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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.

Ektron elntranet

Intranet Version 8.01 Rev 1.4 (September 2010)






ektron

Table of Contents

PrefaCe . i
Getting Started with Ektronelntranet ..................................... 1
Touringthe Home Page. ... ... 4
Touring the Default Department Pages. ... ... ... 7
Departments > ENGINEEring. . . . ... L 7
Departments > Marketing ... ... o o . 10
Departments > Human Resources. ... ... . ... ... 13
Departments > Sales. ... ... 16
Departments > Training ... ... 19
Touring the Default Employee Resources Pages. ... . ... ................. 22
Employee Resources > Welcome Guide. ... ... . ... 22
Employee Resources > Book a Conference Room. ... ... .......... 25
Employee Resources > Request ITHelp. ... .. ... 26
Employee Resources > Forums. ... ... 29
Employee Resources > Employee Handbook....................................... 31
Employee Resources > Newsletters. ... . ... 33
Employee Resources > Office Locations. ... ... . ... 35
Employee Resources > BuildingMaps. ... ... .. 37
Employee Resources > Site Map. ... .. ...l 38
Touring the Default News & Events Pages. . ... ... oo 41
News & Events > Company News_ ... ... 41
News & Events > Messages from Management. . .................................. 43
News & Events > Announcements. ... .. ... ... ... 44
News & Events > CEO's BIOQ . . . ... 46
News & Events > Company Calendar. ... .. ... .. ... 48
News & Events > Photo Gallery. . ... .. . L 50
Touring My Intranet Pages. . ... . 52
My Intranet > My Profile. .. ... . 52
My Intranet > Activity Timeline ... . o .. 55
My Intranet > DireCtOry. . . ... . 57
My Intranet > Search. . ... 59
My Intranet > Tag Cloud. ... ... 60
Modifyingthe elntranet ... .. 63
Editing the Default Home Page. ... ... ... 64
Changingthe Logo Image. .. ... .. .. ... 64
Displaying Upcoming Events. .. ... .. 65
Changing the Photo of the Day. .. ... .. 67
Replacing the Photo with One from the Ektron elntranet ..___.._.............._.. 67
Replacing the Photo with One from Your Computer..___._......_................ 68
Customizing the Activity Stream. ... ... 70
Displaying User Activity in the Activity Stream. ... ... 71
Displaying Group Activity in an Activity Stream. ... 72
Adding Links to the Quick Reference Collection Widget. ........................... 74
Changing the Contents of the Phone Book. ... ... . ... ... ... .......... 75
Adding Entries tothe CEQO's Blog . ... ... ... 78
Creating and Displaying Announcements. . ... ... ... 80
Displaying News Items. . il 83

o, | t t Ektron elntranet i
% €intrane Version 8.01 Rev 1.4 (September 2010)



Modifying the Twitter Feed. ... ... 86

Removing the Help Widget. .. ... 89
Modifying Department Pages. . . . . ... 90
Modifying an Existing Department Page. ... ... .. ... 90
Creating a New Department Landing Page. ... ... .. ... ... 90
Deleting a Department from the elntranet Site ... ... ... 92
Creating Contentinthe elntranet. ... . ... 94
AddingaNew Page. . ... 94
Setting Navigationto YourNew Page. ... ... ... ... 97
Adding Assets tothe Intranet. .. ... 97
Adding Assets with Microsoft Internet Explorer. ... ... ... 98
Adding Assets with Google Chrome. ... ... 98
Adding Assets with Mozilla FireFox_ ... ... 99
Adding Assets with Microsoft Internet Explorer and Microsoft Office............ 99
Adding Photos tothe Gallery. ... ... . 100
Organizing Photos with Subcategories. . ... .. ... o ... 100
Adding Photos to a Subcategory Folder. . ... ... 101
SettingUpa Company Calendar. ... . 104
Placing a WebCalendar WidgetonaPage. .................. ... 105
Adding Calendar Events. ... ... 106
Changing the Calendars that Appear on a WebCalendar Widget.................. 110
Accessing the Default WebCalendar Widget's Edit Screen....................... 111
Addinga System Calendar. .. ... . 112
Adding a Community Group Calendar. ... ... .. 113
AddingaUserCalendar. . . . ... L 114
Creating Community GroUPS. . . . . . ...l 117
Viewing Community Groups. . . . ... ... L 117
Creatinga Community Group. ... ..., 117
Creatinga Restricted Group.... . . ... 119
Touring GroUP SPACES. . ... .o oo 122
Group Members & ACtiVity. ... ... . 122
Group Dashboard. . . ... 124
Group DOCUMENTS. . . . L 124
Group Calendar. . . . ... 126
Group DiscussionBoard. .. . . ... . 126
GroUP BlOg . . . . 127
Group PhoOtOS. . . . . . 128
Moderating a Group Message Board. . ... .. ... ... 128
Adding Members to a Restricted Group. ... ..., 129
InvitingUsers to Joina Group. .. ... ... 129
Joining a Restricted Group. ... ... . 131
Enabling a Group Calendarand Forum. ... .. . . ... 132
Managing Group Photos. . . . ... L 133
Editing My Profile. . ... 135
Edit Profile. . . 135
Calendar . .. 140
GrOUPS. . - - - oo 141
ColleagQUES. . . . . . L 141
BlOG - - 142
Creating Your OWn Blog . ... ..o oo 143
Dashboard. ... . 144
DOCUMBNES. 145

Ektron eIntranet
Version 8.01 Rev 1.4 (September 2010)



ektron

FaVONteS. . . . 146
PROtOS. L 147
Moderating a Personal Message Board. . .......... ... ... 148
Setting Up Permissions fortheelntranet. ... ... .. ... ... 150
Setting Up Permissions for Creating Content. ... ... ... ..................... 154
Setting Up Permissions for a Group of Administrators............................ 155
Setting Up Permissions for Department Pages.................................... 156
Setting Up Permissions for a Group of Read-Only Users......................... 157
SettingUpan Approval Chain. . .. ... L 157
Adding a Person or Group to a Folder's Approval Chain........................... 158
Selectinga Sequence of Approvals. ... ... L 158
Viewing T ReqUESTES. . ... L 160
Using the SmartDesktop to Manage Yourelntranet. ........... ... .. ............ 162
Customizing the SmartDesktop. . . ... . 163
UsingWidgets. ... 165
el_ActivityStream Widget ... .. 169
el _Blog Widget ... 172
el_Collection Widget ...l 174
el_CommunityGroupMembers Widget. ... ... ... 176
el_ContentBlock Widget ... ... ... 178
el_GroupSpaces Widget ... ... ... 181
el_Header Widget ... .. 182
el_ListSummary Widget ... ... 183
el _Map Widget ... 186
el_MicroMessaging Widget. ... ... ... 188
el _News Widget ... . 189
el_PhotoOfTheDay Widget .. ... ... 192
el_RecentBlogPosts Widget ... ... ... ... 195
el_Search Widget ... ... ... 197
el_SiteMap Widget . ... ... 199
el_TagCloud Widget ... ... .. 200
el_UpcomingEvents Widget ... .. 201
el_WebSearch Widget . ... ... 203
SearCh St .. 203
Search Colleagues. . ... .. 204
Search GrOUPS. . . . ..o 205
Search Activity. . ... 205
Getting SuppoOrt ... 207
Locations and Phone Numbers. . ... ... .. 207
KON, COM. L 208
SYNEIY. il 208
Local USErGroUPS. . . . ... 208
The Dev Center (dev.ektron.com). ... ... .. 208
Professional ServiCes. . ... ... oo L 208
Best Practice ServiCes. . . . ... L 209
Implementation ... . 209
HOSHING. . .. 209
TrainINg ... 209
INAEX o Index-1

et Ektron elntranet
% elntranet Version 8.01 Rev 1.4 (September 2010)






Chapter 1

Getting Started with Ektron

elntranet

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

What do you get with Ektron elntranet?

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

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.

Department Ektron elntranet comes preloaded with department landing pages.

Landing Pages You can add, change, or delete departments to match your organ-

ization.

Employee Resources

Give your people one area to find forms, policies, office and building
maps, newsletters, and social networking forums. Ektron elntranet
lets you customize your human resources area to fit your company's
needs.

News and Events

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.

My Intranet

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

Ektron eIntranet
Version 8.01 Rev 1.4 (September 2010)
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elntranet
Area

Description

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

“ Social media functionality for users and groups.

“  Secure login credentials through your current network
Additional features authorization with Active Directory and LDAP, or
through your own list of users.

“ Group privacy and distribution functions.

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

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

What can Ektron elntranet do?

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

The Ektron elntranet lets you post the following:

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

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

“ The CEOQ's blog keeps a direct line of communication with all employ-
ees.

“ 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 widg-
ets 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

Ektron elntranet
Version 8.01 Rev 1.4 (September 2010)
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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 elIntranet 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 (‘&).

E Celesee ot For complete information about Ektron's CMS400.NET,
Ny e toei see the Ektron CMS400.NET Reference Manual.

