how they feel about the content. (Highly rated content attracts more readers.)
Show Con- Check to show the title text. This parameter is superceded if the Header Text has a
tent Title value.

Show

Message Check to allow comments on this content.

Board

Header Enter text to replace the title of the content. If this is blank, the content's title will
Text show.

Read Enter the string for the Read More hyperlink set in the next property. For example:
More Text "Read More..."
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el_ContentBlock Widget

Property Value

I\R/Ii?s Enter the hyperlink used for the Read More Text set in the previous property. For
. n l? = n
Hyperlink example: "Content.aspx?id=168".
Dvnamic Enter any text to pass content id numbers to this widget. When you set this to "id",
Pzrame ter the widget shows the content number equated to it. For example, if the URL is

http://mysite/default.aspx?id=30 then content number 30 shows.

The Folder, Taxonomy, and Search tabs help you find the content you want to use in this widget.
Folder Tab
To select a folder or content, do the following:

1. Click the Folder tab.
2. Navigate to the folder you want and click it.
3. If the View Results panel is showing, click the content you want.
4. Click Save.
Taxonomy Tab

Select the Taxonomy Category to find the content to add to this widget.
To select a Category or Content, do the following:

1. Click the Taxonomy tab.
2. Navigate to the lowest category branch that you want to use.
3. To select specific content, click the desired content in the View Results panel.
4. Click Save.
Search Tab

To search for Content, do the following:
1. Click the Search tab.
Set the Filter By dropdown to Content, Forms, Multimedia.

2
3. Enter the Search Terms and press Enter.
4. Click the desired content in the View Results panel and click Save.
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el_GroupSpaces Widget

example, you can show the groups associated with a department, similar to the

E : Shows a list of groups. You can filter groups by selecting a taxonomy. For
ones shown in the following figure.

#l_GrolpSpaces

Marketing Group Spaces

M Managment (Restricted)
ﬁ Tags: management
Founded:2/3/2010
Members:2

Marketing (Public)
Tags: Marketing
Founded:2/3/2010
Members:3

To change the properties, click Edit (E4).

Properties Tab

Property Value

Header

Text Enter the text that displays above the group spaces. If left blank, a blank header shows.

Taxonomy Tab
To select a Taxonomy category, do the following:

1. Click the Taxonomy tab.

2. Navigate to the lowest category branch that you want to use and click Save. Branches
beneath your selection are included also.

el_Header Widget

Shows a header style with optional text similar to the following example.
R
Header

g
H

Ilncamina Fuante
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el_ListSummary Widget

The style used by the header uses the following tag in the elntranet web site.
<h3 class="headerContent”>
To change the properties, click Edit (E4).

Properties

Property

Header Text Enter the text that you want to show in the header.

el_ListSummary Widget

'T,'t'IE_; ) Shows a list of content from a folder (and optionally its subfolders) on your Web
= Tithe page similar to the following figure.
el_LIztSnummary

nple Content Bloc |
Sample Content Block Summary
Return the Books |
Return the Books!
de Customer Conference Announced |

We are very excited to announce the dates and location of our tenth annual
Worldwide Customer Conference. This year's customer conference will be held
from September 1st through September 4th in Ektronville. The WCC (Worldwide
Customer Conference) was developed to provide a central location for our
customers to mee

Largest Deal in Company History |

Today, Jimmy Winters closed the largest deal in company history. Our newest
clientto join the roster, X¥Z Corp, came in late this afternoon at $567 233.00!

Cloud computing. We keep hearing about it, referring to everything from Saas
models of software to virtualization, and there's no single definition that applies
to all of its uses. At our company, I'm looking at it as one more way to..

[First] [Previous] [Mexd] [Lasi]

To change the properties, click Edit (E4).

