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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.

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




(This page intentionally blank.)



Table of Contents

PrE aCE . .. 3
Getting Started with Ektron elntranet .. ... 9
Touring the HOmeE Page ... . L 12
Touring the Default Department Pages . ... ... .. 14
Departments > ENGINeeriNg ... 15
Departments > Marketing ... iiiiiiiiiiiiil.. 18
Departments > Human Resources .. ... il 21
Departments > Sales ...l 24
Departments > Training . . ... 27
Touring the Default Employee Resources Pages ... ... .. ... .. 29
Employee Resources > Welcome Guide ... ... 29
Employee Resources > Book a Conference Room ... ... . ... 31
Employee Resources > Request IT Help ... . 33
Employee Resources > FOrUmS ... .. 36
Employee Resources > Employee Handbook . ... ... ... ... 38
Employee Resources > Newsletters ... .. .. 40
Employee Resources > Office Locations ... ... .. 41
Employee Resources > Building Maps .. ... L 43
Employee Resources > Site Map . ... 45
Touring the Default News & Events Pages .. ... . 46
News & Events > Company NeWs ... 46
News & Events > Messages from Management ... ... 48
News & Events > Announcements ... . L 49
News & Events > CEO's Blog ... ... il 51
News & Events > Company Calendar ... ... . 53
News & Events > Photo Gallery ... 55
Touring My Intranet Pages ... ... 56
My Intranet > My Profile ... L 57
My Intranet > Activity Timeline ... . 59
My Intranet > DireCtory ... .. 61
My Intranet > Search ... il 63
My Intranet > Tag Cloud . ... ... 64
Modifying the elntranet . . ... 67
Editing the Default Home Page ... ... 68
Changingthe Logo Image ... ... e 68
Displaying Upcoming EVents ... 69
Changing the Photo of the Day .. ... 71
Replacing the Photo with One from the Ektron elntranet ... ... ... .. .. ... ... ........... 71
Replacing the Photo with One from Your Computer ... ... .. 72
Customizing the Activity Stream .. 74
Displaying User Activity in the Activity Stream ... ... 75
Displaying Group Activity in an Activity Stream ... ... 76
Adding Links to the Quick Reference Collection Widget ................ ... 77
Changing the Contents of the Phone Book __ ... ... . .. 78
Adding Entries tothe CEO's Blog . ... .. o . 80
Creating and Displaying ANNOUNCEMENTS . .. e 82
Displaying News Rems 84
Modifying the Twitter Feed ... 87
Removing the Help Widget .. ... 89
Modifying Department Pages ... ... 89
Modifying an Existing Department Page ... ... ... i 89

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




Creating a New Department LandingPage ......... .. .. ... 90

Deleting a Department from the elntranet Site ... .. ... 92
Creating Content inthe elntranet ... 92
Adding aNeW Page . ... 92
Setting Navigationto Your New Page ... .. ... 95
Adding Assets tothe Intranet .. .. 95
Adding Assets with Microsoft Internet Explorer ... ... 96
Adding Assets with Google Chrome ... ... . ... 96
Adding Assets with Mozilla FireFOoX ... ... o L 96
Adding Assets with Microsoft Internet Explorer and Microsoft Office ... . ........... 97
Creating a New Employee Resource Page ... ... . ... 97
Adding Photos tothe Gallery .. ... 99
Organizing Photos with Subcategories . . ... ... . L 100
Adding Photos to a Subcategory Folder ... ... .. . 100
SettingUpaCompany Calendar . . ... L 102
Placing a WebCalendar Widget ona Page ... ... ... . 103
Adding Calendar Events .. 104
Changing the Calendars that Appear on a WebCalendar Widget ... ... ... .. ............... 107
Accessing the Default WebCalendar Widget's Edit Screen ... 108
Addinga System Calendar . .. ... ... 109
Adding a Community Group Calendar ... .. 110
AddingalUser Calendar ... ..o 111
Creating CommuUNity GroUDPS . ... o i i 112
Viewing Community GroUpS .. ... 113
Creatinga Community Group ...l 113
Creatinga Restricted Group . . ... L 115
Touring GroUP SPACES .. . ..o 117
Group Members & ACHiVItY ... 117
Group Dashboard . . ... ... 118
GroUP DOCUMENES . .. L 119
Group Calendar . .. ...l 120
Group Discussion Board .. ... . 120
Group Blog .ol 121
GroUp PhotOS . . L 122
Moderating a Group Message Board .. ... .. 122
Adding Members to a Restricted Group . . ... . L 123
Inviting Users to Joina Group ...l 123
Joining a Restricted Group . ... 124
Enabling a Group Calendar and FOrum .. ... . 125
Managing Group PhotOs ... . 126
Editing My Profile .. . 127
Edit Profile L 127
CaleNar . .. 133
GlOUPS - - e 133
CollEAQUES . . ... L 134
BlOG o 135
Creating Your OWN Blog . ... o 135
Dashboard .. L 137
DOCUM NS 137
F AV S L 138
PO OS . . 139
Moderating a Personal Message Board ... ... . 140
Setting Up Permissions forthe elntranet ... .. . 141

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




Setting Up Permissions for Creating Content ... ... .. .. ... 144

Setting Up Permissions for a Group of Administrators ... ... ... . . 146
Setting Up Permissions for Department Pages ... ... ... . 147
Setting Up Permissions for a Group of Read-Only Users ... ... ... .. oo, 147
Setting Up an Approval Chain ... L 148
Adding a Person or Group to a Folder's Approval Chain ... ... ... .. 148
Selecting a Sequence of APProvals . ... ... ... L 148
Viewing [T ReqQUESES .. 149
Using the SmartDesktop to Manage Yourelntranet ... ... .. . ... ... 151
Customizing the SmartDesktop ... . ... 152
USiNg Widgets .. 153
el_ActivityStream Widget ... .. 157
el Blog Widget . .. 160
el_Collection Widget ... o 161
el_CommunityGroupMembers Widget ... .. . 162
el_ContentBlock Widget .. ... 163
el_GroupSpaces Widget ... ... 165
el _Header Widget . 166
el _ListSummary Widget . ... 167
el Map Widget ... il 169
el_MicroMessaging Widget ... 170
el N WS WGt 171
el _PhotoOfTheDay Widget . ... ... 173
el_RecentBlogPosts Widget ... . 175
el Search Widget .. L 177
el SIteMap Widget ... 178
el _TagCloud Widget . ... L 178
el_UpcomingEvents Widget .. ... .. 178
el _WebSearch Widget ... .o 180
SearCh St 180
Search ColleagUes . ... ... 181
SEArCN GrOUDS . . .. 182
Search ACHIVItY 182
Getting SUPPOM . . 183
Locations and Phone NUmbers . . . 184
BRI ON. COM 184
SYNEIQY - ool 185
LoCal USEr GrOUPS .. ... e e 185
The Dev Center (dev.ektron.com) .. ... .. 185
Professional ServiCes .. ... 185
Best PractiCe ServiCes ... . 185
IMplemMeENtation 185
HOS NG L 186
Tl NG 186
INAEX 187

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




(This page intentionally blank.)



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.

Home Page You can easily move, add, and delete this content using Ektron's Page-
Builder technology, literally dragging and dropping the content
wherever you want it.

Manage content that is important to your departmental functions.

Depart t . .
L::(;n ms; os Ektron elntranet comes preloaded with department landing pages. You
grag can add, change, or delete departments to match your organization.
Give your people one area to find forms, policies, office and building
Employee maps, newsletters, and social networking forums. Ektron elntranet
Resources lets you customize your human resources area to fit your company's

needs.

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

News and Events

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

My 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.

o Social media functionality for users and groups.

e Secure login credentials through your current network
Additional features authorization 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 I ...
conditions.

The Ektron elntranet lets you post the following:
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Getting Started with Ektron elntranet

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

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

= The CEQO'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 elntranet?

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 (‘&).

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

Block & Widget Used Function

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

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

|©) Getting started

D Launches the elntranet online help: Getting Started with Ektron eln-
tranet.

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 178. See also Displaying Upcoming
Events on page 69.

Quick Reference
Create links to important or often-used content that you want accessible

h—) to all people from the home page using the el_Collection widget . For
. information about its properties, see el_Collection Widget on page 161.
see also Adding Links to the Quick Reference Collection Widget on
page 77.

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 163. See
also Changing the Contents of the Phone Book on page 78.

Photo of the 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_
(o] PhotoOfTheDay widget. You can add a caption, print, or email the
photo. For information about its properties, see el _PhotoOf TheDay

Widget on page 173. See also Changing the Photo of the Day on page
1_P hotod 7T ke D ay 71.
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Block & Widget Used Function

From the CEO's Blog

ok o

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 175. See also
Adding Entries to the CEQ's Blog on page 80.

News Display news items that affect your organization using the el _
= Title ListSummary widget. In this case, the items are News type content
e with the newest entry at the top. You can choose to automatically scroll
n the content. For information about its properties, see el _ListSummary
T —— Widget on page 167. See also Displaying News Items on page 84.
Announcements Display announcements to your organization using the el_ListSummary
a widget. In this case, the items are text entry type with the newest
imTETRACY announcements at the top. You can choose to automatically scroll the
= Title content. For information about its properties, seeel ListSummary
' Widget on page 167. see also Creating and Displaying Announcements
el_LIztSammary on page 82.
Activity Stream Display the activity of people and groups in your Ektron elntranet with
whom you have connected using the el_ActivityStream widget . You
@ MNews can choose the types of information you want to see from your
ﬂ e colleagues and groups, such as blogs, comments, micro-messaging
: status, and so on. For information about its properties, see el_
P ActivityStream Widget on page 157. See also Customizing the Activity
- Stream on page 74.
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.

Touring the Default Department Pages

The Ektron elntranet comes with the following default department pages.

e Departments > Engineering on the facing page
e Departments > Marketing on page 18
e Departments > Human Resources on page 21
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Departments > Engineering

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 90.

= To modify an existing department page, see Modifying an Existing Department Page on
page 89.

= To delete an existing department page, see Deleting a Department from the elntranet
Site on page 92.

Tasks for modifying department pages are similar to modifying the home page, which is
described in Editing the Default Home Page on page 68.

Task Section

Add or delete members from the group  Adding Members to a Restricted Group on page 123

Add content to News Displaying News Items on page 84

Add events to Upcoming Events Displaying Upcoming Events on page 69
Customize the Activity Stream Customizing the Activity Stream on page 74
Add assets to the Collateral Adding Assets to the Intranet on page 95
Add blog entries to the blog Adding Entries to the CEQ's Blog on page 80

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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The following table describes each area of the page.

Block Function

Site Navigation Tools
(upper right)

Use the Site Navigation tools to search the Intranet site. You
also can log out of page edit mode, add or delete 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 Intranet.
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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

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 breadcrumb trail to go to those pages.

Quick link navigation This box of links connects you to important or often-used
block content.
Members Displays the members of the Engineering department. This
content block uses the el_Community GroupMembers 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
p1_CommunityGrol 162.
Engineering News Displays news items that affect the Engineering department
R r—— using the el_ListSummary widget to show a list of content. For
el information about its properties, see el_ListSummary Widget on
= Title page 167. In this case, the type of content is News with the
e newest entry at the top. You can choose to automatically scroll
AL LR the content.
Upcoming Engineering
Events Communicates important dates and events to members of the
: Engineering department using the el_UpcomingEvents widget
s to show a list of scheduled calendar events. For information
_g about its properties, see el_UpcomingEvents Widget on page
] 178.
Activity Stream Displays the activity of people and groups with whom you have
—w connected using the ei_ActivityStream widget. Administrators

&f_ﬂ can determine the types of information that appears, such as
Q blogs, comments, micro-messaging status, and so on. For infor-

mation about its properties, see el_ActivityStream Widget on
al_ActivityStream page157
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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
171. 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
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The following table describes each area of the page.

Function

Use the Site Navigation tools to search the Intranet site. You
Site Navigation Tools also can log out of page edit mode, add a department page, view
(upper right) 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 Intranet.

Site Navigation Menus
(upper left)
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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

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 breadcrumb trail to go to those pages.

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

Marketing Group
Displays the members of the Marketing department. This

Members
content block uses the el_CommunityGroupMembers widget to
show members in a community group. Administrators can add,

-~ o . . )

m‘ remove, and invite others to the group. For information about its
properties, see el_Community GroupMembers Widget on page
162.

Marketing News Displays news items that affect the Marketing department using
—— the el_ListSummary widget to show a list of content. For

u Titl
e information about its properties, see el_ListSummary Widget on

= Title . page 167. In this case, the type of content is News with the
e newest entry at the top. You can choose to automatically scroll
ALs e the content.