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

Ektron elntranet
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Touring the Home Page
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The default Ektron eIntranet home page contains information and features that
employees need daily. The following figure shows the default home page with

each page section outlined for easier identification. A widget

icon further

identifies the type of widget used to create the content on the page.
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The following table describes each of the blocks in the figure.
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Block & Widget Used

Site Navigation Tools
(upper right)

Function

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

Site Navigation Menus
(upper left)

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

el_ContentBlock

Launches the eIntranet online help: Getting Started with Ektron eIn-
tranet.

Upcoming Events

Bl_U'pcomingEvent

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 201. See also Displaying
Upcoming Events on page 65.

Quick Reference

el_Callectlon

Create links to important or often-used content that you want
accessible to all people from the home page using the el_Collection
widget . For information about its properties, see el_Collection Widget
on page 174. see also Adding Links to the Quick Reference Collection
Widget on page 74.

Phone Book

4

el_ContentBlock

Display important phone numbers you want accessible to everyone
from the home page using the el_ContentBlock widget. For infor-
mation about its properties, see el_ContentBlock Widget on page
178. See also Changing the Contents of the Phone Book on page 75.

Intranet

Ektron elntranet
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Block & Widget Used
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Function

Photo of the Day

£ _Photo T he D ay

Add a photo to the Photo Of The Day to highlight a story or event, or
recognize outstanding contributions from your work force, using the
el_PhotoOfTheDay widget. You can add a caption, print, or email the
photo. For information about its properties, see el_PhotoOfTheDay
Widget on page 192. See also Changing the Photo of the Day on
page 67.

From the CEO's Blog

I_ReceniBlogPos

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 195. See also
Adding Entries to the CEO's Blog on page 78.

News

u Title
Summary
af montents

w Title =,
Sumi §
ot *

el_LlztSammary

Display news items that affect your organization using the el_
ListSummary widget. In this case, the items are News type content
with the newest entry at the top. You can choose to automatically
scroll the content. For information about its properties, see el_
ListSummary Widget on page 183. See also Displaying News ltems
on page 83.

Announcements

= Title
Sumimary
af ontents

w Title =,
Swmi
ok *

el_LlztSammary

Display announcements to your organization using the el_
ListSummary widget. In this case, the items are text entry type with the
newest announcements at the top. You can choose to automatically
scroll the content. For information about its properties, seeel_
ListSummary Widget on page 183. see also Creating and Displaying
Announcements on page 80.

Activity Stream

Display the activity of people and groups in your Ektron elntranet with
whom you have connected using the el_ActivityStream widget . You
can choose the types of information you want to see from your
colleagues and groups, such as blogs, comments, micro-messaging
status, and so on. For information about its properties, see e/
ActivityStream Widget on page 169. See also Customizing the Activity
Stream on page 70.

Ektron elntranet

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.

Version 8.01 Rev 1.4 (September 2010)
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Touring the Default Department Pages

The Ektron elntranet comes with the following default department pages.

% Departments > Engineering below
Departments > Marketing on page 10
Departments > Human Resources on page 13
Departments > Sales on page 16

Departments > Training on page 19
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 90.

“ 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 64.

Task Section

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

Add content to News Displaying News Items on page 83

Add events to Upcoming Events Displaying Upcoming Events on page 65
Customize the Activity Stream Customizing the Activity Stream on page 70
Add assets to the Collateral Adding Assets to the Intranet on page 97
Add blog entries to the blog Adding Entries to the CEQ's Blog on page 78

Departments > Engineering

The default Ektron eIntranet 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.

<. Ektron elntranet 2
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The following table describes each area of the page.

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.

Ektron elntranet
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Function

Breadcrumbs help you see where you are on the elntranet
site. The breadcrumb in the figure indicates that it is the Engi-
Breadcrumb bar neering department home page. Breadcrumbs also are navi-
gation links. You can click Home to go to the home page, or
other links on the breadcrumb trail to go to those pages.

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

Quick link navigation block
content.

Members
Displays the members of the Engineering 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
aboutits properties, see el _CommunityGroupMembers
Widget on page 176.

Engineering News
Displays news items that affect the Engineering department

wTitle using the el_ListSummary widget to show a list of content. For
e information about its properties, see el_ListSummary Widget
gl on page 183. In this case, the type of content is News with the

=l newest entry at the top. You can choose to automatically scroll
el_ListSummary the content.

Upcoming Engineering

Events
Communicates important dates and events to members of the

Engineering department using the el_UpcomingEvents widget
to show a list of scheduled calendar events. For information
aboutits properties, see el_UpcomingEvents Widget on page
201.

Displays the activity of people and groups with whom you have
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
el_ActivityStream on page 169.

Engineering Collateral

Views Displays a list of content using the ei_News widget. For
Rating information about its properties, see el_News Widget on page
Recent 189. The newest and highest rated content is at the top.

al_MNews

<. Ektron elntranet 9
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From the Engineering Blog

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

el_Blag

Departments > Marketing

The default Ektron eIntranet 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.

Ektron elntranet
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Fage 1of 1

More Activity
Collateral Rack

| Highest Rated | | Most Recent || Most Viewed

a

= PageBuilder 202572010 12:14:28 PM
EKTROM Since its founding in 1558 Ektron has been
committed to providing affordable web content
management and authoring solutions. Ektron
CME400.MET empowsrs non-technical business users
by providing an intuitive user interface for managing
their Web zites content and messaging. Ektron hasz 2
complete ==t of socisl net

s Activity Streams 2252010 12:13:07 PM
EKTROM Since its founding in 1558 Ektron has been
committed to providing affordable web content
managemeant and suthoring solutions. Ektron
CMS400.NET empowers non-technical business users
by providing an intuitive user interface for managing
their Web sites content and messaging. Ektron has 2
complete s=t of social net

M Why Intranets Fail  2725/2010 12:16:45 PM
WhitePaperWhy intranets fail (and why they
dont have to)WWhite P a per2 Why intransts fail
{and why they dont have to} As the Intemnet evalves,
users become maore and more sav vy sbout what they
want from the sxperiznce. Mow, Web sites ars
updated daily when they used to change monthly,
and socizl networkin

Read Mors

From the Marketing Blog

Errail Marketing and Purchase Bshavior 4/13/2010 2:38:05
AN

The concept you should know is called the “purchaze
decision process” . It's 3 simple concept, understand
enough sbout your prospects buying behavior to map out

the process they go through when making 3 purchase. For

example, whers do your

Raad Mors e

The following table describes each area of the page.

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 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.

<o elntranet
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Breadcrumb bar

Function

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

Quick link navigation block

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

Marketing Group Members

Displays the members of the Marketing department. This
content block uses the el_CommunityGroupMembers widget
to show members in a community group. Administrators can
add, remove, and invite others to the group. For information
about its properties, see el _CommunityGroupMembers
Widget on page 176.

Marketing News

s Title
SUImEmary
af conbents

= Title
Summary
conb=nks in

el_LlstSummary

Displays news items that affect the Marketing department
using the el_ListSummary widget to show a list of content. For
information about its properties, see el_ListSummary Widget
on page 183. 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 Marketing
Events

Communicates important dates and events to members of the
Marketing department using the el_UpcomingEvents widget
to show a list of scheduled calendar events. For information
about its properties, see el_UpcomingEvents Widget on page
201.

Displays the activity of people and groups with whom you have
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 169.

Collateral Rack

Views
Rating
Recent

al_Mews

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

Ektron elntranet

Version 8.01 Rev 1.4 (September 2010)
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Block Function

From the Marketing Blog

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

el_Blag

Departments > Human Resources

The default Ektron eIntranet 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.

Ektron elntranet
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LT

Departrents

Empl

o elntranet

My Intramet

Home : Departments : HumanResources © Home

| Collateral Rack
45 Activity Stream
4 Calendar

g Group Spaces
@ News.

(N Blog

| Collateral
| Hews

Collapze A1l

| Blog
| Ewents

L]
¥ Flu Shots

Members

Mampers (1)
Members | Pending Members(D) | Invitstions
Remove

HumanResources News

Application
Administrator
x48TE

SIZE/2010 1:08:41 AM

The company is offering free flu shots to all employess
this coming Fridsy. You do not need to be on the
company's heslth insurance plan to get the shaot. The flu
clinic will be from Sam to Jpm in the

¥ Salary Hikes  S/25/2010 1:08:13 AM
Sslany hikes to sll Ektron employess!

¥ Health Insurance Overview  S25/2010 1:02:28 AM
There will be 3 thres sessions sbout our new heslth
insurance plan next Tussday.

Read Morak

thd HR Prospectives
LR 11:00 PM - 12:00 AM

HR Prospectives
11:00 PM - 12:00 AM

t| HR Prospectives
gl 11:00 PM - 12:00 AM

HR Monthty Mtg.
2:20 PM - 10:30 FM

[

H4FH

Department Wizsrd Site Map Welcome Guide Workarea

|Saar3l'... |q
s [catesguss || Growe [ Ad

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

Logout

Szarch this s2ction. . Search

Betivity Stream

More Activity
HumanResources Collateral

Highest Rated | [ Most Recent | | Most Viewed
[

From the F Blog

[-]
HR Welcomes Mew Employess 5252010 1:13:57 AM
‘Welcoming new Eltron employess

Read Mora b

The following table describes each area of the page.