Properties Tab
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Property Value

Enter the ID of the folder that contains the items appearing in the list. Set the Recursive prop-

Folder ID . .
olaer erty to include subfolders under this folder.
Enable Check to show header text above the el_ListSummary widget. If no text is entered into the
Header Header property, the folder name shows.
Header Enter text for the header. Check the Enable Header property box to show this text.
Select one of the following to determine how the content information displays.
BulletedList - Displays the content titles as a bulleted list.
CalendarEvents - Displays a list of scheduled events.
XSLT
ecmNavigation - Displays the titles of the content.
ecmTeaser - Displays the titles and summary of the content.
ecmHtml - Displays each content in the list summary.
Recursive Check to include content in subfolders under the folder indicated by the FolderiD property.
Enable Pag- Check to show links to page forward or backward through the content list. The amount of con-
ing tent shown in each page is set by the Items Per Page property.
Enable Check to enable automatic scrolling, which animates the list by scrolling from top to bottom
Scrolling then repeats indefinitely.
Items Per Enter the number of content items you want to display on a page. If blank, page for-
Page ward/backward buttons do not show.
Include . o . .
lcons Check to show icons that represent each content item's type in the el_ListSummary.
Sort Order Choose Ascending (A-Z; first-last) or Descending (Z-A; last-first).
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el_ListSummary Widget

Property Value

Order By

Choose one of the following options.
Title - Sorts by the title of the content.
DateModified - Sorts by the date the content was last edited.
DateCreated - Sorts by the date the content was first published.

Last Editor's First Name - Sorts by the first name of the person who last
published the content.

Last Editor's Last Name - Sorts by the last name of the person who last
published the content.

Content
Type

Choose the type of content to display in the ListSummary.
Content - Displays only content.
Discussion Topic - Displays only discussion topics.
Multimedia - Displays only multimedia file types.

AllTypes - Displays all types of content.

Add Text

Enter the text used in the editor's menu to add more content. For example: if you enter "Add
Quick Reference" it appears in the Edit menu as shown.

T
[+

1

T

Taxonomy
ID

Enter the taxonomy ID with which content is associated when you choose Add Items.

Display
Content

Check to retrieve and display HTML content for each item in the ListSummary.

Read More
Link Text

Enter text for the Read More Hyperiink set in the next property. For example: "Read More..."

Read More
HyperLink

Enter the hyperlink used for the Read More Text set in the previous property. For example:
"Content.aspx?id=168".
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el_Map Widget

Displays a map on your Web page that looks similar to the following figure.
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Results 1 - 1 of 1

No. Title Distance Map Direction

1. 542 Amherst street

0.02 Mi
Nashua, NH-02062

L

To change the properties, click Edit (EX).
Properties Tab

Property Value

Folder ID Enter the ID number of the folder that contains the content to show on the map. Note: The con-
tent must have Map Metadata (Address etc.) before it shows on the map.
Enable i
Check to show Header Text above the Map Widget.
Header
Enter text for the Header. If no text is entered, the folder name shows. Check the Enable
Header .
Header property box to show this text.

To select a folder or content, do the following:
1. Click the Folder tab.

2. Navigate to the folder you want and click it.
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el_MicroMessaging Widget

3. If the View Results panel is showing, click the content you want.
4. Click Save.

el_MicroMessaging Widget

Shows your status and activities similar to other micro-blogging services, and
looks similar to the following figure.

What are you working on?

Update Status

-
& a | Application: Welcome to Ektron!
-y .

—
H % l Application: Working with sales and marketing training
¥

Ty

e

1: Application updated content, ielntranetV2/WorkArealimagesiapplicationflayout_content.png

There are no properties for this widget. Messages are automatically associated to a login.
The el_MicroMessaging widget lets you do the following:

= display your own micro-messages
= submit new micro-messages. For example, update your status.
= search all micro-messages.

When a colleague views another colleague's micro-messages, she sees the other colleague's
messages, and the messages of people that the two colleagues have in common, but she cannot
search the messages of or update the other colleague's status.