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
E its properties, see el_UpcomingEvents Widget on page 178.

Activity Stream Displays the activity of people and groups with whom you have

connected using the ei_ActivityStream widget. Administrators
D Nf_‘j;i can determine the types of information that appears, such as
ﬂ blogs, comments, micro-messaging status, and so on. For infor-

mation about its properties, see el_ActivityStream Widget on

e page 157.
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Departments > Human Resources

Block Function

Collateral Rack

Views
Rating
Recent

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

From the Marketing
Blog

~g

Displays the content of the blog entries that are stored in the
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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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

Site Navigation Tools
(upper right)

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 Intranet.
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Departments > Human Resources

Block Function

Breadcrumbs help you see where you are on the Ektron eln-
tranet site. The breadcrumb in the figure indicates that it is the
Breadcrumb bar Human Resources 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
block content.
Members Displays the members of the HR 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
el_CommunityErow 162.
HumanResources
News Displays news items that affect the HR department using the

el_ListSummary widget to show a list of content. For
= Title information about its properties, see el_ListSummary Widget on

i page 167. 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
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
g properties, see el _UpcomingEvents Widget on page 178.
Activity Stream Displays the activity of people and groups with whom you have
connected using the ei_ActivityStream widget. Administrators
D Nf_ﬂ can determine the types of information that appears, such as
g blogs, comments, micro-messaging status, and so on. For infor-
mation about its properties, see el_ActivityStream Widget on
al_ActivityStream page157.
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Block Function

HumanResources
Collateral

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

E:Z.",ﬁ 171. The newest 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! “You have {

Home : Departments : Sales | Home Search this section... Search

Members Activity Stream

Sales Collateral

Highest Rated | | Most Recent | | Most Viewed

Collateral Collapze ANl From the 5ales Bleg

News

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.
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
Intranet.

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 Sales

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
breadcrumb trail to go to those pages.
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Block Function

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_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 162.

Sales News i , .

Display news items that affect the Sales department using the el __

= Title ListSummary widget to show a list of content. For information

i about its properties, see el _ListSummary Widget on page 167. 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
w1 Sales department using the el_UpcomingEvents widget to show a
7] list of scheduled calendar events. For information about its
30 properties, see el _UpcomingEvents Widget on page 178.
Activity Stream i . .
Displays the activity of people and groups with whom you have
® News connected using the ei_ActivityStream widget. Administrators can

=

determine the types of information that appears, such as blogs,
comments, micro-messaging status, and so on. For information
about its properties, see el_ActivityStream Widget on page 157.

Sales 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
171. The newest and highest rated content is at the top.

From the Sales Blog

e~y

Displays the content of the blog entries that are stored in the Sales
Blog folder of CMS400.NET.
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Departments > Training

Departments > Training

The default Ektron eIntranet 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.

My Intranet Welcome, Application! “ou have 0 unread

Home : Departments : Training : Home Search this saction. .. E3ITN

Activity 5tream

Training Collateral

Highest Rated | | Most Recent | | Most Viewed

Collateral Collapse All Training Mews From the Training Blog

MNews

Blog .
Everits Upcoming Training Events s @ A

B Training Week 2

The following table describes each area of the page.

Block Function

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

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

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
breadcrumb trail to go to those pages.
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Block Function

Quick link navigation
block

Connects you to important or often-used content.

Members

aMa

Displays the members of the Training department. This content
block uses the el_Community GroupMembers 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
162.

Training News
= Title

= Title

Displays news items that affect the Training department using
the el_ListSummary widget to show a list of content. For
information about its properties, see el_ListSummary Widget on
page 167. 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 Training

Events
Communicates important dates and events to members of the
= Training department using the el_UpcomingEvents widget to
% show a list of scheduled calendar events. For information about
70 its properties, see el_UpcomingEvents Widget on page 178.
Activity Stream Displays the activity of people and groups with whom you have
connected using the ei_ActivityStream widget. Administrators
&b MNews

b

can determine the types of information that appears, such as
blogs, comments, micro-messaging status, and so on. For infor-
mation about its properties, see el_ActivityStream Widget on
page 157.

Training 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
171. The newest and highest rated content is at the top.
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Touring the Default Employee Resources Pages

Block Function

From the Training
Blog

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

Touring the Default Employee Resources Pages

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

Employee Resources > Welcome Guide below

Employee Resources > Book a Conference Room on page 31
Employee Resources > Request IT Help on page 33
Employee Resources > Forums on page 36

Employee Resources > Employee Handbook on page 38
Employee Resources > Newsletters on page 40

Employee Resources > Office Locations on page 41
Employee Resources > Building Maps on page 43

Employee Resources > Site Map on page 45

Creating a New Employee Resource Page on page 97

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.
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Intranet i ==

My Irtranst Welcome, Application! “You have 0 unread messages My Frofile

W

[ Welcome Guide Welcome Guide

Book A Conference Room

Entering/Leaving the building

on your first dsy to enter the building. |f you are the last

ose your key card, contact the HR administrator for 3 new ons.

Benefits

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

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 Navigation Tools site. You also can log out of page edit mode, add a department
(upper right) page, 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 Intranet.

Site Navigation Menus
(upper left)

Breadcrumbs help you see where you are on the Ektron eln-
tranet site. The breadcrumb in the figure indicates that it is the
Welcome Guide page in the Employee Resources 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 This box of links connects you to important or often-used
block content.
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Employee Resources > Book a Conference Room

Block Function

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

Welcome Guide and 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. . @ B l =I0en X
— - i S e W e - -
Ek:m;'n\ns 0 unread messages
Aatne s Desktop QeviCHlg Library Settings Reports Help
Edit Content in Folder "Welcome Guide"
[BRER <O
Title:  Welcome Guide [English (U.5.)]
L
Summary Metadata Alias Schedule Comment Templates Category
|
N | 2 @ B |
| ¥ apply style ~ Paragraph Style - | | | [ [
=R = = [ _l
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 set the 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 helidays:
e Mew Years Day
« Memorial Day [
« Independence Day I
& Labor Day
e Thanksgiving
e Christmas Day 8
4 1 (3 H
Done €5 Local intranet | Protected Mode: Off fa -~ H®100% ~

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 102
» Changing the Calendars that Appear on a WebCalendar Widget on page 107

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

31




» Adding Calendar Events on page 104
» Placing a WebCalendar Widget on a Page on page 103

My Imtranet Welcome, Application! “You have 0 unread

Departrmerts

Home : Employes Resources : Conference Room

[E] Welcome Guide Conference Room Calendar

‘| Book A Conference Room

Sun Mon Tue Wied Thas Fri Sat

3l oLs 2 4 5
Markesing Weekly einmane: Feview Marketing Weekiy
Saies Trainirg einirane: Feview

& 1 11 12
Markoating Wesicly e Ry Marksting Wesicyy
Smias Traming wrmaner R

1 14 15 18 1 1 1
Maro=ting Wesidy einmane: Feview Marketing Weekiy
Saies Trainirg einirane: Feview

2 21 22 P 24 25 26
Markoating Wesicly e Ry Marksting Wesicyy
Smias Trawming e Ry

7 z 3 1 z
Markesing Weekly einmane: Feview Marketing Weekiy
Saies Training einrane: Review

The following table describes each area of the page.

Block Function

Use the Site Navigation tools to search the Intranet site. You
Site Navigation Tools also can log out of page edit mode, add a department page, view
(upper right) 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 Intranet.

Site Navigation Menus
(upper left)
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Employee Resources > Request IT Help

Block Function

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

Breadcrumb bar

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

The text "Conference Room Calendar" displays using the el_
Header widget. You can name it anything you want. For infor-
mation about its properties, see el _Header Widget on page 166.

Conference Room Cal-
endar

Placing the WebCalendar widget on a page gives you automatic

O It 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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34

Intranet

My Intranet

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

bject:

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
Site Navigation Tools also can log out of page edit mode, add a department page, view
(upper right) 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 Intranet.

Site Navigation Menus
(upper left)
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Employee Resources > Request IT Help

Block Function

Breadcrumbs help you see where you are on the Ektron eln-
tranet site. The breadcrumb in the figure indicates that it is the
Request IT Help page in the Employee Resources 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 This box of links connects you to important or often-used
block content.

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

Request IT Help and choose Edit.

To modify the Request IT Help form, click on the silver access point () 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 Reference for detailed information.
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& CMSA00 Edit Content - Microsoft Internet Explorer provided by Ektron, Inc. - — w Elﬂléj
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 | <1 |
| | 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:

I
Email:
p
Subject:

‘What is the urgency of this issue?

_) Urgent (I cannot proceed with my work until this is resolved)
) Important (I 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
I
|
& Submit Request i
4 n [3
€ Local intranet | Protected Mode: Off g v HI1M0% -

For information about viewing IT requests that have been submitted, see Viewing
IT Requests on page 149.

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 112.

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

36




Employee Resources > Forums

Intranet e r—

My Intranet Welcome, Application! “ou have 0 unread messages My Profile

Forums
= ) \pcemorn EesnciEs)
Forum Topics Posts Last Post

General Information
[ol L

rhaC:ss 5
Post dassifi=d ads

The following table describes each area of the page.

Block Function

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

Site Navigation Menus
(upper left)

Breadcrumbs help you see where you are on the Ektron eln-
tranet site. The breadcrumb in the figure indicates that it is the
Breadcrumb bar Forums 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 This box of links connects you to important or often-used
block content.

The text "Forums" displays using the el_Header widget. You
Forums can name it anything you want. For information about its prop-
erties, see el _Header Widget on page 166.
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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.
e The date of the most recent posting.
The controls above the forum block let you do the following:
Forum Content block « 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.

¢ Click on Control Panel to ...

¢ 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 i C‘*

m My Intranet Welcome, Application! “fou have O unread messages |

Employee HandBook

Stock Ticker Site W

| Add Comment

The following table describes each area of the page.

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

38




Employee Resources > Employee Handbook

Block Function

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

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

area 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.

Breadcrumb bar

Breadcrumbs help you see where you are on the Ektron eln-
tranet site. The breadcrumb in the figure indicates that it is the
Employee 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 This box of links connects you to important or often-used
block 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 166.

Content block

Display documents using the el_ListSummary widget. For infor-
mation about its properties, seeel ListSummary Widget on page
167.
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.

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

e 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.

i bW

Login as administrator.

Click Workarea.

Click the Content tab.

Choose Folders > Content > Company > Forms > Employee Handbook.

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.
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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.
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
My Ingranet Welcome, Application! “ou have

------

Home : EmployesResources © Mewsletters 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 Navigation Tools site. You also can log out of page edit mode, add a department
(upper right) page, 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 Intranet.

Site Navigation Menus
(upper left)

Breadcrumbs help you see where you are on the Ektron eln-
tranet site. The breadcrumb in the figure indicates that it is the
Newsletters page in the Employee Resources 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

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




Employee Resources > Office Locations

Block Function

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

The text "Newsletters" displays using the el _Header widget.
Newsletters You can name it anything you want. For information about its
properties, see el _Header Widget on page 166.

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

Collection block 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 161.

For information about adding an asset, see Adding Assets to the Intranet on page 95.

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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Add Content

The following table describes each area of the page.

Block Function

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

Site Navigation Menus
(upper left)
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Employee Resources > Building Maps

Block Function

Breadcrumb bar

Breadcrumbs help you see where you are on the Ektron eln-
tranet site. The breadcrumb in the figure indicates that it is the
Office Locations page in the Employee Resources 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.

Quick link navigation
block

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

Office Locations

The text "Office Locations" displays using the Header widget.
You can name it anything you want. For information about its
properties, see el_Header Widget on page 166.

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.

2. Onthe 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).

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

4. 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 el _Map Widget on page 169.

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

Building Maps

=) tions
I:‘ Building Maps

Sits Map

My Intranet

Welcome, Application! “ou have 0 unread messages My Profile

Search this section...

12/8/2009 3:42:46 AM

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
gation Tools  of page edit mode, add a department page, view the site map, go to the Wel-
(upperright)  come Guide page, and enter the Workarea of the CMS400.NET.

Site Navi-

gation Use Site Navigation menus to go to Department pages, Employee

Menus Resources, 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

breadcrumb in the figure indicates that it is the Building Maps page in the

Bread b AR
b::a crum 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.
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
Building . . : . . .
Maps it anything you want. For information about its properties, see el_Header
P Widget on page 166.
Display links to files containing information about your facilities and make
. them available to your employees to help them find their way around. You can
Collection - . . .
block sort the 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 161.
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Employee Resources > Site Map

For information about adding an asset, see Adding Assets to the Intranet on page 95.