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 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.

14 Ektron elntranet
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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
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 block

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

Members

2

Bl_CommunityGra

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_CommunityGroupMembers Widget on
page 176.

HumanResources News

= Title
Summany
af contents

= Title
Summany
combEnks in

al_LlstSummary

Displays news items that affect the HR department using the
el_ListSummary widget to show a list of content. For
information about its properties, see el_ListSummary Widget
on page 183. In this case, the type of contentis News with the
newest entry at the top. You can choose to automatically scroll
the content.

Upcoming
HumanResources Events

Bl_UWpcomingEvent

Communicates important dates and events to members of the
HR department using the el_UpcomingEvents widget to show
a list of scheduled calendar events. For information about its
properties, see el_UpcomingEvents Widget on page 201.

Activity Stream

el_ActivityStream

Displays the activity of people and groups with whom you have
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 169.

Wy

<o elntranet
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HumanResources
Collateral

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

Views
Rating

Recent

2l_Mews

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 eIntranet 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.

Ektron elntranet
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Department Wizsrd Site Map Welcome Guide Workares
=,

% elntranet =S a

st | Colesges || Groups || Ay |

Departmerits Empl cas M its My Intranet Welcome, Application! “ou have 0 unresd messages My Profile

Logout

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

| Collateral Rack
o gy Msmmizers (1)
> Activity Stream Members | Pending Members(D) | Invitstions Maore Activity
5| Calendar R ;
lemove Sales Collateral

g Group Spaces ., Application
& News AR cominisustor [ Highest Rated | [ Most Recent | | Most Viewed
= Bieg x45TE [

| Collateral Cellapre Al Bales Mews the

| Hews e W BI25020

| Reports » Rick Pearson closes XYZ Corp.  S/25/2010 2:32:28 AM My Sales Elog 1022527 Al

Rick Pearson closes XYZ Corp., the second largest deal MY 53le5 Blog My sales Blog My sales Blog My sales Blog

in company history Totsl desl: 325, 000! Congratulations
Rick!
Raad Morak

¥ Mew Szles Powerpoint 572502010 2:25:57 AM

A new powsrpoint for your sales demos is now availsble

to downlosd. Pleass use this new presentation whan

talking with clients. |f you have any questions, contsct

Don Timmens.

Read Mora »

MNew England Demo
1:30 AM - 3:00 AM
{] Southeast Demo
Gl 10:30 PM - 12:30 AM

Midwest Demo
1:30 AM - 3:30 AM
{| Midwest Demo
CO 1:30 AM - 2:20 AM

West Demo
3:30 AM - 5:00 AM

H4brH
Pmelzlolsﬂ

Rsad Mors ¢

The following table describes each area of the page.

Function

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

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)

<. Ektron elntranet 17
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Breadcrumb bar

Function

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

Quick link navigation block

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

Members

Displays the members of the Sales 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_CommunityGroupMembers Widget on page
176.

Sales News

= Title
STy
af conbanis

= Title
SuImETIATY
conteEnts in

el_ListSummary

Display news items that affect the Sales department using the
el_ListSummary widget to show a list of content. For information
aboutits properties, see el_ListSummary Widget on page 183.
In this case, the type of content is News with the newest entry at
the top. You can choose to automatically scroll the content.

Upcoming Sales Events

Communicate important dates and events to members of the
Sales department using the el_UpcomingEvents widget to show
a list of scheduled calendar events. For information about its
properties, see el_UpcomingEvents Widget on page 201.

Displays the activity of people and groups with whom you have
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 infor-
mation about its properties, see el_ActivityStream Widget on
page 169.

Sales Collateral

Views
Rating
Recent

2l_Maws

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

Ektron elntranet

Version 8.01 Rev 1.4 (September 2010)
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Block Function

From the Sales Blog

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

Departments > Training

The default Ektron 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.

Department Wizard Site Map Welcome Guide Workares

-~

. elntranet = B

s | coteagues || Grows || Acomy |

Departrnents Emplo Rz h varts My Intranet Welcome, Application! “ou have 0 unresd messages My Profile
Logout
Home : Departments : Training : Home Search
Membe Betivity Stream
¢ Collstersl Rack =
2 e Maminers (1)
'F_ b1 Members | Pending Members(D) | Invitations Maore Activity
= Calendar Remove Traini
[ ‘raining Collateral
g Group Spaces £ Application
& Neus o Administrator Highest Rated | | Most Recent || Most Viewed
¥ Bleg X4ETE I
| Collzteral Collapse Al Training News From the Training Blog
| Hews & -]
Blog Admin Training 525/2010 2:59:25 AM
. Events Upcoming Training Events Admin Trainingd@ Trafalgar Square, Mashua @ 2AM,
. == Sunday. Lunch provided
Training Week 1
g 5:00 PM - 5:00 AM
Read Mora e

Al Training Wesk 2
pE 5:00 PM - 5:00 AM

Training Wesk 3
g 5:00 PM - 5:00 AM

Rzad Mors ¥

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

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

Ektron eIntranet 19
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Site Navigation Menus
(upper left)

Function

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

Quick link navigation block

Connects you to important or often-used content.

Members

Displays the members of the Training 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 _CommunityGroupMembers
Widget on page 176.

Training News

= Title
Summary
af contenks

= Title
SumImary
contenks in

el_LlstSummary

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 183. 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

Bl_UpcomingEvent

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
its properties, see el_UpcomingEvents Widget on page 201.

Activity Stream

al_ActivityStream

Displays the activity of people and groups with whom you have
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 infor-
mation about its properties, see el_ActivityStream Widget on
page 169.

Ektron elntranet
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Block Function

Training Collateral

Views Displays a list of content using the ei_News widget. For
Rating information about its properties, see el_News Widget on page
Recent 189. The newest and highest rated content is at the top.

2l_MNews

From the Training Blog

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

<. Ektron elntranet 21
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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 25
Employee Resources > Request IT Help on page 26
Employee Resources > Forums on page 29
Employee Resources > Employee Handbook on page 31
Employee Resources > Newsletters on page 33
Employee Resources > Office Locations on page 35
Employee Resources > Building Maps on page 37
Employee Resources > Site Map on page 38

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.

Ektron elntranet
Version 8.01 Rev 1.4 (September 2010)

ktron



ektron

Departrment Wizard Site Map  Welcome Guide  Workarea
-,

%o elntranet == E

se= e | Gmas | A |

Departmerits Ernp ) = My Intramet Welcome, Application! “You have 0 unread messages My Frofile
Logout
Home : Employes Resowrces : Welcome Guide
[ Welcome Guide & Welcome Guide
=] Book A Conference Room . .
@ Request IT Help by: Departmeent Manager on Mon, Feb 8, 2010 B 200 momes B eman (G oo
% Forums Entering/Leaving the building
' Eoluyech Exudik Flesse use the key card provided to you on your first day to enter the building. |f you are the last to leave for the day,
@ Mewslettars please remember to st the alsmm. |f you lose your key card, contact the HR administrator for a new one.
[El Office Locations
Buikding Maps Benefits
o Site Map Empioyees may sign up for medical and dental benefits through the HR department.
Holidays
The company is closed on the following holidays:
= Mew Years Day
» Mamorisl Day
= Independence Day
« Labor Day
= Thanksgiving
« Christmas Day
W5 0 COMMEMNTS
3 ADD COMMENT

The following table describes each area of the page.

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 depart-
(upper right) ment 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.
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

<. Ektron elntranet 23
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This box of links connects you to important or often-used

Quick link navigation block
content.

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 (Q) to activate your changes.

User: admin | You have

Desktop Library Settings Reports Help

Edit Content in Folder "Welcome Guide”

PEREER x|®

Title:  Welcome Guide [English (U.3.)]

Wil summary | Metadata | Ales | Schedule  Comment | Templotes . Category

b5 BB A9 - T e @ @l
.Applystyle v ParagraphStyle = | B 7 O A | x % | = :
E-==td>vaaaaE8C]

HEnteri ng/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 rememberto setthe alarm. If you lose your key card, contact the HR administrator for a new one.