To use micro-messaging, do the following.

1. Enter an answer to the question "What are you working on?"
2. Click Update Status.

Your status message list updates. If you have notifications turned on, then colleagues see the
status message too.

el_News Widget

Views Displays a list of content ranked by most viewed, popularity ratings, publish date
E:‘:ﬁ (most recent), and looks similar to the following figure.
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Highest Rated

Most Recent | | Most Viewed

nt 20812010 10:47:37 AM

Ektron Sample Content

Final 2/8/2010 10:47:37 AM

ntBlock 20812010 10:47:37 AM

Sample Content Block Summary

Properties Tab

Property Value

Folder ID

Enter the ID of the folder that contains the items to appear in the list summary. Set the Recur-
sive property to include subfolders under this folder.

Enable
Header

Check to show header text above the list summary widget. If no text is entered into the
Header property, the folder name shows.

Header

Enter text for the header. Check the Enable Header property box to show this text.

XSLT

Select one of the following to determine how the content information displays.
BulletedList - Displays the content titles as a bulleted list.
CalendarEvents - Displays a list of scheduled events.
ecmNavigation - Displays the titles of the content.
ecmTeaser - Displays the titles and summary of the content.

ecmHtml - Displays each content in the list summary.

Recursive

Check to include content in subfolders under the folder indicated by the Folder/D property.

Enable
Paging

Check to show links to page forward or backward through the content list. The amount of con-
tent shown in each page is set by the Items Per Page property.

Enable
Scrolling

Check to enable automatic scrolling, which animates the list by scrolling from top to bottom
then repeats indefinitely.

Items Per
Page

Enter the number of content items you want to display on a page. If blank, page for-
ward/backward buttons do not show.
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el _News Widget

Property Value

Include
Icons

Check to show icons that represent each content item's type in the ListSummary.

Sort Order

Choose Ascending (A-Z; first-last) orDescending (Z-A; last-first).

Order By

Choose one of the following options.
Title - Sorts by the title of the content.
DateModified - Sorts by the date the content was last edited.
DateCreated - Sorts by the date the content was first published.

Last Editor's First Name - Sorts by the first name of the person who last
published the content.

Last Editor's Last Name - Sorts by the last name of the person who last
published the content.

Add Text

Enter the text used in the editor's menu to add more content. For example: if you enter "Add
Quick Reference" it appears in the Edit menu as shown.

q [ Add Quick Reference

Taxonomy
ID

Enter the taxonomy ID with which content is associated when you choose Add Items.

Display
Content

Check to retrieve and display content for each block in the list summary.

Read
More Link
Text

Enter text for the Read More Hyperlink set in the next property. For example: "Read More..."

Read
More
HyperLink

Enter the hyperlink used for the Read More Text set in the previous property. For example:
"Content.aspx?id=168".

Getting Started with Ektron elntranet

181
Document Rev. 1.2 (Feb. 2012) |



el_PhotoOfTheDay Widget

M Shows an image file on your Web page similar to the following figure.

Photo of the Day

£ I_Photo0 1T he Dy

Choose an image file asset from the CMS400.NET Workarea folders.

The image width automatically resizes to 100% of the available space for the widget and
maintains the aspect ratio. A visitor can choose to print or email the photo.

To change the properties, click Edit (EX).

Properties Tab

Property Value

Enter text to show a colored bar with text above the Photo of the Day. If you leave this blank,
Header no text or colored bar shows appears.

Text Header text is placed inside an <h3> tag and adopts the same styles as the column in which it
is placed. (Optional)

If desired, enter the URL of a page that displays if a site visitor clicks the Photo of the Day.

Hyperlink For example, you could link to a photo gallery page for people to peruse.
Pathto
Photo Gal-  Enter the URL of the page that contains the photo gallery.
lery
Enable .
. Check to show a caption under the Photo of the Day.
Caption
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el_PhotoOfTheDay Widget

Property Value

Enter text to show as a caption under the Photo of the Day. If this is blank and Enable Cap-

Caption tion is checked, the image file name displays.