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 O q

My Intranet Welcome, Application! “fou have O unresd messages My Profile

Site Map

The following table describes each area of the page.

Getting Started with Ektron elntranet
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Block Function

Site Navigation Tools

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.

Use Site Navigation menus to go to Department pages,

Site Navigation Menus Employee Resources, News and Events, and your personal

space on My Intranet.

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

Breadcrumb bar Site Map 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 This box of links connects you to important or often-used
block content.

The text "Site Map" displays using the Header widget. You can
name it anything you want. For information about its properties,

Site Map seeel_ListSummary Widget on page 167el_Header Widget on
page 166.
Placing the Site Map widget on a page automatically generates
Site Map Linked List a linked list of pages from your site. For information about its

properties, see el_SiteMap Widget on page 178.

Touring the Default News & Events Pages

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

News & Events > Company News below

News & Events > Messages from Management on page 48
News & Events > Announcements on page 49

News & Events > CEO's Blog on page 51

News & Events > Company Calendar on page 53

News & Events > Photo Gallery on page 55

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.

46

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




Intranet

My Intranet

Web 2.0 Summit

News & Events > Company News

Welcome, Application! “You have 0 unresd

Average 3 out of 5

The following table describes each area of the page.

Block Function

Use the Site Navigation tools to search the Ektron elntranet

Site Navigation Tools
(upper right)

Search... Q

Search this section. ..

1] 21472010 5:00:14 AM
27472010 8:59:58 AM
] 2/4/2010 8:55:40 AM
/472010 8:55:22 AM
1] 21472010 8:56:48 AM

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.

Use Site Navigation menus to go to Department pages,

Site Navigation Menus
(upper left)

Employee Resources, News and Events, and your personal
space on My Intranet.

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

Breadcrumb bar

Company News 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.

Getting Started with Ektron elntranet
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Block Function

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

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

News collection block column titles and you can give each item a star rating. For
information about its properties, see el _Collection Widget on
page 161.

For information about adding an asset, see Adding Assets to the Intranet on page 95.

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.

Intranet | 5* . C‘*

My Irtranet Welcome, Application! “You have O unread

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

$ Company News Messages From Management [ Emz

1] 1272872005 9:54:07 AM

Average 0 out of 5

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 Navigation Tools site. You also can log out of page edit mode, launch the Depart-
(upper right) ment Wizard, view the site map, go to the Welcome Guide
page, and enter the Workarea of the CMS400.NET.

Getting Started with Ektron elntranet
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News & Events > Announcements

Block Function

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

Site Navigation Menus
(upper left)

Breadcrumbs help you see where you are on the Ektron eln-
tranet site. The breadcrumb in the figure indicates that it is the
Messages from Management 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.

Breadcrumb bar

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

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 161.

Messages from Man-
agement collection block

For information about adding an asset, see Adding Assets to the Intranet on page 95.

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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Intranet B —

My Intranet Welcome, Application! “ou have 0 unread

Home - Mews and Events - Announcements Saarch this s=ction... Sear
= Announcements [ Ema
From Management
&&| Conctruction on marketing conferance 0 4772010 1:55:40 AM
Average O out of
L) J5/2010 5:35:22 AM

Average 4 out of &

VEF2010 5:34:02 AM

1] 2r25/2010 8:18:59 AM

Average 2.5 out of 5

20452000 B:55:48 AM

The following table describes each area of the page.

Block Function

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

Site Navigation Menus
(upper left)

Getting Started with Ektron elntranet
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News & Events > CEQO's Blog

Block Function

Breadcrumbs help you see where you are on the Ektron eln-
tranet site. The breadcrumb in the figure indicates that it is the
Announcements 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 This box of links connects you to important or often-used
block 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 161.

Announcements col-
lection block

For information about adding an asset, see Adding Assets to the Intranet on page 95.

News & Events > CEO'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 CEO's Blog on page 80.
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Intranet | 5* | “

My Intranet Welcome, Application! “ou have 0 unread messages My Profile

Ty ® B

The following table describes each area of the page.

Block Function

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

Site Navigation Menus
(upper left)

Getting Started with Ektron elntranet
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News & Events > Company Calendar

Block Function

Breadcrumbs help you see where you are on the Ektron eln-
tranet site. The breadcrumb in the figure indicates that it is the
Breadcrumb bar CEOQ's Blog 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 This box of links connects you to important or often-used
block content.

You can do the following on the page:
e Add apost. Clicking Add Post opens a Workarea content
editor.

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

o Delete apost.

o Create a permanent link to a specific blog post that you
CEO Blog 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.)
e Subscribe to receive a new blog post in an RSS feed or
sent by email.

o 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 102.

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

53




Intranet ——
 Departments My Intranet Welcome, Application! Vou have D unresd messages My -

Company Calendar

M Photo Gallery

[ I
=
i
L
-

'
!
o
=]
e
n

16

1
Software Riefrigerator

The following table describes each area of the page.

Block Function

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

Site Navigation Menus
(upper left)

Breadcrumbs help you see where you are on the Ektron eln-
tranet site. The breadcrumb in the figure indicates that it is the
Company Calendar 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
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News & Events > Photo Gallery

Block Function

Quick link navigation This box of links connects you to important or often-used
block 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 e— T
My Intranet Welcome, Application! ‘You have 0 unresd messages My "

Manage Photos E@ -
Add Photos

>

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
Intranet.

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 Photo Gal-

Breadcrumb bar lery 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

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

block

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

gallery.

You can have photos organized in separate folders. Click on the
subcategories green plus sign (‘ﬂ") to add a category of photographs to the gal-

lery.

You can perform the following functions:
o Copy photos that you select by checking the box on the

Manage Photos

photo. Then go to another folder and paste them into the
other folder by clicking on the clipboard-with-content icon (

),

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

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.

To add a photo, do the following:

1.
2.

Add Photos

Click Add Photos.

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 95. Your selections are added to the top of the
collection list.

Touring My Intranet Pages

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

e My Intranet > My Profile on the facing page

e My Intranet > Activity Timeline on page 59

Document Rev. 1.2 (Feb. 2012)
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My Intranet > My Profile

e My Intranet > Directory on page 61
e My Intranet > Search on page 63
e My Intranet > Tag Cloud on page 64

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

127.
Intranet s 2
She Calleagues Groups AcIhEy
My Irtranet Weicann tion! ou have O unread messages P
Application Administrator - The intranet is ready to Go Live!
? Share
ublic Mzssages t = tivit Wy Status Contact Informat
.'G Appiioation Hazmm 2o W
| will be at the mesting in person, coming in from headquarters.
W
Edit Profile
g Ann
- . | will s2t up that mesting for next Friday as we discussed.
Calendar ]
2 Depariment Manager
L Updated the tracking document in the Management y
% 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 Navigation Tools site. You also can log out of page edit mode, add a department
(upper right) page, view the site map, go to the Welcome Guide page, and
enter the Workarea of the CMS400.NET.
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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 Intranet.

Site Navigation Menus
(upper left)

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

Breadcrumb bar profile 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.

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,

Edit Profile categories to 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 127.

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 eln-
tranet community; people that you interact with on a
professional basis. To connect to a colleague, search for the col-
league in the directory, and click on Add as Colleague. This
sends a request to the person to approve or ignore the con-
nection request. If approved you can follow 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 Dash-
Dashboard board. You can choose from among many widgets to customize
your page.

Upload documents that you want to share with everyone, just

Documents :
your colleagues, selected colleagues, or keep them private.
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My Intranet > Activity Timeline

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
Photos share 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

Status Pane
you 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 a link located next to the My Profile links
at the top.

My Messages Search... Q

Welcome, Abb

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.

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.
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The following table describes each area of the page.

Block Function

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

Site Navigation Menus
(upper left)
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My Intranet > Directory

Block Function

Breadcrumbs help you see where you are on the Ektron eln-
tranet site. The breadcrumb in the figure indicates that it is the
Breadcrumb bar Activity Timeline 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 This box of links connects you to important or often-used
block 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 o Reply to astatus.

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
74.

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

A y Timeeline

D Directory

Search

My Imtranet

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

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

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

Management| Restricted)

Tags: management

Marketing( Public)

Tags: Marketing

Sales| Public)

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

Far the Training Department
Tags: Department, Training

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

The following table shows each area of the page.

Site Navigation Tools
(upper right)

Function

Founded: 5/25/2010
Membears 1

Founded: 5/25/2010
Membears 1

Founded: 12/8/200%
Members 4

Founded: 12/8/2009
Members 1

Founded: 12/8/2009
Members =

Founded: 5/25/2010
Members 1

Founded: 5/25/2010
Members 1

Founded: 12/16/2009
Members 1

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 Intranet.

Breadcrumb bar

Breadcrumbs help you see where you are on the Ektron eln-
tranet site. The breadcrumb in the figure indicates that it is the
Directory 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.
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My Intranet > Search

Block Function

Quick link navigation
block

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

You can do the following on the page:

e 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

Directo
v people who write blogs.

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.

= Sort the list of groups by placing the most active at the
Group Links 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 180.

Intranet s 2
Aty
m My Irtranst Welcome, Application! “ou have 0 P
Home © by Intranet Searg
P Search
Search Site  Search Colleagues  Search Groups — Search Activity

Basic Search

The following table describes each area of the page.
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64

Block Function

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

Site Navigation Menus
(upper left)

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

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

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

Intranet Y —=—

My Intranet Welcome, Application! “ou have 0 unread messages My

User Tag Cloud

Group Tag Cloud

Depar*ﬂ"em Enginesring HumanResources management Marketing Quslity_Assurance Recreation

Content Tag Cloud

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

Block Function

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

Site Navigation Menus
(upper left)

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

Breadcrumb bar Tag Cloud 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 This box of links connects you to important or often-used
block content.
Tag Cloud Displays tags in proportion to how many times they are used on

the Ektron elntranet site.

For more information about Tag Cloud server control, see the Ektron Reference.
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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 89

Creating Content in the eIntranet on page 92

Creating Community Groups on page 112

Editing My Profile on page 127

Setting Up Permissions for the elntranet on page 141

Using the SmartDesktop to Manage Your elntranet on page 151
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Editing the Default Home Page

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

1.
2.

4.

Click Login at the upper right of the page.

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

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

Intrar

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:

Changing the Logo Image below

Displaying Upcoming Events on the facing page

Changing the Photo of the Day on page 71

Customizing the Activity Stream on page 74

Adding Links to the Quick Reference Collection Widget on page 77
Changing the Contents of the Phone Book on page 78

Adding Entries to the CEO's Blog on page 80

Creating and Displaying Announcements on page 82

Displaying News Items on page 84

Modifying the Twitter Feed on page 87

Changing the Logo Image

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

68
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Displaying Upcoming Events

o

Intranet

Upcoming Events Photo of the Day

Hands-0n Training

'-;Tf ?nrr:.i.:;:rla I%ﬁgunle;e.trr:nq Stalf — -
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. On the 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

m

Property

Folder ID: |153

Enable

Header:

Headler: .
Upcaming Events (Enahle Header must he
checked. Leave Blank to use the Folder Mame)

Crvmbulin Dimeninuras [==1

-

[ Cancel ”Save]

Editing Widget

Folder

"= CEO Blog

“# conferenceRoom Calendar
“I= custom Messages

& elntranetC alendar

0 Farms

"D Farums

HE =

m

-

[ Cancel ][Save]

2. Click on the Folder tab.

3. Scroll down to see that eIntranetCalendar is highlighted. In the CMS400.NET, the

elIntranetCalendar 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 178 for information about Upcoming Events

widget properties.

For information about setting the properties of the widget, see el _UpcomingEvents Widget

on page 178.
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Changing the Photo of the Day

Changing the Photo of the Day

The Photo of the Day widget displays a single photo, as shown in the following figure.
M w WYEICUITIE, ADPIICAUUN!  TUU MNdVE U UTNTeda Mmessdyes  my riuine

ing Events N % Photo Of The Day Widget

ning Events Photo of the Da

joftware Engineering Staff
%00 PM - 10:00 PM

4ands-0n Training
.00 AM - 12:00 PM
3oftware Engineering Staff

Application: finished
project, now ready fo

Sharz b
sz b

300 PM - 10:00 PM
software Engineering Staff Application: requirer
:00 PM - 10:00 PM document
4l Hands Meeting Sh
3:00 AM - 9:00 AM
oftware Engineering Staff Page 10f1
3:00 PM - 10:00 PM —
11:00 PM - 12:00 AM Twitter Feed Widget
Twitter

oTD

ktron: Case st
eattle Univ

Read More ¢

o= wm

o=
ER:]

n Widget O\

Reference

Social Ne
b

From the CEQ's Blog

hniire ann

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. Onthe 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
68

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

F B Phota Gallery
> Polls and Surveys
- Eite Use Policy J

S welcome Guide
B3 Departments j

View Results

Earth 486 =
Office Location 50

Timothy Shumaker
Training Center 489

| 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 99.