Benefits

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

Holidays
The company is closed on the following holidays:

Mew Year's Day
Memaorial Day
Independence Day
Labor Day
Thanksgiving
Christmas Day

e‘i Local intranet | Protected Mode: Off

Ektron elntranet
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Employee Resources > Book a Conference
Room

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

B Setting Up a Company Calendar on page 104

" Changing the Calendars that Appear on a WebCalendar Widget on
page 110

" Adding Calendar Events on page 106
" Placing a WebCalendar Widget on a Page on page 105

Cepartment Wizsrd Site Map Welcome Guide Workares
.“‘
L e arc]
*: elntranet s Q
£ | Coleagues | Crows || Aoty |

Departmernts Emplayes Resources My Intranet ‘Welcome, Application!  “ou have 0 unresd messages My Frofile

Logout
Home : Employes Resowrces : Conference Room

[ Welcome Guide Conference Room Calendar

#| Book A Conference Room

& Request IT Help
% Forums Sun Man Tue Wed Thu Fri Sat
B Employ=e Handbook N 31 0L Jun 2 3 4 5
& Newsletters Makesing Waekiy rtrane: Reew Mketing ‘Wedkty
|El Office Locations :
Building Maps i g :
=, Site Map
6 T 1 9 10 11 12
Markating Wk rrranes Ry Harasing 'Voasky
Saims Traming i R
13 14 15 16 17 18 19
Marketing 'Weekly i A Harkesing Weeskly
Saies Tramng e A
0 il el 3 4 25 26
Markating Wk i R Harasing 'Voasky
Saims Traming i R
27 28 23 Ei] 01 bl 2 3
Marketing 'Weekly rrrane Review Harkesing Weeskly
Saies Training i A

The following table describes each area of the page.

S Ektron elntranet 25
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Block Function

Site Navigation Tools
(upper right)

ektron

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

Site Navigation Menus

Use Site Navigation menus to go to Department pages,
Employee Resources, News and Events, and your personal

(upper left) 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 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.

Quick link navigation block

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

Conference Room Calendar

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
182.

Calendar

Placing the WebCalendar widget on a page gives you
automatic 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.

Ektron elntranet
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Department Wizsrd Site Map Welcome Guide Workares

*o elntranet == a

Home : Employee Resources : Request IT Help

] Welcome Guide

& Book A Conference Room
& Request IT Help

2 Forums

B Employee Handbook

@ Newsletters

[il Office Locations

Building Maps

AT, Site Map

osm | Coleagues | Grogs | AWy |
erts My Intranet Welcome, Application! “fou have 0 unread messages My Profile
Logout
o Request [T Help
by: Application Administrator on Wed, Apr 7, 2010 @ cootomomes 5 eman S oo

If your issue is extremely urgent, call 5355 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.

Phone: | |

Email: [ |

‘Bubject:

What is the urgency of this issus?
7 Urgent (I cannot proceed with my work until this is resolved)

7 Important {| can still proceed with my work, but this issue is slowing my productivity)
71 Not Urgent (This issue is bothersome, but | can still proceed with my weork normally)

Submit Request

5 0 COMMENTS

23 ADD COMMENT

The following table describes each area of the page.

Site Navigation Tools
(upper right)

Function

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

Ektron elntranet
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Block Function

Use Site Navigation menus to go to Department pages,

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

I
(i) 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 Request IT Help page in the Employee Resources area.

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

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

Quick link navigation 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 CMS400.NET Reference Manual for detailed information.

Ektron elntranet
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'QCMSMIIEdrt ontent icrosoft Ir rnet Explorer provided by Ektron, Inc.

WOO User: admin | You have -
nef Desktop Library Settings Reports Help

Edit Content in Folder "IT Help™
BEEx®

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

[l Postbackmessage  Metadata  Alls Schedule  Comment Templtes  Catogory

| 2 BHRERI-C-ViRLSEEEO-
.Applystyle > ParagraphStyle [ B 7 U A& | x* X [i= = *'= *=|§ =
A-== 4 d=¢Eagsa0EE)-E FoR9 SR E M

=|f 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.

‘Whatis the urgency of this issue?

@ Urgent (I cannot proceed with my work until this is resolved)
(@ Important {| 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)

& Submit Request

LIS

e{i Local intranet | Protected Mode: Off i

For information about viewing IT requests that have been submitted, see
Viewing IT Requests on page 160.

Employee Resources > Forums

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

Home : Employes Resowrces : Forums

] Welcoms Guide

& Book A Conference Room
& Reguest IT Help

5 Forums

' Employes Handbook

@ Newsletters

|El Office Locations

(8] Buikding Maps

= Site Map

Department Wizsrd Site Map Welcome Guide Workarea

“o elntranet == 3

sme | Colesgues || Grows || Aoy |

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

Logout

Forums
@ 6 ool )
Forum Topics Posts Last Post
| Information

7 %) Announcements 3 3 Thursday, December 17, 2009 2:07 AM
Post amroirzzmerts for other 2mployess By Anamymaus: D)

0 ) Classifi=ds 3 N Thursday, December 17, 2009 2:06 AM
Post classified ads oy Erzacdiz e

Site Navigation Tools
(upper right)

The following table describes each area of the page.

Function

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

Site Navigation 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
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 block

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

Forums

The text "Forums" displays using the el_Header widget. You
can name it anything you want. For information about its prop-
erties, see el_Header Widget on page 182.

Ektron elntranet
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Block Function

Display forums with the following information.

“ Forum name and link to enter the forum.
' Abrief description of the forum purpose.
' The number of topics in the forum.
| |

The number of posts that were entered by forum
members.

' The date of the most recent posting.

The controls above the forum block let you do the following:
Forum Content block
' Getnotified by email when posts are made to top-

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

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

©  Clickon Control Panel to ...

' Clickon 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).

- Ektron eIntranet
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Department Wizsrd Site Map Welcome Guide Workarea

|Saar3l'...

lq

Ske | Coleagues || Gouwps || Aduiy |

Departments Emplo arts My Intranet Welcome, Application! “ou have D unresd messages My Profile
Logout
Home : Employes Resources | Employee Handbook
[E] Welcome Guide o Employee HandBook
& Book A Conference Room i
& Reguest IT Help by: Application Administrator on Wed, Jun 2, 2010 @ oo mornes 5 emen & oo
5 Forums E Employes HandBook 4
' Employee Handbook elntranst 2.0 Functionsl Spec 1 elntranst 2.0 Functional Spec & WirsframessIntranst 2.0 Functionsl Spec I English
@ Mewslatters Spanizh Departments Employ=e Resources My Intranet Mews & Events Search Welcome, Heather! My Prole O new
il Office Locations messages Logout Site Collegues Groups Stock Ticker Site Map Welcome Guide Visitors: 100 Views: 10
[ Buikding Maps
77 Site Map
-
-

The following table describes each area of the page.

Site Navigation Tools
(upper right)

Function

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

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

Employee Handbook

The text "Employee Handbook" displays using the el_Header
widget. You can name it anything you want. For information
aboutits properties, see el_Header Widget on page 182.

32 Ektron elntranet
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Block Function

Display documents using the el_ListSummary widget. For infor-
mation about its properties, seeel_ListSummary Widget on
page 183.

“ Displays the owner of the document (Application
Administrator, in the figure).

“  Lets you add the document to your favorites by
Content block click the green plus sign.

“ Lets you emailalink to the document to a col-
league.

“ Letsyou send the documentto a printer.

“  Lets youadd acomment 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:

Login as administrator.

Click Workarea.

Click the Content tab.

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

5. Click ' New> DMS Document to add a file to the Employee Hand-
book folder. (You can also create HTML content from scratch.) A new
content screen appears.

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

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

8. Click Publish (Q). 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.

AN

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.
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Home : EmployesResources | Newsletters

] Welcoms Guide

& Book A Conference Room
& Reguest IT Help

0 Forums

B Employee Handbook

@ Newsletters

il Office Locations

Building Maps

17 Site Map

Mewsletters

Title

Department Wizsrd Site Map Welcome Guide Workarea

Search... Q
ke | Colkeagues | Growms | Aoy |

arits My Irtranst ‘Welcome, Application!  “You have 0 unresd messages My Frofile
Logout
Search this section. .. Seanch
[E4 Email
Rating Total Views Last Edited &
- W 4 ] 482010 9:11:56 AM

Q January Newsletter

Happy Mew Year Looking shead, we will be
fiocusing on a number of projects, particularhy
with new product deployments and
implementations.  Mr. XYZ Public Relations
Manager HR Human Resources continues
to provide for employess With

g.ﬁ::Assat QA:: Content & Add Page

Average 2.5 out of §

The following table describes each area of the page.

Site Navigation Tools
(upper right)

Function

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

Site Navigation 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 Ekiron 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.

Quick link navigation block

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

Newsletters

The text "Newsletters" displays using the el_Header widget.
You can name it anything you want. For information about its
properties, see el _Header Widget on page 182.

Collection block

34 Ektron elntranet

Display newsletters 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 174.
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For information about adding an asset, see Adding Assets to the Intranet on
page 97.

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.

Department Wizsrd Site Map Welcome Guide Workares
LT
LY

“ €eIntranet e «

She | Collesgues || Grows || Acmy |

Departrnerts Emplo ces M = My Intranet ‘Welcome, Application! “fou have 0 unresd me

Home : Employes Resources | Office Locations

. Office Locations

%] Bock A Conference Room
& Reguest IT Help |Wrara 2.9. Boston MA or Zip || Saarch | Diisplay On Map

% Forums Search || Find What || Directions | [ Hide zoom control
. Employee Handbook
@ Newsletters

&| Office Locations
Buiding Maps

a7 Site Map

20 30! Road  Aersl

.
™ 0.6
I»\Q'ﬁ—ﬁ}- 3‘)‘;' f 2000 Miorosat: Cornoesg =4 '_’A'.‘.CB-,\\_‘A\-'.'E
= Epani
Results 1 - Z of 2
No. Title Distance  MapDirection
Mashua
1. 542 amherst street 0.0ZMi 5 &

Mashua, NH-03063
Someplace nearby

2, 566 amherst street 0,23 Mi E
Mashua, NH 02062

The following table describes each area of the page.