Use Folders, Taxonomy, or Search tabs to select the image file. Choose the image file to show
from the View Results section.

Folder Tab
To select a folder or content, do the following:
1. Click the Folder tab.
2. Navigate to the folder you want and click it.
3. If the View Results panel is showing, click the content you want.

4. Click Save.
Taxonomy Tab

To select a Category or Content, do the following:
1. Click the Taxonomy tab.
2. Navigate to the lowest category branch that you want to use.
3. To select specific content, click the desired content in the View Results panel.

4. Click Save.
Search Tab

To search for Content, do the following:

1. Click the Search tab.

2. Set the Filter By dropdown to Content, Forms, Multimedia.

3. Enter the Search Terms and press Enter.

4. Click the desired content in the View Results panel and click Save.
Click Save when done.

Firefox Browser Extension

For Firefox, you may be prompted to install the Ektron Drag Drop Extension.

ei_PhotoOfTheDay

Click here to install the Ektron Drag Drop Extension
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el_RecentBlogPosts Widget

F' Shows the latest blog posts or content in a folder, and looks similar to the
following figure.

From the CEQ's Blog
We are currently looking forward to the start of a new year with several project
launches In 2010, we will be updating several of our products with more advanced

technology with an emphasis on social media. We will also focus on bringing

Read More )

To change the properties, click Edit (EX).

Properties Tab

Property VEIRES

Enter text to show a colored bar with text above the content block. If you leave this blank, no

Heading text or colored bar will show above the content block. Text for the header is placed inside an
<h3> tag and adopts the same styles as the column in which it is placed. (Optional)
Enter menu text. For example: if you enter "Add New Post" it appears in the edit menu as
shown.
Add TeXt ..f.'..' |:d] Add fs lew P nst r
lal I
tel =| Properties
._Isj_l ew Page A
Folder ID Enter the folder ID that contains the content or blog posts.
EnablePagin Check to show links to page forward or backward through the content list. The amount of con-
ging tent shown in each page is set by the Results Per Page property.
Results Per Enter the number of content items to display in this widget. If blank, page forward/backward
Page buttons do not show.
Direction Choose Ascending (A-Z; first-last) or Descending (Z-A; last-first).
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el_Search Widget

Property Values

Choose one of the following options, sorted by the Direction property.
Title - Order by the title of the content.
DateModified - Order by the date the content was last edited.
Order Key DateCreated - Order by the date the content was first published.

Last Editor's First Name - Order by the first name of the person who last
published the content.

Last Editor's Last Name - Order by the last name of the person who last
published the content.

Read More Enter the hyperlink used for the Read More Text set in the previous property. For example:
HyperLink "Content.aspx?id=168".

el_Search Widget

Puts a search box (as shown in the following figure) on a PageBuilder page. After
‘ the page is published, as a site visitor types a search string, results that match
the user's entry show below the search box.

Search Training News

2W MESUITS

Note: You cannot use the Search widget while the page is being edited.
To change the properties, click Edit (E).

Properties Tab
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Property Value

Select the type of content to display in the results.

¢ Only HTML (Content and Forms) - Content placed inside the Workarea content folders

s h but it does not include documents from the Document Management System (DMS).
earc

Type ¢ Only Multimedia - Content with extensions such as .flv, .mp3, .jpg, and so on.

e Only Community Groups - Only content within groups that the visitor is authorized to
see. This includes public groups and groups in which they have become a member.

¢ All Files - All content within the Ektron CMS400.NET Web site.