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. On the home page, login as administrator.

2. Edit the page using PageBuilder, as explained in Editing the Default Home Page on page
68

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

Zurrent Path: (folderid: 89)
F ™y
Mame Status Size Progress

Total: O

|Select Files| |Upload| |Clear|
L VL

Wiew Results

Earth 436
Office Location a0

Timathy Shumaker
Training Center 4345

[ 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 173.

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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- W Application posted a new
to EAEmail Photo message to AppEng's

Displaying User Activity in the Activity Stream

" rreddie Press release
w. about our latest offeringd
Shars b

Application posted a new
message to Application's
messageboard

Share b

W Application posted a new
message to the Markefing

messageboard
Share b

4 days ago...

messageboard
Sharz b

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...

4 days ago..|

OWX

Application posted a new,
message to AppEng’s
messageboard
Share ¥ 4 dayflago...

Read More ¢

Twitler Feed Widget s

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.

1.
2.

From the home page, log in as administrator.

Edit the page using PageBuilder, as explained in Editing the Default Home Page on page
68

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.

dd Department Site Map Welcome Guide
Search... Q
Site Colleagues Groups Activity

‘Welcome, Application! You have 0 unread messages My Profile Logout

Activity Stream

"/1 ﬂ“ Application posted a new
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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.

8.
9.
10.
11.
12.
13.

View User Information "Fred"

User Groups Workarea Cus

Username: Fred

o @D

First Mame: Fred

Last Mame: Harper

Nz nlav Nama Frad Harmar

Return to Ektron elntranet.

Navigate to the page with the Activity Stream widget.

Click the Edit button () on the widget.

In the Object ID field, enter the user ID you obtained in Step 7.
In the Feed Type field, select User.

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.
2.

76

From the home page, log in as administrator.

Edit the page using PageBuilder, as explained in Editing the Default Home Page on page
68.

Click the orange arrow in the upper right corner to close the PageBuilder menu.

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

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

Activity Stream

.,/‘___ |I 4pplication posted a new

5. Click Settings > Community Management > Community Groups.
6. Get that user group's ID number (circled below).
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Adding Links to the Quick Reference Collection

View All Community Groups

+ Search .l;-ri

Group Mame Members 1D Membership Descrip
Engineering ] @ Qpen Farthe |
HF: 1 4 Open

| Love to Travel 4 2  Open Faor 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. Inthe Object ID field, enter the Community Group ID you obtained in Step 6.

Activity Stream

Feed
User -
Type:
Max
Results:
ReadMore
Link; ~f
ISave] I Cancel I

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
157

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).)

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.
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Add items to Collection " Reference”

All Types - L

Please select content by navigating the folders below:

Path: |\ContentiCompany\Forms
& -

Employee HandBook

IT Help

e 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
161.

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

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

68
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.
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Changing the Contents of the Phone Book

Editing Whdget

Content
Fitter By

L]

= ConferenceRoom Calendar

= Custom Messages

m

= eintranetCalendar

C B&rorms D

= Emploves HandBook

""" =T Help

®0 Farums

Yiew Results

e ——
Company Phone Book 123 =

[ Cancel HSaue“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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——— —— = = o
& CMS5400 Workarea for admin - Microsoft Internet Explorer provided by Ektron, Inc. ﬂ_ E@ﬁ

- — T —— -

CMs

Varsion: 8.01 SP1(Build!

0 unread messages

ibrary Settings Reports Help

@ View Contents of Folder "Forms"™

Title Content Type Language D Status Date Modified Last Editor

i £ Corpany % | SmartForm: = 123 A 3arz010 Administrator,
| @ Phone Book PhoneBook 10:06:09 A Application
== Company L L View

—| Announcements

—| Building Maps
! CEO Blog
7l conferenceRoom Calendar

[= view Properties
@ Delete

~] Custom Messages

7 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 N
1€ CMS400 Workarea for admin - Micrasoft Internet Explorer provided by Ektron, Inc. S e (s s
eCHmnN‘S 0 unread messages
version: 207 SRR Desktop eIy Library Settings Reports Help
Edit Content in Folder "Forms™
b
E Department. HR Extension 5009
{
E Deparment. Sales Extension 5010
l
| g Department: Training Extension 7830
I g Department. [T Extension 8888 L
Phone Number
YAk
Done € Local intranet | Protected Mode: Off v H100% -
| el . 3

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

For information about the content block widget, see el ContentBlock Widget on page 163.
For information about editing content in the Workarea of the CMS400.NET, see the Ektron
Reference.

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 eI_RecentBlogPosts widget in the following ways:
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Adding Entries to the CEQO's Blog

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

1. Login as administrator.

2. Click the access point (2) 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 Reference.

» 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, [nc_=- (50

0 unread messages

Desktop [e 0] Library Settings Reports Help
@ Vview Posts in Blog "CEO Blog" =

= © Delete - Acion @
Title Language 10 Status  Date Modified Last Editor Comments

: 2010 Kickaff B= 333 A 41372010 2:52:00  Administrator, 1}
A Application

: Cloud 449 A 411372010 225216 Administrator, ]

Announcements Computing Al Application

Building Maps

1 conferenceRoom Calendar

Custom Messages

1

» Taxonomies

» Collections

€ Local intranet | Protected Mode: Off g v ®100% -

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

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

81




e

. 0 unread messages

Desktop [e -8 Library Settings Reports Help

Edit Content in Folder "CEO Blog"

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

[¥] content Searchable

m Summary Metadata Alias Schedul

| | B s al9 - 4l ]|
| P4 Apply Style ~ MNormal B I U A|x X%|i= = & £&|
| & - 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 68

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 175.

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.

1. Click Workarea.

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

The following figure shows the folder path.

-
@ ‘CMS400 Workarea for admin - Microsoft Internet Explorer provided by Ektron, Inc. . . -® ."

= CEO Blog

= elntranet

= Forms

= Locations

| Managem

| Announcements

| Building Maps

"3l conferenceRoom Calendar

| Custom Messages

‘' Announcements

=7 Classifieds

® Contents of Forum "Announcements”™

- English (U.S.)

Topic

= Trafiic Conditions

<& Pizzainthe cafe!

Calendar

ent Messages

a | mn

<& Parking Lot Paving

s 50 e |

0 unread messages

Desktop [®1C0Y Library

-

Topic Starter

Replies Wiewrs Last Re|
Writer 2 az
2:07 AM
Manager o M
Whiriter i] 13

Thutsday, Decarnber 17, 2009

Settings

Reports Help

ply

I
» Taxonomies
» Collections
| » Menus |
& Local intranet | Protected Mode: Off g v H100% v
(¢ = = —

Click New Topic (=). A Post New Topic editor appears. The following
figure shows an example of creating an announcement.

'Q CM5400 Workarea for admin - Microsoft Inte

o 0 unread messages
| CM U
Version: 8.01 (Build Desktop [®JCIIY Library Settings Reports Help
_
Summary  Category
Subject:  Emploves sovie Day
[l Priority: @ announcement
| () Sticky
I ) Mormal
Loeck: [0
L
I Message P o I « Mormal + Werdana ~z wipt v A-B I U F & E©-
| |4= = SE=3-0@
Movie Day: June 6 starting at 2PM
Mavie: Tinman
Location: Town Cinema A
Free bag of popcorn and small soda provided to each employee!
Raffle prizes!
Congratulations on our success!
I
S 4y ) |
M|
4| n F |
Done &Luca\intraneﬂpruteded Mode: Off f3 v H100% ~
i =
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4. Click Save (E]) to add the announcement to the folder. The Announcements
block on default home page will look like this:

Announcements
Employee Movie Day 52442010 10:59:16 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 cafel  12/8/2009 3:42:40 AM

[First] [Previous] [Mext] [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.

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

Property
Sort Order: Descending +
Order By: DateModified  ~
Content Type: AllTypes - E
Ada Text: Add Content
ED

For information about the ListSummary widget, see el _ListSummary Widget on page 167.

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.
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Displaying News ltems

Login as administrator.

Open the access point (<) and choose Add Content. The

CMS400.NET editor appears.

Enter the title and the content that you want.

Click Publish (@) 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 Reference.

s Add a non-HTML document to the list.

1.

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.

Edit the page using PageBuilder, as explained in Editing the Default Home
Page on page 68

2. Click Edit (8Y). The Editing Widget dialog box appears.

Editing Whdget

Property
Sort Order: Descending ~
Order By: DateModified v
Content Type: AllTypes - E
Add Text: Add Content
[ Cancel ]| Save |

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.
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e - —
@ CMS400 Workarea for admin - Microsoft Internet Explorer provided by Ektron, Inc.

=

CMS

Edit Content in Folder "News"

Title: 401k Retirement Planning [Eng

Content Searchable

m Summary Metadata Alias Schedule

Please select a file to upload

lish (L.5.]]

Comment

Varsion: 8.01 SPIf Desktop (WY Library

0 unread messages

Settings

u

Templates

Erowse...

Done € Local intranet | Protected Mode: Off

g v

Reports  Help

Category

H100% -

G

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.

7. Click on the Category tab and select one or more categories to which this
item belongs. For example, you can set this to Company-Wide News and

HumanResources Collateral.

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

’_g CMS400 Workarea for admin - Microsoft Internet Explorer provided by Ektron, Inc.,

o] ] e ] |

@ View Contents of Folder "News" 2=

Desktop ReCIY Library

Settings Reports Help

0 unread messages

/ © Delsle  Adion B O
& Title Content Type  Language 1D Status  Date Modified Last Editor
= &) Folders
f Content [® | 401k Retirement 4 Office = a65 A 52812010 Administrator,
|§ == conten Planning Document 83811 AM Application
|| =] Compan -
(] i = 2] Annual Data Center 4 HTML Content = 208 A 312010 ‘iriter, Content
I | Announcements CETEIETED 54156 A
Building M. =l =
; - LglieE =0 S celebrate National ats 4 HTMLContent  BE 134 A 242010 Administrator,
' CEO Blog and Hurnanities Month 8:56:48 AW Application
I T ConferenceRoom Calendar in Oetober
= Custom Messages {2 zariner Gonference 4 HTML Content = 166 A 2142010 Administrator,
[ = 8:50:22 AM Applicat]
I 1 elntranetCalendar . LIERLE
Il Forms gl Return the Books! 4 HTML Content 5] a8 A 21452010 Administrator,
i — SED 40 AM Application
—r' Forums —
. &lsam Giant Joins the 4 HTML Content 5] a4 A 21452010 Administrator,
: —| Locations Executive Team 25956 AM Application
i = TRl £2] Wb 2.0 Summit 4 HTMLContent BE &3 A 24010 Administrator,
= News il 9:00:14 AM Application
4 1 2
[
(| » Taxonomies
I
» Collections
» Menus
€& Local intranet | Protected Mode: OFf fh v HM100% -
N -

= 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 68
2. Click Edit (&) on the widget.
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Modifying the Twitter Feed

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 >
Company > Management Messages and see the results.

For information about the el_ListSummary widget, see el_ListSummary Widget on page 167.

Modifying the Twitter Feed

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

ERtron: @fillgnatiter Thanks, wi

olr ony, ektran, com fongs

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

1. Open the Twitter account page that you want to follow. For example,
http://twitter.com/bill Ektron.

2. Inthe lower right side of the screen, click the RSS feed.
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8.
9.
10.
11.
12.

Py ® [ hetpcinwiner combd_Ekarond =l 4 <Y =

Sanvorkes ||E|=rma-s| 8 elrkranat | el Rog... :u:I |’-. * [ = % o= v Pager Safety~ Took - fghe
At Ritz-Carlton Amelia Island Florida
he for tCMO Summit, what a great
location

106 e H

Tt et 76

Ekirom released updates o CM5400.netl an exciting feature is Followang
Facebook connect, as well as a number of facebook widgets r{' n H

Al heathrow ainpor, heading 1o Bostlon, tomorrow fiying o San

Atnean EOrR

Intanet warkd in London UK this week Great success. Picture of H ﬂ E‘
Ekiron booth hitp/www ektron comiuploaded imagesipholo jpa g

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

Al | mmarn Alrmard lasuinm far | andan aicil tlha Dldeas | Adfie s amsd .DI

In the browser address bar, copy the URL.

itter / bill_ektron - Microsoft Internet Explorer provided by Ektro

- I s bwitker . com)sbabuses fuser_tmeling/17883030,rs:

‘avorites ?‘H' e | P Ektron cMs. . | 5 eIntranet | Twitker ... 3

Open the Ektron eIntranet home page.