S Ektron elntranet 35
oqd elntranet Version 8.01 Rev 1.4 (September 2010)



Block Function

ekiron

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.

Site Navigation Menus

Use Site Navigation menus to go to Department pages,
Employee Resources, News and Events, and your personal

(upper left) 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
Office Locations page in the Employee Resources area. Bread-
Breadcrumb bar

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.

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

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

properties, see el_Header Widget on page 182.

Add Content

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

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

1.

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

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

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

Click the Publish button.

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

For information about the ei_Map widget, see eI_Map Widget on page 186.

Ektron elntranet
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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).

Department Wizsrd Site Map Welcome Guide Workares
hh

“o elntranet . :

She | Cobeagues || Groups || Acamy |

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

Departrnents Em

Logout

Home : EmployesResources : BuildingMaps Search this s=ction.... Search
[ Welcome Guide Building Maps EAEmail
%] Bock A Conference Room
@ Request IT Help Title Rating Taotal Views Lz=st Edited &

T Forums
B Employee Handbook | Building Map 0 12/B/2003 3:42:45 AM
@ Newsletters Floor map of the building Average Doutof §

[dl Office Locations
Building Maps
=, Site Map gA:: Azzet QA:: Content & Add Page

The following table describes each area of the page.

Function
Site Navi- Use the Site Navigation tools to search the Intranet site. You also can log out of
gation Tools page edit mode, add a department page, view the site map, go to the Welcome

(upper right) Guide page, and enter the Workarea of the CMS400.NET.

Site Navi-

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

Menus News and Events, and your personal space on My Intranet.

(upper left)
Breadcrumbs help you see where you are on the Ektron elntranet site. The
breadcrumb in the figure indicates that it is the Building Maps page in the

Breadcrumb o .

bar 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
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The text "Building Maps" displays using the el_Header widget. You can name it

zgn:mg anything you want. For information about its properties, see el_Header Widget
P on page 182.
Display links to files containing information about your facilities and make them
Collection available to your employees to help them find their way around. You can sort the
block content by clicking on the column titles and you can give each item a star rating.

For information about its properties, seeel_Collection Widget on page 174.

For information about adding an asset, see Adding Assets to the Intranet on
page 97.

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.

Ektron elntranet
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Department Wizsrd Site Map Welcome Guide Workares
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Departrnerts Empl 5 erts My Intranet Welcome, Application! “ou have 0 unresd messages My Profile

Logout

Home : Employee Resources : SiteMap

] Welcome Guide Site Map

| Book A Conference Room Departments

% Reguest [T Help Marketing

Forums Collatersl

. Employe=e Handbook Fress Releases

@ Newsletters News

|El Office Locations Blog

Buikling Maps Celenear

~ Site Map Engineering
Engineering Blog
Calendar
Mews
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HumanResources
HumanResources Blog
Calendar
MNews
Collateral

Sales
Sales Blog
Calendar
MNews
Callateral

Training
Training Blog
Calendar
Mews
Collateral

Quslity Assurance
Quslity Assurance Blog
Calendar
Mews
Collzstersl

Employes Resources

Office Locations

Forums

Building Maps

Conference Room

NewsLetters

Welcome Guids

Employes Handbook

Reguest [T Help

Mews and Events

Company Mews

Announcements

Meszages From Management

Photo Gallery

CEOQ Blog

Corporate Calendar

My Intranst

Users

The following table describes each area of the page.

Function

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

Site Navigation Tools
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Function

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
Site Map 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.

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

Site Map erties, seeel_ListSummary Widget on page 183el_Header
Widget on page 182.
Placing the Site Map widget on a page automatically

Site Map Linked List generates a linked list of pages from your site. For information

Ektron elntranet

about its properties, see el_SiteMap Widget on page 199.
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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 43
News & Events > Announcements on page 44

News & Events > CEO's Blog on page 46

News & Events > Company Calendar on page 48

News & Events > Photo Gallery on page 50

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.
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Home : News and Events : Company News

Diepartment Wizard Site Map Welcome Guide Waorkares

|S=arch... |q

st | Caeages || Groups | Acoy |

‘Welcome, Application! “You have 0 unresd messages My Profile

Logout
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‘Web content management software, today
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The following table describes each area of the page.

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.

Site Navigation Menus

(upper left) space on My Intranet.

Use Site Navigation menus to go to Department pages,
Employee Resources, News and Events, and your personal

Ektron elntranet
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Function

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

Breadcrumb bar

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

Quick link navigation 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 174.

For information about adding an asset, see Adding Assets to the Intranet on
page 97.

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.

Department Wizsrd Site Map Welcome Guide Workares
e

%o elntranet .. B

sme | Colesgues || Grous || Aoy |

Departrnents Ernj arts My Intranet Welcome, Application! “ou have 0 unread

= My Profile

Logout

Home : News and Events : Messages From Management Search
@ Company News Messages From Management [ Email
i} Messages From Management
" (TR Title Rating Total Views Last Edited &
¥ CEO'= Blog
= Company Calendar @ January Mewslstter - W A 1] 4872010 9:11:586 AM
M Fhoto Gallery Happy Mew Year Looking shead, we will be Average 2.5 out of §

focusing on @ number of projects, particularhy
with new product deployments. and
implementations.  Mr. ¥YZ Public Relations
Manager HR. Human Resources continuss
‘to provide for employess With

Q New Director for Sales ] 12/28/2000 9:54:07 AM
New Director for Sales Average 0 out of §
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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, 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.

Use Site Navigation menus to go to Department pages,

SNSRI Employee Resources, News and Events, and your personal

(e iy 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 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 bread-
crumb trail to go to those pages.

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

Quick link navigation 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 e/_
Collection Widget on page 174.

Messages from Man-
agement collection block

For information about adding an asset, see Adding Assets to the Intranet on
page 97.

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.

Ektron elntranet
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iin company history. Ouwr newest client to join
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& 04 Resuits 1] HE2010 5:24:03 AM
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international markets as well a5 effectivehy
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Announced Average 2.5 out of §

We are very excited to announce the dates
and location of our tenth annual Worldwide
G Caonfi This year's
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through S=ptember 4th in Ektronville. The
WCC jide Ci Confi ) was
developed to provide a cantral location for our
customers to mes

£ celebrate Nationsl Ants and Humanities - W W 0 2472010 8:55:48 AM
Month in October

Celebrate National Arts and Humanities Month
in October

Average Joutof §

gm Ascet {E|Add Content [B)Add Fage

The following table describes each area of the page.

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 depart-
(upper right) ment page, view the site map, go to the Welcome Guide page,
and enter the Workarea of the CMS400.NET.
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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
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

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

Quick link navigation 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 174.

Announcements collection
block

For information about adding an asset, see Adding Assets to the Intranet on
page 97.

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 78.

Ektron elntranet
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Irtramet Welcome, Application! “fou have 0 unread messages My Profile

Logout

Home : News and Events : CEO Blog

L]
@ Company News CEO Blog = Subscribe
i M=czages From Management May 2010
8 ry 2
7 Announcements 4d Post Sun Mom Tue Wed T FM Sat
¥ CEO's Blog e 1
=) Company Calendar 2010 Kickoffl 2 2 4 5 8 T 8
W Photo Gallery I=] Edit Delgte Parmanent link 9 10 11 12 13 14 18
We are currenthy kooking forward to the start of 3 new year with several B 17 18 19 20 2 2
i |
project launches! 23 24 28 8 2T 28 38
I
Blograoll
In 2010, we will be wpdsting several of our preducts with more advanced
technology with an emphasis on social media. We will also focus on Archive

bringing in more business with ssles training and demonstrations. It is
important to identify that the teamwork involving marketing, sak's
enginesrs, s=rvice support and sales reps must spesk 33 ons.

Januany 2010
December 2002

We had 3 great year in 2009, kesp up the grest work!

2010 Kickoff!
Posted by Application at 1/15/2010 12:02 PM Comments {(0)  Clowd Computing

Cloud Computing

= Edit Delete Permanent link

Cloud computing. We keep hearing about it, referring to evenything from
5335 models of software to virtuslzation, and there's no single definition
that applies to 3ll of its uses. At our company, I'm looking at it 35 one
maore way to provide a scalable and flexible deployment solution that can
=till take advantage of evenything our company has to offer. By coupling
a Web site managed by our CMS with cloud computing, you have a very
powerful shernative to traditional hosting models.