Taxonomy Tab
Select the Category to limit the search criteria.
To select a Category or Content, do the following:

1. Click the Taxonomy tab.

2. Navigate to the lowest category branch that you want to use.

3. To select specific content, click the desired content in the View Results panel.
4. Click Save.

el_SiteMap Widget

Shows the site map, which is created from the Folder Breadcrumb settings in the
- E - Workarea. There are no properties to set in the SiteMap widget. A site map looks
similar to the following figure.
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el _TagCloud Widget

el_TagCloud Widget

Shows the tags used on content, groups, and users and displays their size

@." according to the popularity of the term in the list. The more a tag term is found, the
larger the text. When you click on a term in the tag cloud, the items associated with
this tag term display.

There are no properties to set in the Tag Cloud widget. It looks similar to the
following figure.

User Tag Cloud
™ management uarkeiing Motorcycles Sales Travel

Group Tag Cloud

Department engieemg m managemen: Marketing recreston saes trave

Content Tag Cloud

announcment map |'u1ar'Ketiﬂg new_member Trave

el_UpcomingEvents Widget

18 Shows a list of scheduled calendar events, similar to the following figure.
19
20 Upcoming Events

Software Engineering Staff

322 AM - 12245 PM

Sales Round-Up

3:22 AM - 12:45 PM

Safety Training

322 AM - 1245 PM
401K Benefits
222 AM - 1245 PM

Read More b
To change the properties, click Edit (EY).

Properties Tab
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Property  Values

Folder ID Enter the folder ID that contains the events you want to show in the list.
Enable Check to show the header above the widget.
Header
Enter text to show a colored bar with text above the Search box. If you leave this blank, no text
Header or colored bar shows above the search box. Text for the header is placed inside an <h3> tag
and adopts the same styles as the column in which it's placed. (Optional)
Enable Check to show links to page forward or backward through the content list. The amount of con-
Paging tent shown in each page is set by the Items Per Page property.

Items Per Enter the number of content items you want to display on a page. If blank, page for-

Page ward/backward buttons do not show.
Read . . ] "
More Link Enter the string for the Read More Hyperlink set in the next property. For example: "Read
More..."
text
Read
More Enter the hyperlink used for the Read More Link Text property. For example: "Events.aspx"
HyperLink
Folder Tab

Use the Folder Tab to browse the content folders to set the Folder ID property.

To select a folder or content, do the following:

1.

2.
3.
4

Click the Folder tab.

Navigate to the folder you want and click it.

If the View Results panel is showing, click the content you want.
Click Save.

el_WebSearch Widget

188

Displays a search box for site, colleagues, groups, and activities, and looks
‘ similar to the following figure.

Note: You cannot place more than one Web Search widget on the same
PageBuilder page.
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Search Site

WebSearch Widget

Search is disabled during page edit

Search Site Search Colleagues Search Groups Search Activity

Basic Search Advanced Search

Site A

Each tab has a Search button, plus some have filters to narrow the search criteria.

Search Site

1. Select Basic Search or Advanced Search.
2. Enter the search term.

3. Select the search type from the choices shown below.

Site 1
HTML
Documents
Images
Multimedia
Forums

Tags

Pages

4. Click Search.

Search Colleagues
Search Site Search Colleagues Search Groups Search Activity
Users

Display Name V| |

& Add Filter []Colleagues Only

Search

1. Select the type of user information you want to search for from the drop down list, as
shown.
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190

First Mame
Last Mame

Tags
Email

User Properties

Category

EDiselaE MName v

2. Enter the search term.

3. You can add a filter or add a category.

The following example shows the results when you add a category and select "marketing".