Edit the page using PageBuilder, as explained in Editing the Default Home Page on page
68

Click the Edit button () on the Twitter Feed widget.
If there is an existing feed that you do not want, delete it.

Twilter Feed Widget BN\ X

Twitter Feeds

Feed Name: Ektron Feed Feed
Urk:
hﬂpZ-Tk‘JI1TEI.EDm 5TP.I1IJ'5E'5-H;|

Name: | Click to delete '
existing URL |

Uri:

Add|

In the Name field, enter the Twitter account name.

In the Url field, paste the address you copied in Step 3.

Press the <Home> key to move the cursor to the beginning of the Url field.
Click Add.

Click Save.

The Ektron elntranet home page refreshes, and the new feed appears in the Twitter widget.
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Removing the Help 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
68

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.

/& CM5400 Workarea for admin - Microsoft Internet Explorer provided by Ektron, Inc. = | B jm

Cis

Version: 8.01 SP1(Build

0 unread messages

Desktop G¥CIEIY Library Settings Reports Help

@ View Contents of Folder "Root" =

® o & beise paon 8 ®

Title u i
T W
{-il Help 4 HTML Content = 491 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 next page

e Deleting a Department from the elntranet Site on page 92

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 68.

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

el_Community GroupMembers

Members Widget on page 162 Creating Community Groups on page 112
News ?;ListSummary Widget on page Displaying News Items on page 84

LEJSZ::E ing §;_9Lép107%mingEvents Widget on Displaying Upcoming Events on page 69
Activity Stream ?I5_7Activity Stream Widget on page Customizing the Activity Stream on page 74
Collateral el_News Widget on page 171 Adding Assets to the Intranet on page 95
Blog el_RecentBlogPosts Widget on Adding Entries to the CEO's Blog on page 80

page 175

To create a new page under the department landing page, see Adding a New Page on page
92.

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 Deparntment Delete Department

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

Department; QUalty 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.
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Engineering b
Marketing b

HumanResources »

Sales [
Training b

Cuality Assurance

2 Addd

2 Edit Menu

Creating a New Department Landing Page

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 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 89.
Intranet = 2
Groups AciMy
w My Intranet Welcome, Application! “fou have O unresd messages My Profile
H Diepartments Q A Home Search this section. .. Search
Members Activity Stream

1 Application
Administrator
®4ETE

Collateral Collapse A1l Quality Assurance Mews

News
Repaorts
Upcoming Quality Assurance Events

dded new content, #8 Home

2 macorcy a

2 mazney wgm

2 macancs g

sdded new content, #%

= pasoney mzz

Guality 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 115.

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

Department Pages on page 147.
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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.

Department Wizard X
Add Deparntment Delete Department

Select a Department to Delete:

@ Engineering

@ Training

o Quality Assurance o
Page 2 |of2 & RN

& 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 eintranet

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 95
» Adding Photos to the Gallery on page 99
= Setting Up a Company Calendar on page 102

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.
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Adding a New Page

1. Choose Departments > Human Resources.

2. Click the left/right arrow button to open the PageBuilder menu.

(

Intrar

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

4. Ch

your layout on. The next step will be to select any taxonomy nodes you wish to assaociate this layout with.

® This wizard will guide you through creating a new layout. The first step is to select a wireframe to base
Finally, you will be asked to provide any relevant metadata for the layout, along with a summary.

Folder: Pages/Departments/Marketing/ Change
Pleaze =elect a layout for your page.
v
Intranet - Intranet : Intranet

wireframesi/home1Zone.aspx

) L3

oose from several wireframe styles, for example, homelZone.aspx. Your choice is

highlighted with a checkmark in the upper right corner.

5. Cli

ck Next to continue.

6. Enter the page title, taxonomy category, alias name, and extension as shown in the

fol

lowing figure.
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10.
11.

12.

13.

~| Page Title | ~|Aliasing

Page Tit@re@ Manual
Use Manual Aliasing
Taxonomy Alia ® Ev

[

‘_' L_153ales A Alizs Preview. /zlntranst

=[] Marketing Folder
& There are no Folder Aliasing rules associated with
* D collateral this falder
“"[press Release Taxonomy

There are no Taxonomy Aliasing rules associated
with this folder

I news

Rl e

Click Next to continue.
Skip entering Metadata and Summary and click Finish.

Click OK to begin editing the new page. The new page appears it which you can place
widgets shown by the yellow blocks.

Click the up/down arrows to show the widget bar (IEasTT).
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!ﬂmenls m Woelcome, Application! You have 0 unread messages Wy Profile Logout
Home - Departments - HR : Conference Search this section... Search

3 welcome Guide
Job Postings
{=) Policies and Forms

X

Photo Of The Day Widget L %3
Activity Stream

4@ Mews

= Blog

|=F| Calendar

&* Group Spaces

Please select a photo from the Album

L
I “J ContentReview

Mews Collapse All
Joh Posting

Policies & Forms

Events

Blog

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)

Choose File > Publish from the PageBuilder menu. The new page displays.
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Setting Navigation to Your New Page

Department Wizard Site Map elcome Guide orkarea

Intranet a

Site Colleagues Groups Activity
Departments 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

&y Print Photo  EEmail Photo

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 next page

» Adding Assets with Google Chrome on next page

» Adding Assets with Mozilla FireFox on next page

» Adding Assets with Microsoft Internet Explorer and Microsoft Office on page 97
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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.

Document Management System (X

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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Adding Assets with Microsoft Internet Explorer and

Document Management System 9

ZUAICT B Drag Drog

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

Resource Wizard b4

LI JRESOUR J Delete Resource

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

Resource:

Add Cancel

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.

arch Q

Groups Activity
m Welcome, Application! You have D unrea

Search this section... Search

Home : Employee Resources : Resources : Surplus Equipment Home

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Nullam -
Highest Rated | | Most Recent | | Most Viewed

i SEDRES (PSRN R urna odio, ristique vel mattis sit amet, pulinar vel arcu. Morbi
sit amet ipsum elit. Nulla facilisis consequat mauris, id P42 surplus Equipment 10/6/2010 1:15:21 PM
Surplus Equipment  coispse Al | consequat diam euismod nen. Sed facilisis purus eu sapien Lorem ipsum dolor sit amet, consectetur adipiscing
convallis ulfricies atid risus. Quisque in euismod nulla. elit. Nullam urna odio, tristique vel mattis sit amet,
Maecenas lorem dolor, fermentum a accumsan id, elementum pulvinar vel arcu. Morbi sit amet ipsum elit. Nulla
eu eros. Cras lobortis cursus tortor vel scelerisque. Vivamus et facilisis
massa eget ligula faucibus consectetur placerat quis turpis.
Sed imperdiet lacinia ante, in facilisis metus feugiat at L I@ Surplus Equipment Home  10/6/2010 1:15:23 PM
Vivamus gravida dolor id sem fringilla auctor. Page for Surplus Equipment resource
Read More ¢
built on . . Q"‘ Web Page SED
kfron Site Use Policy  Site Map ~ Contact Webmaster @ Ektron 2010 e repat

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.
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Adding Photos to the Gallery

Welcome Guide

Book A Conference Room
Request IT Help

Forums

Employee Handbook
Newsletters

Office Locations

Building Maps

Site Map

Resources F | Surplus Equipment Home

au Add
2 Edit Menu

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 Imtranet Welcome, Application! You have 0 unread messages My Profile

Departrments

Manage Photos ﬁ@ -
Add Photos

W
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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 (()

Photo Gallery

= top

1 _'__'|subcategurie@
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 tax-

onomy.
Intranet 2
Site Coleagues Groups Activity
Departments m Welcome, Application! You have 0 unread messages
Home . Mews & Events : Photo Gallery
@ Company News Photo Gallery
@ Messages From Management & top » animals ()
Announcements | .
- i _|subcategories hotos
CEO's Blog L d} @'p
| company Calendar # mammals (0)
™| Photo Gallery # reptiles (0)
# birds (0)
@ fish (0)

# invertebrates (0)

Manage Photos |jj @ [
Add Photos
g

A

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.
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Adding Photos to a Subcategory Folder

3. Click Add Photos (#). The Add Photos dialog box appears.

Add Photos (]
MNext=>
Photo Data

Fill outthe description and then click next to drag and drop image(s).
Maximumwidth: 00 pixel (suitable for on-screen viewing) -

Description: | Cn B G E 9 - [ Normal ~ B I |¥F @ -
== EEIEEE=EEE
e & G4 |

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 95.

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

Photo Gallery

» top » animals » mammals {1)

.._i..-.]subcategories = @phmos
no subfolder exists.

pa200049

Manage Photos @ @ 'Ii:—'

Add Photos

o

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

Add Photos

Photo Data
Fill outthe description and then click next to drag and drop image(s).
Maximumwidth: 00 pixel (suitable for on-screen viewing) -
Description: | EETF =N [Mormal

= > = A —
|§_ M

PR —

& - E M|

Birds of Sanibel, Florida

A=

1=

3. Enter a description of the photos and click Next.

B I|T©-

4. 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

95.

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

empty birds folder.
Photo Gallery
» tOp » animals » birds (3)

|_subcategories o »@ photos

no subfolder exists.

i =l
-
‘%;‘:'_ f
e . !
SR ~d] ‘
Besdh . |
dscn3512 lscn350

Manage Photos Ej @ 'I—?

Add Photos

o

Setting Up a Company Calendar

dscn3573

A WebCalendar widget displays events from any number of calendars. For example, the

Engineering home page's calendar widget could display the following:
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Placing a WebCalendar Widget on a Page

e« company events, from the company calendar
e group events, from the Engineering Community Group calendar

o 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 Wad Thu Fri Sat
25 26 27 28 2 30 01 May
Seiftwarg Support CMES Swmmit CMS Summit CMS Summit CHS Summii
Madkating Weakly alrtranet Aeview Madating Weakly
more more
2 3 4 5 B T B
EMS Surmmit EMS Summit CMIS Swnmit CMES Swmmit EMS Surmmsit Markabing Weakly
Markating Weakly  Suppon Enginser Training Enginesr Produc
Mo maore mare
9 10 " 12 13 14 15
Marogling Weakly  Suppen Al Hands Megting Markgtang Waakly
Sailtwars wlriranet Faview Enginesr Product
morg Mg .
16 i7 18 19 . g 22
Madating Wesldy  Suppor alrtranet Raview MAmrateng Wy
Soiftware Fafrgenior Clean: Enginear Produc
mang marg

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 107
e Adding Calendar Events on next 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

« Departments > Engineering > Activity Stream

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 92.

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 107.

3. Add events to the calendars as described in Adding Calendar Events on next page.
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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] »

3 Jearch
I I I tl u l Ie t Wl /> Login - Microsoft Int =0 x| :
Site oll
m CMS400 Logout
6 Logout = @ Cancel
ome : News and Events : Company Calendar
7 Company Mews

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

Nf

c. The Edit Appointment screen appears.

Edit Appointment

{ Event Recurrence Taxonamy Metadata

Title:

Location:

Description:

b B BE9 - P,|Paragraph5t~,rhv|3 I|% | ® -

d-==== 4 & =+ 5@ 8 506 49

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
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Adding Calendar Events

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 ] 6 [

(=]
w
=
=]

Training Day
Training Day
Descripion; Basic Site Administration including information architecture and virtual folder recommendations CMS

Lacation: Training Center
more

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.

4y today - 10/25/2009 - 10/31/2009
Sun, 25 Maon, 26 Tue, 27 Wed, 28
all day All day event
BEITI
gam One 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 |[F]|10:00 AM C)
End time (10/7/2009 |[F]|11:00 AM C)

7D

b. For start and end dates, click the calendar button (l“&) 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.
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i |@[10:00AM | &

? (=

Hour Minutes

AM PM 00 05 10

2 3 15 20 25

4 |53 6 30 35 40

8 9 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.

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 Recurrence Taxonomy Metadata

Recurrence

O Daily
& Weekly
() Monthly

O Yearly

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

[ Saturday
() No end date (® End after |3 OCCUrrences
OEnd by | [C}

[ Save H Cancel

c. Check the Weekly option.
d. Nextto Recur every, enter 1 to have the events recur weekly.
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Changing the Calendars that Appear on a

e. Check the Wednesday checkbox.
f. Enter 5 to end after this many occurrences.
g. Click Save.