By hosting 3 Wb site in 3 cloud environment like XZY, Web site
=scalability is no longsr limited to the server resources you have at your
physical location and control over data stays in the vsar's hands. As
reguirements changs, the clowd can sllow for 23y scaling of capacity.
The elastic nature of cloud computing gives you the advantage of slways
having the right amount of resources. There is 3 built-in failover server
effect that lets you use the server capscity you need for most of the
time, and during periods of spikes in traffic or other activity, your Web
site can “slssticaly” use the additional resources of the clowd, eliminating
any performance isswees. When those high capacity nesds sre no longsr
there, your Web site can go back to using its normal amount of cloud
TESOUIGES.

Posted by Application at 12/8/2009 2:42 AM Comments (I}

The following table describes each area of the page.

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 depart-
(upper right) ment page, view the site map, go to the Welcome Guide page,
and enter the Workarea of the CMS400.NET.

. N Use Site Navigation menus to go to Department pages,
Site Navigation Menus
Employee Resources, News and Events, and your personal
(upper left)
space on My Intranet.
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Breadcrumbs help you see where you are on the Ektron eln-
tranet site. The breadcrumb in the figure indicates that it is the
CEO'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.

Breadcrumb bar

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

Quick link navigation block
content.

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

& Editan existing post. Clicking Edit opens a Work-
area content editor.

o Delete apost.

W Create a permanent link to a specific blog post
CEO Blog that you can access it via the URL in the brow-
ser’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.)

I Subscribe to receive a new blog postin an RSS
feed or sent by email.

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

News & Events > Company Calendar

The default Company Calendar page (shown in the following figure) in the News
& Events area is where you display the schedule of events for the company. To
add an event, double click on a day in the calendar and enter the data in the
editor that appears. Hover over an existing booking to pop up details about the
booking. For more information about calendars, see Setting Up a Company
Calendar on page 104.

Ektron elntranet
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The following table describes each area of the page.

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 depart-
(upper right) ment 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

o Ektron elntranet
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Block Function

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

Quick link navigation block
content.

Placing the WebCalendar widget on a page gives you

Calendar automatic 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.

Drepartmeant Wizard Site Map  Welcoms Guide Workares

<o elntranet = L

ste | cColeagues || Groups || Aoy |

Departrments Emn| ces = My Intramet Welcome, Application! “'ou have 0 unread messages My Profile

Logout
Home : Mews & Events : Photo Gallery

e Photo Gallery
i Meczsages From Management e

5 Announcements -~ .
b’ sul ries
(% CEO's Blog [ Jsubeategories @ | fpphotos
& Company Calendar @ al (o)
# Photo Gallery & = [ & e [ e [

earth training center office location

Manage Phutnsma !

Add Fhotos

<

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.

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

Quick link navigation block

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

The Photo Gallery uses a breadcrumb bar to navigate through

Photo Gallery subcategories 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 (q) to add a category of photographs to the gal-

lery.

Manage Photos

You can perform the following functions:

' Copy photos that you select by checking the box on
the photo. Then go to another folder and paste
them into the other folder by clicking on the clip-

board-with-content icon (ﬁ).

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

T 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 picturesin the album.

Add Photos

Wy

<o elntranet

To add a photo, do the following:

1. Click Add Photos.

2. Depending on your browser, you can upload pho-
tos one at a time or more than one file at a time. For
information about your browser's method, see Adad-
ing Assets to the Intranet on page 97. Your selec-
tions are added to the top of the collection list.

Ektron eIntranet
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Touring My Intranet Pages

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

% My Intranet > My Profile below

My Intranet > Activity Timeline on page 55
My Intranet > Directory on page 57

My Intranet > Search on page 59

My Intranet > Tag Cloud on page 60

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 135.

Ektron elntranet
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The following table describes each area of the page.

Function

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

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)

<. Ektron elntranet 53
L) EIntrq net Version 8.01 Rev 1.4 (September 2010)



T ——

ekiron

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 your
profile 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.

Edit Profile

Your profile is where you set information about you as a member
of the Ektron elntranetcommunity. A tabbed dialog box lets you
define data such as name, contact information, location,
categories to 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 135.

Calendar

The calendar in My Profile is your own personal calendar.

Groups

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.

Colleagues

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

Blog

Create a blog that colleagues can read.

Dashboard

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

Documents

Upload documents that you want to share with everyone, just
your colleagues, selected colleagues, or keep them private.

Favorites

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.

Photos

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

54 Ektron elntranet
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Function

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.

Status Pane & Private Messages - Displays messages only
between you and another colleague.

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

I My Activity - Displays your past activity statuses.
& Contact Information - Displays your contact infor-
mation. To modify this, click on Edit Profile.

Messages from others community users arrive in your message
box instantaneously when the author composes and sendsiitin
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.
Search... Q
My Messages : . . .
Welcome, AbbWl You have 1 unread messages My Profile Logout

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

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.

S Ektron elntranet 55
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The following table describes each area of the page.

Function

Use the Site Navigation tools to search the Ekiron 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.

Ektron elntranet
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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 the
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.

Breadcrumb bar

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

Quick link navigation block
content.

You can do the following on the page:

& Enter your status and click Update Status.
View the 10 most recent status updates.
Activity Timeline Reply to a status.
Delete a status .

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 70.

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.

- Ektron eIntranet
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<, Search .
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Founded: 5/25/2010
Members 1

Engineering Public)
Forthe Engineering Department
Tags: Engineering, Department

Founded: 5/25/2010
Members 1

HumanResources| Public)
Forthe HumanResources Department
Tags: Department, HumanResources

I Love to Travel| Public)
For everyone who loved to travel, share your steries
Tags: Recreation, Travel

Founded: 12/8/200%
Members 4

Founded: 12/8/200%
Members 1

Management| Restricted)

Tags: management

Marketing( Public) Founded: 12/8/200%
Members =

Tags: Marketing

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

Training( Public)
For the Training Department

Founded: 5/25/2010
Members 1

Founded: 5/25/2010
Members 1

Tags: Department, Training

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

Founded: 12/16/2003
Members 1

Eomy GEe Up

The following table shows each area of the page.

Function

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

Site Navigation Tools
(upper right)

Use Site Navigation menus to go to Department pages,

ite Navigation M
SO RIS Employee Resources, News and Events, and your personal

(upper left) space on My Intranet.
Breadcrumbs help you see where you are on the Ekiron eln-
tranet site. The breadcrumb in the figure indicates that it is the
Breadcrumb bar 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.

Ektron elntranet
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Block Function

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

Quick link navigation block
content.

You can do the following on the page:

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

Directory
blogs.

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

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

' Createanew group.

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

I Sortthe list of groups by placing the most active

Group Links atthe top.
' Sortthe 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 203.
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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)

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

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

Quick link navigation block
content.

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

Search

My Intranet > Tag Cloud

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

Cepartment Wizsrd Site Map Welcome Guide Workares
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o elntranet =y a

She | Coleagues | CGrows || Aoy |

Departrents Ernplr = M arts My Intramet Welcome, Application! “You have 0 unresd messages My Profile

Logout

Home : My Intranet : Tag Cloud

& My Profile User Tag Cloud

® Activity Timeli . .
-Dir;:::wlmeme Design  egiesring  management Mal’ke‘tlng Motorcycles TraVeI ertlng
4, Search

% Tag Cloud Group Tag Cloud

Department Engineering HumanResources management Marketing Quslity_Assursnce  Recreation

Ssles Training Trawvel

Content Tag Cloud

Announcements map Marketing Travel
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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 depart-
(upper right) ment 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 itis the
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.

Breadcrumb bar

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

Quick link navigation block
content.

Displays tags in proportion to how many times they are used

Tag Cloud on the Ektron elntranet site.

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

Modifying the elntranet

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

" Editing the Default Home Page on next page

Modifying Department Pages on page 90

Creating Content in the elntranet on page 94

Creating Community Groups on page 117

Editing My Profile on page 135

Setting Up Permissions for the elntranet on page 150

Using the SmartDesktop to Manage Your elntranet on page 162

Ektron eIntranet
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Editing the Default Home Page

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

1.
2.

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.
L |
@] &

_Llenarments

Intrat

4. Choose File > Edit to begin editing the default home page.

Click on PageBuilder Video to see a video about What Do You Want Your Website

to Do?

This section describes the following tasks:

Changing the Logo Image below

Displaying Upcoming Events on the facing page

Changing the Photo of the Day on page 67

Customizing the Activity Stream on page 70

Adding Links to the Quick Reference Collection Widget on page 74
Changing the Contents of the Phone Book on page 75

Adding Entries to the CEQ's Blog on page 78

Creating and Displaying Announcements on page 80

Displaying News Items on page 83

Modifying the Twitter Feed on page 86

Changing the Logo Image

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

Ektron elntranet
Version 8.01 Rev 1.4 (September 2010)
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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 ito1d 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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Property m

Folder ID: h 3
Enable
Header:
Header: .
Upcoming Events (Enahle Header must be
checked. Leave Blank to use the Folder Mame)
Eovmbulin Dorninuias [ =

I Cancel ”Save]

Editing Whdget

""Eb CEQ Blog

El CaonferenceRoom Calendar

m

“& custam Messages
& elntranetCalendar
®0 Forms

"':‘ Farums

: -
H

[ Cancel ”Save]

2. Click on the Folder tab.

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

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

Ektron elntranet
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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 201 for information about
Upcoming Events widget properties.