Search Site Search Colleagues Search Groups Search Activity
Users User Categories
|Disp|ay Name "| | Marketing
Select = saw New
| Category v| - ews
[Je=w Blog
4 Add Filter [col
Search
b Filter by Category
Avatar Name Last Name | Information Status
Email: admin@example.com
Tags:
Application | Administrator | No wser tags to display
User Location: 69
Email: Writer@example.com
; Tags: I= =
1
Content Writer Marketing colleague
Writing
Search Site  Search Colleagues Search Groups Search Activity
Groups

Group Name

¥ |

4 Add Filter

Search

b Filter by Category

1. Select the type of group information you want to search for from the drop down list, as

shown.
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Search Activity

EGrDuE Mame vl

Description
Group Tags
Category

2. Enter the search term.
3. You can add a filter or add a category.
4. Click Search.

Search Activity

Search Site Search Colleagues Search Groups S

1. Enter the term that can be found in Activity Stream messages.
2. Click Search.
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Chapter 4

Getting Support

The following resources are available to help you with your Ektron eIntranet
project.
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Locations and Phone Numbers

Location Phone

Worldwide Headquarters 1-866-4-
542 Amherst Street (Route 101A) EKTRON
Nashua, NH 03063 USA 603 -594-0249
1-603-594-

SUPPORT 0249 x7002
Canada

675 Cochrane Drive East Tower, 6th Floor 905-530-2211
Markham, Ontario L3R 0B8

United Kingdom

Sienna Court,

The Broadway, +44 (0) 1628
Maidenhead 509 040
SL6 1NJ

UK

Australia

Level 3

61 York Street ;(25;22 9248
Sydney NSW 2000

Australia

Singapore

81 Anson Rd. +61 2 9248
Suite 8.35, Level 8 7206
Singapore 079908

For additional contact information, see http://www.ektron.com/contact/.

ektron.com

The web home of Ektron has useful information, including additional contact information and
services. You can find product documentation in the documentation section
(http://www.ektron.com/documentation/).
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Synergy

Synergy

Ektron's investment in you never stops. We are always listening to our customers, and the
annual Synergy Customer Conference is a great way for us to learn what is important to you.
The conference also is a great way for you to learn more about using your Ektron CMS400.NET.

For more information, see our web page: http://synergy.ektron.com.

Local User Groups

Every Spring, Ektron management meets with Ektron users in as many cities as possible to
bring the latest news and products from Ektron. We listen to what is important to you. The Local
User Group Sessions (LUGS) receive positive ratings year after year.

The Dev Center (dev.ektron.com)

The Ektron DevCenter includes resources to assist our customers. If you are looking for a
solution to a specific problem or just seeing what you might be able to do with CMS400.NET, you
can find it here. You also can find Webinars that offer help and insight to many of the features of
Ektron CMS400.NET.

The Dev Center also has a product forum where you can pose questions, provide answers to
other users, and share tips on how to use Ektron eIntranet more effectively.

See the Dev Center at http://dev.ektron.com.

Professional Services

Ektron has a complete services infrastructure, in addition to providing you with a powerful CMS
platform, to ensure your project’s success. Each service engagement is unique and customized
to meet your specific needs. Ektron assures predictable results using comprehensive Web
Project Methodology and RAMP strategy (Risk mitigation, Adoptability, Maintainability,
Performance) to guide every project.

Click here to see more about Ektron Professional Services.

Best Practice Services

Ektron’s Best Practice Services (BPS) gives you access to Ektron solution engineers who are
intimately familiar with your web project goals and have the expertise to make them a reality
using Ektron CMS400.NET.

Implementation

By engaging Ektron to implement all or part of your web site project, expert application
engineers follow our proven Ektron Methodology to ensure the success of the project.
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Hosting

Ektron offers a complete line of web site hosting packages to fit the needs of each deployment,
from enterprise-level to small and medium-sized businesses. Ektron Hosting’s secure facility
ensures that your business-critical applications are online and secure, giving you peace of mind.

For more information about Ektron Hosting, see http://www.ektron.com/hosting.

Training

Ektron’s training courses ensure your web project’s success by providing the right level of
training to your team at the right stage of your web project’s lifecycle.

Call your Ektron Customer Support Representative to schedule your class.