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 |10/1/2009

[+] All day
[ Save Cancel

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

4y today - Oct, 2009 Day Week ' Month

Sun Mon Tue Wed Thu Fri Sat

27 28 29 30 01 Oct 2 3
Training Day

4 5 6 T 8 9 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 elntranet provides three WebCalendar types (listed below). All types can appear in
the WebCalendar widget.
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e System - shows events that affect your entire organization.

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

S Engineering
+ Members Cy today™ May, 2010 03
v Documants Sun Mon Tue Wed Thu Fri
25 26 2T 28 29 30
+ Blog
O Calendar
2 3 4 ] & 7
9 10 11 12 13 14

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

Application Administrator

16 17 18 19 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,
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
68

3. Navigate to News & Events > Company Calendar.
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Adding a System Calendar

4. Click the WebCalendar widget's Edit button ().

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

Editing Widget

Selected Calendars Folder Usar Group
Source 1D Marna Event Color
System-163 glntranetCalendar AutoSelect | ™ =]

[Gima] e

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.

1 Punlish

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

" Rioot
= Content
T = Company
= Announcemenis
= Building Maps

CEQ Blog

) ConferenceRoom Calendar

Custorn Messages

& eintranetCalendar

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

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.
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Adding a User Calendar

Editing Widget
Selected Calendars Folder Lsear Group
Department
I Search Groups I
Avatar Group Name
1 B
x_’,l Ay 1 |
(- - 1= i

= . =B
¥ A &

Cancel | Sawe I

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

6. Click =2 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.

Selecled Calendars Folder LUser STOup

| Add MycCalendar_|

Search Users

Ayatar Mame Last Mame Ernail

Cancel | Save I

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

s first name
= last name
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= USername

= 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 Liser SMOup

Add My Calendar |

Marketing
Search Users
Fyatar Mame Last Name Email

| 2
Cancel Sml

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.
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Viewing Community Groups

Community Groups (4)

Create Group | My Groups | Group Requests | Group Invitations (1

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
Members 1
Tags:
1 Travel Tales( Public) Founded: 3/5/2010
)

' i - 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 117.

Creating a Community Group

To create a Community Group, follow these steps.
1. Go to My Intranet > My Profile.
2. Click the Groups tab.
3. Click the Create Group button.

Application Administrator - | am setling up our intranet

+ Application Administrator
¢ View Tags 2 Create Group

v Calendar

Wy Groups
My Groups 3 IRES M
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Field Description

Properties Tab

Group Name

The name of the group.

Administrator

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

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 123.

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.
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.

Allow member to
manage
photo/workspace
folders

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 126.

Group MessageBoard

Check this box if you want to this groups message board to be
moderated. For more information, see Moderating a Group Mes-

Moderati
oderation sage Board on page 122.
From this screen, you can either create a new tag or select from a
Erone Tags default list of community group tags. For more information, see

"Assigning Tags to a Community Group" in the Ektron
CMS400.Net Reference Manual.
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Creating a Restricted Group

Field Description

The categories tab lists all of the categories associated with the

Category List

Creating a Restricted Group

community group.

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.

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.

Collateral
MHews
Reports

Collapse Al

Application
Administrator

w4578

Quality Assurance News

Upcoming Quality Assurance Events

For information about joining or inviting colleagues to a group, see Adding Members to a
Restricted Group on page 123.

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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Create Group @
Ji—l
o | categry

Group Name: | o ality Assurance Staff
Membership: O Open @ Restricted
Features: [V|Create Group Calendar
V] Create Group Forum
Image: QA_lcon.png & Upload E

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 (E). 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 68

2. Open the widget menu (&) and drag and drop the el _
CommunityGroupMembers widget onto the page.

3. Click Edit (8). The Editing dialog box appears.

Group 1D

7

Header: Members

[ Save | | Cancel |
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Touring Group Spaces

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

Intranet
= =1
Bmibers {01

Givmpp hotrily

o B E

4 Comeramt

ktron
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Section Description

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

Group Activity 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

L name 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.

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.
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Group Documents

= Titl F .
umenary i [y ] = ‘

= Title H 12 Q)
SnibEnes in BCTIVITH

WebCalendar ei_ContentBlock| |ei PhotoOfThel ActivityStream TwitterFeed

TwitterFeed et

‘{......,............,....--l""-'

i Activity Stream

&
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.

Workspace ]

8 | Activity stream datasheet 4

Sd
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: 1.5/03/2010 16:40:03

/= Activity Streams 4

=
EKTROM Since its founding in 1998 Ekiron has been committed to providing affordable web content management and authoring

solutions. Ektron CMS400 NET empowers non-technical business users by providing an intuitive user interface for managing
their Wehb site's content and messaging. Ektron has a complete set of social ne

Modified: 15/03/2010 16:40:04

2| eintranet Functional Specs |

0
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 Mew... -

i Content
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For more information on adding assets using different browsers, see Adding Assets to the
Intranet on page 95.

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 95

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.

Home : My Intranet : Groups © Marketing Group

) today - Mar, 2010
Sun Maon Tue Wed
28 01 Mar 2 3
- 7 8 9 10
g= Edit Group
Tags: Marketing
Type: Public Membership
Founded: 3152010
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 102

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
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Group Blog

functionality of normal discussion boards, including comment moderation.

Discussion Board

Discussion Group Board » Discussion Group Forum » Q4 Marketing ldeas

1= & & |_ADDPOST |

Q4 Marketing Ideas

L Posted: Monday, March 15, 2010 4:40 PM EDIT ] DELE‘IE‘I'DFit]
Application
Posts: 1 Please share and discuss your ideas for marketing materials and projects for Q4.
Backto 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
Blog B & supscribe
Marketing Projects s March 2010 2
= Edit Delete Permanent link Sun  Men Tue Wed Thu Fri 3Sat
Mew marketing projects that we need to create: 1 2 3 4 5 g
* Brochure for User Conference T 8 g 10 M 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 PM

Leave a comment

Homepage

A Ve
htp:// geetlee
Comment Subjects |

Marketing Proj
Mew Team Me
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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.

albums washington dc (2) @
| _Jsubcategories @photos @

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 140.)

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.

D Marketing
& Manage... v
L=< Edit Motifications
4 '.|l=‘|:"|=.-
SR Ineite Colleagues

 Docu

4. The Edit Group Profile dialog appears.
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Adding Members to a Restricted Group

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 eIntranet 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.

IHHIVUUTITU

Management
© Management

Activity Messages Groug

& Manage...
2] Edit Motifications
b Mem| & Leave Group
:- Edit Group

¥ JOCLI
o Inwvite Colleagues

=10 & 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.
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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.

My Intranet wiglcome, Marketing! Vou have 0 unread messages Wy Profile
——
Haome : My Intranet @ Users : My Profile
Marksting Associats Marketing Associate - \Working on a new wiebsite desian
0 Yiew Tags Create
3 My Groups
My Groups Groups | Have Requested To Join, Approval Pending raups | Have Been Invited To Joir
[+] =

Colleagues

Blog (.
Dashboard \
Documents

Favarites Management

Photos 1282008 2 members

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).
3. Inthe top left corner, click Join Group.

Home : My Intranet © Groups @ Management
D tanagement @ 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
= CMS400.Net Workarea > Workarea > Settings > Community Management

> View Community Group screen > View Community Group Members
Screen > Pending tab.

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




Enabling a Group Calendar and Forum
CMS

) Settings
_| Commerce

= = Community Management

| Mofifications

—| Tags [ selectall
o e
Messages e TED)

Enabling a Group Calendar and Forum

By default, all Community Groups delivered with Ektron eIntranet have a calendar and a
forum.

D Engineering

& Manage... -

b Membars
¢ Documents

» Blog

+ Dashboard

 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.
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)

Features:

. ropertie |. Tags Category
Group Mame: |
Administrator: |
Membership & Opan T Restricted

Create Group Calendar

Create Group Forum

Iimiage :

Location |

L] S S 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.

Home : iy Intranet . Groups © Endineering

Engineering

Memhbers

0 Documents

= by Documents
™ Policies and

Blog

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.

Enc

A FRT ==

o Add Folder

@

Edit Folder
Delete Folder

3. Click Manage > Edit Group.
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Editing My Profile

S
i 1

D Marketing

4. On the Properties tab, check the Allow member to manage photo/workspace
folders box.

Editing My Profile

The My Profile page (shown in My Intranet > My Profile on page 57) 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
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Field Description

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.

User Lan-
guage

Select from available languages.

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.

Avatar

Click on "Click to upload your Avatar" and choose an image file that you want to asso-
ciate with your profile.

Profile Links

128

This field is automatically determined by your profile.
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Edit Profile

*E-Mail Address:
*Display Name:
User Language:
Address:
Latitude:
Longitude:

Avatar:

(%)
General ‘ Forum ” Tags " Custom “ Activities
*First Name: Application
*Last Name: Administrator
*Password: TSI ITITTY]
*Confirm Pwd: TSI ITITTY]

Click to upload vour avatar

admin@example com
Application

English (U.5.) -
03063

lelntranet/uploadedimages/thun

Profile Linlks:

| Save | | Reset |

‘elntranetUsers/Applicaton/

Forum

The following table and figure describe the information you can set.

Field Description

Content and
Forum Editor

Choose eWebEdit400 or eWebEditPro.

Topics per Page

Select the number of topics you want to display on a page. If the number of avail-
able 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.

Forum Signature

Click Edit to enter or modify an automatic signature that appears at the bottom of
each post you make to a forum topic.

Getting Started with Ektron elntranet

129
Document Rev. 1.2 (Feb. 2012)




General Forum Tags " Custom “ Activities

Content and Forum Editor: eVWebhEditd00
Topics per Page: 80 -
Forum Signature: Edit

Save

Tags
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
searching. For example, you can add the tag EAC (Employee Activity Committee), and

Tags tag content that is related to the EAC, so that people can search for the content using the
EAC tag.
(%
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.
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Edit Profile

Field Description

Check the Moderate box to give this user privileges on a message board to approve
Moderate and 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

Feat
eatures features 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
Department
that you have created.
Extension Enter the user's telephone extension.
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
Desk office identifies such things. This can be valuable in locating an employee on an office
map.
Reports {o: 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.
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General " Forum ” Tags Custom 1[ Activities |
i Eoard
Moderate: :assage et .
(Uzer's approve comments on their Message Board)
Features Create User Calendar
Private :
Fublic -
Profile:
*#Title: Adrinistrator
Department: Managerment A

Extension: #4678
*Phone: 555-555-3437
Cell: 555-555-7934
Desk: #37

Eeports to: CEOQ
*Time
Zone:

| Reset |

(GMT-05:00) Eastern Time (US & Canada) -

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

M
SMS Message 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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Calendar

(%)
-
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 102.

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 112.

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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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
12/8/2008 3 members | | 5/268/2010 1 member
Tags Tags
Marketing I Department,
CQuality_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 o
£=)
F N

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 127 for information about
setting up your profile.

You can do the following in the Blog area:

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.

Creating Your Own Blog

To create a blog, follow these steps:
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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.

Click Publish (l=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. * .1

=)

0 unread messages

Title:  The Administrator's First Ellog [English (L.8.)]
m Summary Metadata Alias Schedule Comment
[ @9~ T @ [za¥l=
| R Apply Style - ParagraphStyle | B 7 U | x* x

SIS EEEEE=EEE
[E - =8 =5 o ah = ¥ @ 4

Desktop | Content | Library Settings

Reports

Templates

-

Setting up elntranet for our company was very easy. The Getting Started

Help

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!
4 I 2
€& Local intranet | Protected Mode: Off ¥4 v H100% ~
The following figure shows the published blog on the page.
Application Administrator
Blog B = Subscribe
Add Past Sun  Mon Tue Wed Thu Fri 8131
The Administrator's First Blog
= 2 3 4 5 6 T 8
I3 Edit Delete Permanent link q M0 1 12 13 14 15
Setting up elntranet for our company was very easy. The Getting Started 16 17 18 19 20 21 39
information led me through the steps to create and modify depatment pages,
and add company content for our employees to access. | am excited about 23 4 »n 2627|278 29
setting up user groups and launching our new intranet site! 30 AN
Posted by Application at 5/27/2010 9:06 AM Comments (0 Bloara
oeser
May 2010
LI Lo
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Dashboard

Dashboard

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

i | (= [
N ——— - i
N ) ) H |
BATOME MLEB Brightcce L I

BaseBallEzpniIl BrightcoveVideo Calculator

YouTubeVideo Widget

£ Weather for 03063 &

Ektron CMS400.NET: Want to do mor...
=

Conditions for Nashua, NH at 2:51 pm EDT d
Current Conditions:
Partly Cloudy, 74 F
Forecast:
Thu - Mastly Cloudy. High: 72 Low: 51
Fri - sunny. High: 75 Low: 52

b Full Farecast at Yahoo! Weather

(provided by The Weather Channel)

To change the contents of a widget, click Edit (\-).
To dismiss the widget from the Dashboard, click Close ().