For information about setting the properties of the widget, see el _
UpcomingEvents Widget on page 201.

Changing the Photo of the Day

The Photo of the Day widget displays a single photo, as shown in the following
figure.

ents mployee Resources BINS 3 B i ranel WYBILUITIE, ADPHCAUUTE  TUU MEVE U UNTEEU MESSEUES MY FIUNE

Photo of the Da
joftware Engineering Staff
%00 PM - 10:00 PM

4ands-0On Training
.00 AM - 12:00 PM
3oftware Engineering Staff
300 PM - 10:00 PM

Application: finished
M project now ready fo

Share b

m Application: requirert
document

Share b

Software Engineering Staff
#:00 PM - 10:00 PM

Yl Hands Meeting
00 AM - 9:00 AM

software Engineering Staff Fage 10f1

3:00 PM - 10:00 PM
zefrigerator Clean-Out
11:00 PM - 12:00 AM

Twitter

Ektron: Case study OTD
Seattle University
http:/ibit ly/aeYZGe, cons
branding, approval proce
Social Networking #Ektror
#CMS

2 hnire ann

Read More ¥ Timothy Shurm rjoins the team

[Go to Photo Gallery rint Phote B Email Photo

From the CEQ's Blog

The following sections show you how to replace the photo.

Replacing the Photo with One from the Ektron
elntranet

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

1. 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 64

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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Folder Taxonomy Search Properties
§""ManagementMessages A
E’ Mews

E‘—L? Mewsletters

E? Polls and Surveys

it Use Paliey

& welcome Guide —

B3 Depatments A
View Rasults
Earh 485 =
Office Location a0

Tirnothy Shumaker
Training Center 485 -

| Cancell Sa\rel Newl

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 100.

Replacing the Photo with One from Your Computer

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

1. Onthe home page, login as administrator.
2. Edit the page using PageBuilder, as explained in Editing the Default
Home Page on page 64

3. On the Photo of the Day widget, click the Edit button (). The edit
screen appears.
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4. Click the Upload tab.

Editing Whdget

Folder Taxonomy Search Properties Upload

Current Path: (folder id: 39) Q

Wiewy Resulis
Earth 486
Office Location a0

Tirmothy Shumaker
Training Center 435

[ Cancel J[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.

wy
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Folder Taxonomy Search Properties Upload
Current Path: (folder id: 89) o
~
Status  Size Progress
. Gompiee 01k @)
101 KB of 101 KB 00:00:00
Select Files Clear -
D
Wiew Results
BlogZommentsDefect 555 N
Earth 486 =
Office Location 2] |
speedtestClick 994 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 192.

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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m Application posted a new
message to the Marketing
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Share b 4 days ago...

Application posted a new
message to AppEng's

messageboard.
Share b 4 days ago..

te EAEmail Photo

PR3

Application posted a new
message to AppEnag’s

messageboard.
Share b

6 AM
about it, referring to everything from Saas 4 aayfago..
and there's no single definition that applies to

ooking atitas one more wayto... Page 1 o

Read More b

Additional Activity Stream widgets appear on other Ektron eIntranet 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, fol-
low these steps.

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

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 64

3. Click the orange arrow in the upper right corner to close the Page-
Builder menu.

4. Click Workarea to find the ID of the user you want to follow in the
Activity Stream.
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Add Department Site Map Welcome Guide (Workarea)
Search... Q
ste || Colleagues || Groups || Activity |

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

OWX

Activity Stream
Activity Stream

l E|I Application posted a new

5. Click Settings > Users.

Click the username of the person whose activity stream you want to
display.
7. Note the ID number as shown in the following figure.

View User Information "Fred"”

il UserGroups | Workarea  Cus

Username: Fred

First Hame: Fred

Last Mame: Harper

Micnlav Hama-  Frad Harnar

8. Return to Ektron elntranet.
9. Navigate to the page with the Activity Stream widget.
10. Click the Edit button (B) on the widget.

11. Inthe Object ID field, enter the user ID you obtained in Step 7.
12. Inthe Feed Type field, select User.
13. Click Save.

Displaying Group Activity in an Activity
Stream

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

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

2. Edit the page using PageBuilder, as explained in Editing the Default
Home Page on page 64.
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Click the orange arrow in the upper right corner to close the Page-
Builder 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 (Workarea)
Search... Q
Ste || Colleagues || Groupz || Activity |

Welcome, Application! You have 0 unread messages MyProfile Logout

Activity Stream

Activity Stream

l H|I Application posted a new

Click Settings > Community Management > Community
Groups.

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

View All Community Groups

Group Mame Members 10 Membership Descrip
Engineering 0 @ Cpen Forthe
HE 1 4 Open

| Love to Travel 4 2 Open Far ever

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 Community Group ID you obtained
in Step 6.
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Activity Stream

Object 1D 5

Feed
Type:

User -
Max
Results

ReadMare
Link: ~f

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 169

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 Prop-
erties 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 Con-
tent > Company > Forms, and check the box next to Company
Phone Book.

Ektron elntranet
Version 8.01 Rev 1.4 (September 2010)


Resources/Images/Screen Captures/Quick Reference collection widget.png
Resources/Images/Screen Captures/Quick Reference collection widget.png
Resources/Images/Screen Captures/Quick Reference collection widget.png
Resources/Images/Screen Captures/Quick Reference collection widget.png

™ =
ektron

Add items to Collection "Reference”

= _ BB Al Types + [©)

Please select content by navigating the folders below:

path: | \ContentiCompany\Forms

= Employes HandBook
=1 IT Help

2 Jompany Phone Book

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

Quick Reference
L]
CEQ's Message

Search

Company Phone Book 4

For information about the collection widget properties, see el_Collection
Widget on page 174.

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

Changing the Contents of the Phone Book

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

To choose a content item, follow these steps:

1. Edit the page using PageBuilder, as explained in Editing the Default
Home Page on page 64

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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Content
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= eIntranetCalendar
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'D Forums

Wiewy Results

O ——
(CnmpanyPhnneElnnk b 123 -

-

I Cancel ”Save ] [New]

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

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

Note: You must modify that contentitem 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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User: admin | You have

¥ New B View = Delete Action B @

Title Content Type Language D Status Date Modified  Last Editar
= & Folders.

Contents of Folder "Form:

Company % | SmartForm: = 133 A 32010 Adrministrator,

@ Phone Book PhoneBook 10:06:08 Ab Application
B2 = Company EL View
[ Announcements ( > can
B ELAElETs View Properties
[ CEO Blog —_—

5 conferenceRoom Calendar

@ Delete

5 Custom Messages
[T elntranetCalendar

| Employee HandBook

[ESIR NN
L

€& Local intranet | Protected Mode: Off v W10% v

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

User: admin | You have

Desktop K&y Library Seftings Reports Help |
Edit Content in Folder "Forms"

BEEEE x|©

g Department: HR Extension 5009

g Department Sales Extension 5010

g Department. Training Extension 7890

g Department. 1T Extension 8888

Phaong Mumber

raRe

fg Local intranet | Protected Mode: Off da v W100% v i

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

For information about the content block widget, see el ContentBlock Widget on
page 178. For information about editing content in the Workarea of the
CMS400.NET, see the Ektron CMS400.NET Reference Manual.
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Adding Entries to the CEO's Blog

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

latest and previous blog posts.

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

ways:

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

point.

1.
2.

Login as administrator.

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

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

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

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

1.
2.
3.

Login as administrator.
Click Workarea.

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.
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User: admin | You have

Desktop REvycndg Library Settings

@ view Posts in Blog "CEOQ Blog" #=

* Mew B view = Delete Action @
Title Language 1D Status  Date Modified Last Editor comments
E 20110 Kickoffl B 333 A 4132010 2:52:00  Administratar, 0

Abd Application

ECIDUEI = 44 A 4132010 25216 Administratar,

[Z Announcements Compting AN Application

[ Building Maps
5 conferenceRoom Calendar

£ Custom Messages

- E—

eﬁ Local intranet | Protected Mode: Off

4. Choose New > HTML Post to create new blog entry in
an editor.
The following figure shows the editor with an example
blog entry.
[E=REEN)
User: admin | You have

Desktop Library ~Settings Reports Help
Edit Content in Folder "CEO Blog™

BERExT®

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

Content Searchable

[l sunmery | Metadata  Aiss  Schedule  Conment  Templtes | Category |

|4 2 B EHE A -T2 @ a3E O-
.Applystyle ~ Normal B 7 U & x X |iZ = .
Bttt 2aaanE]
Qur company is establishing an Emplovee 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.

Qnur 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 you with a coupon for a free small soda and small popcorn. This is one small way to say thank vou for being great
emplovees and the foundation of our success.

f@ Local intranet | Protected Mode: Off 4 ov H10% - :

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

Employee Action Committee 52442010 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 depatments and led by our very own

Alice Tremont. Our first planned event will be taking

Read More k

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 64

Click the Edit button (E) on the widget.

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 195.

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.
2.