For more information about Ektron Training, see http://www.ektron.com/services/training/.
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A

activities tab, personal profile
activity stream
appearance on activity timeline
widget
changing user group whose activ-
ities appear
changing user whose activities
appear
customizing
activity stream widget
activity timeline
allday option
web calendars
announcements
making
page
approval chain
assets
adding to elntranet
adding to personal profile

blog posts
recent
widget
blogs
CEO
adding entry
link on personal profile
widget
building maps page

C

calendars
adding events
community group
enabling
community group, adding
personal
personal, adding
recurring events
system
adding to widget
introduction
sample
types
widget
editing
placing on Web Page
CEOblog
adding entry
colleagues
link on personal profile
collection widget

142-

139
62
78
77
76

165
62

108
84
50

156

98
145

184

52
83
143
168
43

community group
calendars
enabling 131
calendars, adding 114
creating 117
dashboard 124
forum, enabling 131
group activity area of screen 123
group members area 123
members widget 170
message board
moderating 147
viewing 123
restricted membership
inviting users to join 129
requesting to join 130
users
documents 132
photos 132
viewing 117
company calendar page 54
company news page 47
conference room calendar page 32
content
block widget 171
content, permissions See permissions
custom tab
personal profile 137
D
dashboard
community group, customizing 124
personal 144
department pages
permissions, adding users 155
directory page 63
documents
adding to elntranet 98
personal profile 145
E
el_RecentBlogPosts widget 83
employee handbook page 38
events
calendar, adding 107
upcoming, widget 187
F
favorites
on personal profile 146
forums
community group
enabling 131
page, default 36
G
gallery
photo See photos, adding to gallery
group activity area
community group 123

group members area

community group screen
group spaces widget
H
handbook,employee page
header widget
home page
editing
tour
I
inheritance

of permissions from parent folder

L

list summary widget
editing

listsummary widget

logo, changing

map widget
membership
community group
restricted
message board
group
moderating
viewing
personal
moderating
messages from management page
micro-messaging widget
moderating
group message board
my messages
my profile

news
widget

news items
displaying

newsletters page

o

office locations page

P

page
adding new
creating navigation to
Pagebuilder
page
adding new
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permissions
content
administrators
adding or deleting 154
creating read-only users 155
department pages
adding users 155
inheritance from parentfolder 151
managing 152
overview 151
phone book
content block, changing contentof 80
photo gallery page 56
managing photos 57
photo of the day
widget
changing image 73
photos
adding on the photo gallerypage 58
adding to gallery 102
adding to personal profile 146
managing on the photo gallery page 57
profile
personal
activities tab 139
blog link 142-143
calendars link 140
colleagues link 141,157
custom tab 137
dashboard link 144
documents link 145
editing 137
favorites link 146
forumtab 135
generaltab 134
groups link 140
photos link 146
tagstab 136

Q

quick reference collection widget

adding a link 80
R
read-only users
permissions
content 155
recent blog posts widget 184
recurring events
adding to calendar 109
request IT help page 33
restricted membership
community group 128
inviting users to join 129
requesting to join 130
S
search
page 65
widget 185
site map
page 45

widget 186
system calendar See calendars, system

T
tag cloud
page 66
widget 187
tags
tab
personal profile 136
twitter feed widget
setting up 89
U
upcoming events widget 187
adding event 71
changing calendar 71

user calendar  See calendars, personal

W
web search widget 188
WebCalendar See calendars,
widget widget
welcome guide page 30
widgets
activity stream 165
Activity Stream
changing user group whose activ- 78
ities appear
changing user whose activites 77
appear
customizing 76
blog 168
calendar
default 112
collection 169
community group members 170
content block 171
el_RecentBlogPosts
adding entries 83
group spaces 174
header 174
listsummary 175
map 178
micro-messaging 179
news 179
photo of the day
changing image 73
quick reference collection
adding a link 80
recent blog posts 184
search 185
sitemap 186
tag cloud 187
twitter feed
setting up 89
upcoming events 71,187
changing calendar 71
web search 188
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