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 ([=l) 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.
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Intranet = ______a
| Departmerts My Irtranet f

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.

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.
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Photos

D Favorites
y| My Favaorites
Wark

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 95.

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.

Intranet o St Vi Wekams Guiss e Q

Caolleagues Grougs Achy

w My Intranet Welcoms, Application! You have 0 unread messages My Profile

Application Administrator

Application Administrator

* Play

D Fhotos
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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 - elntranet Release

What are you working on? Share
Puhlic Messages Private Messages Colleagues Activity Ity Activity Contact Information
Uzer Approve
’h CEOQ Have you seen that new movie about Alisns? _0'_0

e

o B = o ) r
Application Are you ready for & coffee hreak? GG
=,

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.

Application Ad

O Application Administrator
Public Messages

User App

[=

[
2

» Calendar . )
b Groups ﬁ";

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.
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Setting Up Permissions for the elntranet

Freddie Writer - clntranst Release

What are you working on? = Share
FPublic Messages Private Messades Colleagues Activity Iy Activity Contact Information
ger Approve
’h CEO Harve you zeen that new movie about Lliens?

aka
iy

W

Application Are you ready for & coffee break?

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 Reference.

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)

= 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. l =HECE X
eck:,rm S 0 unread messages
Version: 8.01 SP1 - » Desktop Content Library | Settings | Reports Help

® View User Groups
&) Settings i-}i =©
Community Management
Configuration User Group Marme Group 1D Mumber of Users All
Roles 53 Administrators 1 4 =
Business Rules
Import XLIFF Files &3 Content Approvers 31 3 =
User Groups &3 Engineering Department T4 0 =
Users &3 Engineering Department Managers Ta 1] =
&1 Everyone 2 g E
&3 HumanResources Department TE 1] =
&3 HumanResources Department Managers TT 0 =
&3 Marketing Departrment T8 a =
&3 Marketing Department Managers T4 0 =
&3 Quality Assurance Department 84 1] =
&3 Guality Assurance Department Managers 35 0 E=
&3 Sales Department 20 0 =i
&3 Sales Department Managers 81 0 =
&3 Training Department gz 0 &
&3 Training Department Managers 83 0 =
& Local intranet | Protected Mode: Off fa v HI00% ~
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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 (:1). The permissions screen shows that the Everyone group can do
everything except overwrite the library.

-
& s e MR e e e e I =
E'T\AS 0 unread messages

Version: 8.01 SP1,

B (S04 Libyary Settings Reports Help

@ View Contents of Folder "Root"

. AlTypes Status  Date Modified Last Editar

B Content
B[ Company
Announcements

{2) Hep | £2] HTRIL Content 491 A S[25I2010 1:48:36AM  Administrator, Application
EJ Tl Formisurvey

Officg Documents

[ Manjiged Files

Building Maps
H nuttiedia

! CEO Blog

! ConferenceRoom Calendar E Lang fage
Custom Messages 7 Menu

I elntranetCalendar | Colle(fon

Forms =) Archly 3 Content

' Forums @
Locations
Management Messages

News -

< n 3

» Taxonomies

»+ Collections

» Menus

Done €& Local intranet | Protected Mode: Off g v ®100% -
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Setting Up Permissions for the elntranet

& CMS400 Workarea for admin - Microsoft Intemet Explorer provided by Ektron, Inc.

R E)

CMs

Version: 8.01 SP1(Build

3 ConferenceRoom Calendar
~| Custom Messages

3 elntranetCalendar

| = Forms
—i Forums
Locations

Management Messages

News
< n

® View Properties for the folder "Root™

Desktop | Content | Library Seftings Reporis Help

0 unread messages

Office Documents:

» Taxonomies

English {U.S.} M ©
= & Folders Taxonomy Templates Flagging Metadata Web Alerts Smart Forms.
== Content
B[ Company D o
~1 Announcements 3
Name: Root

= Building Maps

— Description

—+ CEO Blog

Style Sheet:  selntranetsfcss/editorstyles.css

Publish in native format

»+ Collections
» Menus < 1 3
Done €& Local intranet | Protected Mode: Off g v ®100% -
- = —

& CM5400 Workarea for admin - Microsoft Internet Explorer provided by Ektron, Inc.

=ET—

CMS

Version: 8.01 SP1{Build

= & Folders
| Content
= [ Pages

= Company

=1T=

Departments

Engineering

~il HumanResources

@ View Permissions for Folder "Root"”

Desktop e 1] Library Settings Reports Help

0 unread messages

User or
Group Mame

&) Everyone

[T] The content in this folder is private and can only be viewed by authorized users and members.

User Type:

CMS users -

Read Edit Add Delete Restore Library

Add

Add

Add

Read

Images  Files  Hyperlinks

only

v & &

4

only
4

4

4

4

Overwrite
Library

= Marketing

Sales

Training

~| Employee Resources
| My Intranet

=] Mews and Events

— Setup

» Taxonomies

»+ Collections

» Menus

H100% -

€ Local intranet | Protected Mode: OFf A

=

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 m Advanced User Type:  CMS users -
IN == content
I =) 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
- . . E Only Read Images  Files  Hyperlinks Library
5 Engineering Calendar only
Engineering Collateral
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—J Engineering News Department
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~ HumanResources Department
~ Marketing tAanagers
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"

e Folders T @eTE®
B &) Folders

Standard E User Type:  CMS users -
== Content

=) 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
E &3 Engineering Department L4

9 Engineering Calendar
= Engineering Collateral 52 Engineering Department ianagers L4 4 "4 ¥ 4 s
~| Engineering News &3 Everyone L
~| Engineering Reports

B

—.| HumanResources

=]

Marketing

=]

Quality Assurance

B

Sales

< 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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Setting Up Permissions for Creating Content

Permission Description

¥ 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.
et the user view the contents of the CMS400.NET library.
Library Read Only 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

“ Let the user add hyperlinks to HTML content.
Do not let the user add hyperlinks to HTML content.

Overwrite Library

¥ Let the user overwrite images and files in the library.
Do not let the user overwrite images and files in the library.

“Let 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

Edit Folders “ Let the user modify folder properties in the CMS400.NET.
Do not let the user modify folder properties in the CMS400.NET.

W 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 eIntranet 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.

/8 CMS400 Workarea for admin - Microsoft Intemet Explorer provided by Ekron, e D (e o e
&m., S 0 unread messages
Version: 8.01 SP1(Builo iy Desktop Content Library Ri2if(El Reports Help

@ View Usersin Group "Administrators”
@) Settings & = - B Al - @
Community Management G
Configuration Ugemame  Lastname Firstname 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 S25/201012:49:43 P || l

User Groups & Manager  Manager Departtment  App Default SMTI2010 9:12:22 &M =

Users

.; Writer Wiiter Freddie App Default S25/201012:02:59 PM 4
€& Local intranet | Protected Mode: Off fa v H10% -
— — —

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 (B) 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.
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.

9. Uncheck all options except Read Only (standard tab) and Traverse Folder (Advanced
tab), then click Save (E]).
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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
Reference 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 (/:1) and uncheck Allow this object to inherit permissions.
Click Back (7).

Click View Approvals (3!»2). The approval chain appears in the lower section of the
screen.

bk

6. 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 144.

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.

2. Click View > Properties.

3. Click View Approvals (3!»). (Be sure to choose a folder that has more than one
approver.)

Click Reorder Items (¥ ). An Approval Order screen appears.

5. 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
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Viewing IT Requests

approver, 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 (E) 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.

0 unread messages

Desktop Qewijiily Library Settings Reports Help

English (U5} «
Approval Method: Do Mot Force All Approvers
= &) Folders b ' i
== Content User ar Group Mame | ] Approval Order
B [ Company & Everyone 2 1
—|  Announcements & admin i 5
—| Building Maps & ceo
! CEO Blog
4 1L}

» Taxonomies

» Collections

» Menus

€ Local intranet | Protected Mode: Off Fa 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

T Forums
Locations
Management Messages
Mews
Mewsletters

Photo Gallery

4 1

@ view Forms "Reguest IT Help™

EE R NEiE o E 8

Desktop WSJICIHY Library Settings Reports Help

English (U.5.) -

-select language- - b‘=

0 unread messages

» Taxonomies

» Collections

» Menus

[ 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

A ov ®100% -

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
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Using the SmartDesktop to Manage Your elntranet

f |
’_é CMS400 Workarea for admin - Microsoft Internet Explorer provided by Ektron, Inc, | o | S
oo 0 unread messages
Version: 8.01 SP1{Build Desktop [&JICI1§ Library Settings Reports Help
@ view Forms Report "Request IT Help”
) 3 -
& & Folders Startbate: | mane] EE
2 Content End Date: | [hgng] =] B
| == Company
Report Display:
(| = Announcements 1 Play:  Table with Totale -
I I Building Maps Select Legacy Report:  Request IT Help (ver.10) -
I ' CED Blog dly Get Report
7 ConferenceRoom Calendar
| E Request IT Help
| ~ Custom Messages
= Drelete
| 1 elntranetCalendar { B ! 10 Submitted By Date Submitted Mame  Fhone ermail Subject Urgel
fl
| B A [l 18 Administator, BM1/2010  Alice 555 atremont@ourcompany.comn £
| = Employee HandBook Application  11:56:24 AM  Tremont 1122 add
: = IT Help memary
| = Forums fomy
| Taptop
| | Locations
: T I [l 17 Administrator, BA1/2010  John 555 Jdoe@ourcompany.com ’
I —J News Application 114956 AM  Doe 1212 Please
| ~| Mewsletters install
the
| Photo Galle
| o & - Tatest
o < 1 2 software
| - for the
» Taxonomies X
| project.
: »+ Collections
| Trtal a2
» Menus 4 n +
IDUHE € Local intranet | Protected Mode: Off fgov M100% -

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.

bmnﬂml

Litwary Semngs Repots  Help

o Costent

Costard Cudimtly Chicked Dut (1) L Comtinl Amcilang Sggrinal |0 "
Yorm A Py rapcoe s founid
R REEE— F orum: Tiopecs and Posts (1) v
i oo H st
AR AdmiSiilatsl ASpRCESON Aborsaay, My 10, 2300
AZ4 AEF  Adminisirator, AppRCIBON | uandgy May 10, 2000
Py rcou s founid
5 birw Prosuel Reiase 505 ANTISHERG ASHIEINS | Tueades Uiy 35, 3010
Conterst Flags {0 w
. - F) [poo reconds tound
onlenk Mpaews (V] L
frae reconds faund

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 state. This occurs when the author is editing the con-
tent or if the browswer is closed without publishing. Use
this to control the amount of space used to store unpub-
lished content.

Content Currently Checked
Out

This list shows content that has been rated and reviewed
by readers. Reviews can be moderated and approved
before they show on the content review associated to con-
tent.

Content Review

Content listed here is awaiting approval before it is pub-
Content Awaiting Approval lished. For more information about Approvals, see Approval
Chains in the Ektron Reference.

This list shows new topics and posts that visitors have
Forum Topics and Posts added into a Discussion Board. For more information about
Discussion Boards and Forums, see the Ektron Reference.

When new customers use eCommerce for the first time
Customers they are listed here. For more information about eCom-
merce, see the Ektron Reference.

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 Ref-
erence.

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 Reference.
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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 157

Shows the activities of users and groups with whom you have con-
D Nf_ﬁ nected using Community Settings within the Community Activities sec-
Q tion of the Web site.

el_Blog Widget on page 160

ol o

Puts a blog on a page.

el_Collection Widget on page

161
N— Shows a collection that is a list of content that you choose from the con-
! -“j tent available in the CMS400.NET.
el_
Community GroupMembers
Widget on page 162
Shows members in a community group. Additionally, if you are the
p' l‘ Group Administrator, you can add, remove or invite others to the group.

el _ContentBlock Widget on

page 163 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 165

Shows a list of groups. You can filter groups by selecting a taxonomy.
For example, you can show the groups associated with a department.

el_Header Widget on page
166

Heading

Shows a header style with optional text.

el_ListSummary Widget on
page 167

= Title

= Title

Shows a list of content from a folder (and optionally its subfolders) on
your Web page.

el_Map Widget on page 169

Displays a map on your Web page.

el_MicroMessaging Widget
on page 170

Shows your status and activities similar to other micro-blogging serv-
ices.
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Name Description

el_News Widget on page 171

Views Displays alist of content ranked by most viewed, popularity ratings,
Rating .
Recant publish date (most recent).

el _PhotoOfTheDay Widget
on page 173

(] Shows an image file on your Web page.

el_RecentBlogPosts Widget
on page 175

[ ' Shows the latest blog posts or content ina CMS400.NET folder.

el_Search Widget on page
177

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

178
Shows the site map, which is created from the Folder Breadcrumb set-
r tings in the Workarea. There are no properties to set in the Sitemap
eee widget.
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el_ActivityStream Widget

Name Description

el_TagCloud Widget on page

178
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
o] 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.

el_UpcomingEvents Widget
on page 178

Shows a list of scheduled calendar events.

el_WebSearch Widget on
page 180

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
a = Community Settings within the Community Activities section of the Web site,
similar to the following figure.
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Activity Stream

-. T
&- :i Freddie updated content, :Ll

olication added new content,

W Application updated content, [T

Application updated content, [T

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
ObjectiD this user is watching; not only his activities.

Finding the ObjectID for a User on the facing pageFinding the ObjectID for a
Useron 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

Max more than this number of activities is available, arrows appear at the bottom of
Results . . L o

the display, 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 MHame: 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

® ®

Group Mame Members 10 Memhbership Descrip
Engineering 0 @ Cpen Forthe b
HF: 1 4 Dpen

| Love to Travel 4 2 Open Far ever
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el_Blog Widget

Puts a blog on a page, and looks similar to the following figure:

~y

CEO Blog

B Fait Delte Permanentin 1.2 3|4 5 6
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 14 15 16 17 18 19 20
provide a scalable and flexible deployment solution that can still take
advantage of everything our company has to offer. By coupling a Web site 21 22 23 24 25 26 27

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

Blogs are created in folders within the Ektron CMS400.NET Workarea.
To change the properties, click Edit (EY).

Properties Tab

Property  Value

Enter the ID number of the blog . If you do not know the ID, use the Folder tab to navigate

BlogID to the blog to find the Blog ID number.

Enter the path and name of the CSS file that defines the "skin" you wish to use for the

Path
CSS Pa blog. Provide the path starting at the site root. For example: "widgets/ei_Blog/Blogs.css".

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.

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.
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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.

Check to see more content titles with forward and backward buttons, when
Enable Paging 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 q B8 Add Quick Reference

Enter the ID of the taxonomy that is assigned to the new content when Add

SelTaxonomyID Items is chosen.
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Property Value

Check to show content in this widget location when the site visitor selects
DisplaySelectedContent  the content link from the collection. This overrides the quick link normally
associated 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
Header this 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
m‘ 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.
» Click Invitations to see the list of people who have been invited to join this group.
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el_ContentBlock Widget

= 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.

Enter any text string to show a colored bar with text above the widget. If you leave this
blank, 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)

Header
Text

el_ContentBlock Widget

Shows any content on your web page that you want from your CMS400.NET
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
) i 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

= =
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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164

Field Description

Choose Content, Form, or Multimedia and then click View Results on the bot-

Filtered by: tom 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
View Result see a summary of the content. You can filter the content as described in the pre-

vious 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- Check to include a Star Rating bar next to the content title. Ratings by visitors
tent indicate how they feel about the content. (Highly rated content attracts more
Review readers.)
Show Con-  Check to show the title text. This parameter is superceded if the Header Text
tent Title has a 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
Text will show.
Read Enter the string for the Read More hyperlink set in the next property. For exam-
More Text ple: "Read More..."
Read . . .
More Enter the hyperlink used for the Read More Text set in the previous property.
. n f)' = "
Hyperlink For example: "Content.aspx?id=168".
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el_GroupSpaces Widget

Property Value

Enter any text to pass content id numbers to this widget. When you set this to
"id", 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.

Dynamic
Parameter

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.
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.

el_GroupSpaces Widget

-y Shows a list of groups. You can filter groups by selecting a taxonomy. For
- example, you can show the groups associated with a department, similar to
the ones shown in the following figure.

#|_GIoIpSpaces
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Marketing Group Spaces

A, 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 (EY).

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

Heading Shows a header style with optional text similar to the following example.
=—| | I
T Header

lHnenminn Fuonte
The style used by the header uses the following tag in the elntranet web site.
<h3 class="headerContent”>
To change the properties, click Edit (EY).

Properties

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




el_ListSummary Widget

Property

Header Text Enter the text that you want to show in the header.

el_ListSummary Widget

u Title . . .
amemary Shows a list of content from a folder (and optionally its subfolders) on your
® Title Web page similar to the following figure.
gl_LIztSammary
-— mple Content Bloc |
Sample Content Block Summary
Re e Bo q
Return the Books!
C er Conference Announc {

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
client to join the roster, XYZ Corp, came in late this afternoon at $567,233.00!

Cloud Computing 4
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] [MNext] [Last]

To change the properties, click Edit (EY).

Properties Tab

Property Value

Enter the ID of the folder that contains the items appearing in the list. Set the Recursive

Folder ID

older property to include subfolders under this folder.
Enable Check to show header text above the el_ListSummary widget. If no text is entered into
Header the Header property, the folder name shows.
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Property Value

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
FolderlD property.

Enable
Paging

Check to show links to page forward or backward through the content list. The amount of
content 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 bot-
tom 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.

Include
Icons

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).

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.

168
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el _Map Widget

Property Value

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.

:Ed_;::: Cluick Reference

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 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 exam-
ple: "Content.aspx?id=168".

el_Map Widget

Sl

Displays a map on your Web page that looks similar to the following figure.
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To change the properties, click Edit (E4).

Properties Tab

Property Value

Folder ID

Enter the ID number of the folder that contains the content to show on the map. Note: The
content must have Map Metadata (Address etc.) before it shows on the map.

Enable
Header

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 property box to show this text.

To select a folder or content, do the following:

1. Click the Folder tab.

Ll N

Click Save.

Navigate to the folder you want and click it.

If the View Results panel is showing, click the content you want.

el_MicroMessaging Widget
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el _News 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

tion: Welcome to Ektron!

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

el date (most recent), and looks similar to the following figure.

Highest Rated | | Most Recent | | Most Viewed
S5z e Content  2/8/2010 10:47:37 AM
Ektron Sample Content
NCMMadeSimple-Final 2/8/2010 10:47:37 AM
Sample Content Block  2/8/2010 10:47:37 AM
Sample Content Block Summary

el
i
=
=]
[

Properties Tab
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Property Value

Folder ID

Enter the ID of the folder that contains the items to appear in the list summary. Set the
Recursive 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
content 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 bot-
tom 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.

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).
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el_PhotoOfTheDay 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.

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.

:Ed.-;::: Cluick 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 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".

el_PhotoOfTheDay Widget

0

e I_PhotolifThe Day

Shows an image file on your Web page similar to the following figure.
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Photo of the Day

Timothy Shumaker joins the team

5010 —':_'._: sallen L‘,:{F

FICiure |=£{Emal Fhnoto
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
Header blank, no text or colored bar shows appears.

Text Header text is placed inside an <h3> tag and adopts the same styles as the columniin
which it is placed. (Optional)

If desired, enter the URL of a page that displays if a site visitor clicks the Photo of the

Hyperlink Day. 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
Caption Enter text to show as a caption under the Photo of the Day. If this is blank and Enable

Caption 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:
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el _RecentBlogPosts Widget

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 Dirop Extension.

el_RecentBlogPosts Widget

P' 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 b

To change the properties, click Edit (EX).

Properties Tab
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Property Values

Enter text to show a colored bar with text above the content block. If you leave this
blank, no text or colored bar will show above the content block. Text for the header is

Headi
eading placed inside an <h3> tag and adopts the same styles as the columnin whichiit is
placed. (Optional)
Enter menu text. For example: if you enter "Add New Post" it appears in the edit menu
as shown.
Add Text W (2 Add New Pos f
lal |
te{ =l Properties
|_|.1L| 2w Page A
Folder ID Enter the folder ID that contains the content or blog posts.
Ena- Check to show links to page forward or backward through the content list. The amount
blePaging of content 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 for-
Page ward/backward buttons do not show.

Direction Choose Ascending (A-Z; first-last) or Descending (Z-A; last-first).

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 exam-
HyperLink ple: "Content.aspx?id=168".
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el _Search Widget

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

EW mEeSUITS

Note: You cannot use the Search widget while the page is being edited.
To change the properties, click Edit (E4).

Properties Tab

Property Value

Select the type of content to display in the results.

e Only HTML (Content and Forms) - Content placed inside the Workarea content
folders but it does not include documents from the Document Management System
(DMS).

Search
¢ Only Multimedia - Content with extensions such as .flv, .mp3, .jpg, and so on.

Type
¢ 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.

o 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.
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el_SiteMap Widget

Shows the site map, which is created from the Folder Breadcrumb settings in
.% the Workarea. There are no properties to set in the SiteMap widget. A site map
looks similar to the following figure.

el_TagCloud Widget

Shows the tags used on content, groups, and users and displays their size

&u-" 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
m 112"2-;5715"1 arketing Motorcycles Sales Tf'a\z’8|

Group Tag Cloud

Department cugreeing 1 mansgemen: MArketing rscreation saes rave

Content Tag Cloud

announcment map MArKeting new_member Trave

el_UpcomingEvents Widget

i Shows a list of scheduled calendar events, similar to the following figure.
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el_UpcomingEvents Widget

Upcoming Events

Software Engineering Staff

322 AM - 1245 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

Property  Values

Folder ID

Enter the folder ID that contains the events you want to show in the list.

Enable
Header

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 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
Paging

Check to show links to page forward or backward through the content list. The amount of
content shown in each page is set by the Items Per Page property.

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.

Read
More Link
text

Enter the string for the Read More Hyperlink set in the next property. For example: "Read
More..."

Read
More
HyperLink

Folder Tab

Enter the hyperlink used for the Read More Link Text property. For example:
"Events.aspx"

Use the Folder Tab to browse the content folders to set the Folder ID property.

Getting Started with Ektron elntranet

179
Document Rev. 1.2 (Feb. 2012)




180

To select a folder or content, do the following:

1. 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

H W

‘ similar to the following figure.

- 1 pageBuilder page.

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 v
HTML
Documents
Images
Multimedia
Forums

Tags

Pages

4. Click Search.
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Search Colleagues

Search Colleagues

Search Site Search Colleagues Search Groups Search Activity

Users

Display Mame 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.

EDisEIaE Mame HEvS

First Name
Last Name
Tags

Email

User Properties
Category

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|ayName V| | Marketing
Select = saw New
|Category V| - ewe
[J:2s Blog
% Add Filter [Jcoll
Search
b Filter by Category
Avatar Name Last Name | Information Status

Email: admin@example.com

Tags:
Application | Administrator | Mo user tags to display

User Location: 'é-g

Email: Writer@example.com

. Tags: =3
Content Writ
nEr rter Marketing calleacue
Writing
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Search Groups

Search Site Search Colleagues Search Groups Search Activity

Groups

Group Name V| |

4 Add Filter

Search

P Fitter by Category

1. Select the type of group information you want to search for from the drop down list, as
shown.

EGrqu MName Fw

Description
Group Tags
Category

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

1. Enter the term that can be found in Activity Stream messages.
2. Click Search.
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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

1-866-4-
Worldwide Headquarters EKTRON
542 Amherst Street (Route 101A)
Nashua, NH 03063 USA 603 -594-
0249
1-603-594-
SUPPORT 0249 x7002
Canada
675 Cochrane Drive East Tower, 6th Floor 22?;530_
Markham, Ontario L3R 0B8
United Kingdom
Sienna Court, +44 (0)
The Broadway,
. 1628 509
Maidenhead 040
SL6 1NJ
UK
Australia
Level 3
61 York Street ;26; 22 9248
Sydney NSW 2000
Australia
Singapore
81 Anson Rd. +61 29248
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 elntranet 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.

Getting Started with Ektron elntranet

185
Document Rev. 1.2 (Feb. 2012)



http://synergy.ektron.com/
http://dev.ektron.com/
http://www.ektron.com/services/
http://www.ektron.com/services/
http://www.ektron.com/services/
http://www.ektron.com/ektron_store.aspx?id=6580
http://www.ektron.com/ektron_store.aspx?id=6580
http://www.ektron.com/ektron_store.aspx?id=6580
http://www.ektron.com/services.aspx?id=6352
http://www.ektron.com/services.aspx?id=6352

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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U

upcoming events widget
adding event
changing calendar
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69
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