Click Workarea.

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

The following figure shows the folder path.
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User: admin | You have

Desktop Library Settings Reports Help

2 Contents of Forum "Announcements”
® B m ¥ |view CEEIORY ©
Topic Topic Starer Replies Views  LastReply

<& Traffic Conditions Wiriter 2 3z Thursday, Decermber 17, 2009
2007 At

T <& Parking Lot Paving Wanager ] 11

| Building Maps 4E Pizzain the cafel Wiriter i 13
5 CEO Blog
(3 conferenceRoom Calendar
[ Custom Messages
(3 elntranetCalendar

®E = Forms

El=;
CC Anmouncernents >

[ Classifieds

[ Locations

[Z) Management Messages

eﬁ Local intranet | Protected Mode: Off

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

<. Ektron elntranet 81
L) elntrq net Version 8.01 Rev 1.4 (September 2010)



TN summary. | category..

Subject:  Ernployes sovie Day

Priority: @ Announcement

@ sticky
) Narmal
Lock:
Message: & _@@ﬁ@ ) - - Normal - Verdana vz wipt v A-B I U ?&?)ﬁ@-
EEEsE=s=s==SE0-00

Movie Day: June 6 starting at 2PM
Movie: Tinman
Location: Town Cinema

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

Congratulations on our success!

Fagsye B

4 ] ] 3

e@ Local intranet | Protected Mode: Off

h v H100% v

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

Announcements

F Employee Movie Day 52472010 10:59:16 AM

F Traffic Conditions 12172009 2:07:23 AM

1216 Roadwork on 101 causing delays all day today. Use alternate routes if
possible.

F Pizza inthe cafel 12/3/2009 3:.42:40 AM
[Firsf] [Previous] [Mext] [Last]

¥ Choose another folder of content from the CMS400.NET to display in
the widget.

1. Click the Edit button (E) on the widget.
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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 eIntranet 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
el ocer
e

Sort Order:

Descending

Order By: DateModified =

AllTypes - EI

|Add Content |

Content Type:

Add Text:

=

Cancel || Save

For information about the ListSummary widget, see el_ListSummary Widget on
page 183.

Displaying News ltems

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

© Add new content to the list.

1. Login as administrator.
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2. Open the access point (=) and choose Add Content. The
CMS400.NET editor appears.

3. Enter the title and the content that you want.

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

% Add a non-HTML document to the list.

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

1. Edit the page using PageBuilder, as explained in Editing
the Default Home Page on page 64

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

Editing Whdget
ooy |22

B Lk R |

Sort Order: Descending -

Order By: DateModified h

Content Type: AllTypes >

Add Text:

m

Add Content

-

[ Cancel ”Save]

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

4. Choose New > DMS Document. (If you want to drag
and drop more than one document, choose New > Mul-
tiple DMS Documents.) An Upload dialog box appears.
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User: admin | You have

Desktop N 8 Library Settings Reports Help

Edit Content in Folder "News"

PEE x®

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

Content Searchable

[l summery  Metadata  Alas  Schedule | Comment Templates  Category

Please select a file to upload Browse...

‘h[i Local intranet | Protected Mode: Off

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

6. 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 cat-
egories to which this item belongs. For example, you can
set this to Company-Wide News and HumanResources Col-
lateral.

8. Click Publish (Q) to upload the document into the News
folder.
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Desktop p®. 008 Library Settings Reports Help
w Contents of Folder "Ne

¥ New B view = Delete Action B (@

Title Content Type  Language [0 Status  Date Modified Last Editor
E & Folders
Content 401k Retirement 4 Office B 565 A 8iz8rz2010 Administratar,
S Conten Planning Docurnent 3811 AM Application
== Compan
. = @Annual Data Center 4 HTML Content 8= 208 A 31152010 Wiriter, Content
[Z3 Announcements Conference 54756 Aht
=l Building M:
‘f‘n uriaing Maps [E)celebrate Mational ats 4 HTML Cartent  B= 134 A 242010 Administrator,
[EF CEO Blog and Humanities Month BA6 48 Ahd Application
3 conferenceRoom Calendar in Octaber
5 Custom Messages {2)Gariner Conference 4 HTML Content  BE 188 A 242010 Adrministratar,
= 5922 A Application
[F elntranetCalendar EE
@ Forms @ Return the Books! 4 HTML Content B 38 A Zi4rz010 Administratar,
- 85040 AM Application
@ [ Forums
X Qsam Giant Joins the 4 HTML Content 2= 54 A 2i4rz2010 Administratar,
[ Locations Executive Team 8:59:56 AM Application
& Management Messages E)wieb 2.0 Surmit 4 HTMLContent EE 53 A 24010 Administrator,
[Z | News 9:00:14 AM Application
e& Local intranet | Protected Mode: Off o v H100% - J

¥ 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 64

2. Click Edit (&) on the widget.

3. Click the Folder tab.

4. 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 183.

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).
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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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3. Inthe browser address bar, copy the URL.

itter / bill_ektron - Microsoft Internet Explorer provided by Ektro

) - -
@ - I [ Iwikker comskatuzesuser_Hmeline1 7EE3030, 122

avorites =55 'I = Ektron oms. .. I & eIntranct I = Twitter ... 3

Open the Ektron elntranet home page.

5. Edit the page using PageBuilder, as explained in Editing the Default
Home Page on page 64

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

Twitter Feeds
Feed Name: Ektron Feed Feed
Urt:
httpeiitwitter.com/statusesagy

/ur
[ " vy
Hame: | Click to delete
existing URL

ur:

A

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

9. Inthe Url field, paste the address you copied in Step 3.
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10. Press the <Home> key to move the cursor to the beginning of the Url

field.
11. Click Add.
12. Click Save.

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

Removing the Help Widget

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

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

1. Login as administrator.

2. Edit the page using PageBuilder, as explained in Editing the Default
Home Page on page 64

3. On the Help widget, click Remove (E3).

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.

/& CMS400 Workarea for admin - Microsoft Internet Explorer provided by Ektran, Int._ =
'@ User: admin | You have 3
SO0
hd : 'nef Desktop |[®[CL1Y Library Settings Reports Help
3

@ View Contents of Folder "Root" ==

~ Folders * Mew B8 view = Delete action B @

L taroTETE 1 TS Crate e Lol Ed]
QEI Folders
[T Content i2]Help 4 HTML Cortent =] 491 A BI7IZ010 3:00:49 PM Administrator, Application

&[5 Pages
[ Setup

?& Local intranet | Protected Mode: Off dgov H100% v 4
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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:

% Modifying an Existing Department Page below

% Creating a New Department Landing Page below

% 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 64.

Department Pages have the following default widgets:

Widget Area Widget Used See Also
el_CommunityGroupMembers Widget on Creating Community Groupson
Members
page 176 page 117
News el_ListSummary Widget on page 183 Displaying News Items on page 83

Upcoming Events el_UpcomingEvents Widget on page 201 Displaying Upcoming Events on

page 65
Activity Stream el_ActivityStream Widget on page 169 s::;o%izing the Activity Stream on
Collateral el_News Widget on page 189 s:géng 7Assets to the Intranet on
Blog el_RecentBlogPosts Widget on page 195 Adding Entries to the CEO's Blog on

page 78

To create a new page under the department landing page, see Adding a New
Page on page 94.

Creating a New Department Landing Page

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

Ektron elntranet

90 Version 8.01 Rev 1.4 (September 2010)



ektron

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

Department Wizard X

“ Add Department Delete Department

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

Department: Quality Assurance]

‘ Add | ‘ Cancel

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

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

Engineering k
Marketing [

HumanResources »

Sales k
Training b
S Add

22 Edit Menu

When you create the department, its landing page appears (Quality Assurance
example shown in the following figure). The new department page is pre-
loaded with Collateral, Activity 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 previous page.

-,
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Department Wizsrd Site Map Welcome Guide Workarea

e
LY
«o: elntranet === Q
She | Coleagues | CGrows || Aoy |
Departments Empl H M arts My Intranet Welcome, Application! “ou have D unresd messages My Profile
Logout
Home : Departments : Quslity Assurance : Home Ssarch this szction... EIE
¢ Coliztersl Rack Hembers ¥
- o Whemipers (1)
. b i Members | Pending Members(D) | Invitstions e .
5] Calendar Remove ] | Application added new content, % Home.
&* Group Spaces s Application _— .
@ News IRl 2aministrator e P
5 Blog *4ETS )
| Collateral Collapre Al Guality Assurance News
| Hews -
| Reports

Upecoming Quality Assurance Events

More Activity

GQuality Assurance Collateral

IJHighest Rated ||Icr:iﬂmaerl ” Most Viewed

From the Guality Assurance Blog

a

Note: The members community block is a discussion group about things of interest to the
department. Anyone can join the discussion group. If you want only department staff members to
shows in the members list, see Creating a Restricted Group on page 119.

For information about setting department permissions, see Setting Up
Permissions for Department Pages on page 156.

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.

Ektron elntranet
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Department Wizard X

Add Department Delete Department

Select a Department to Delete:
@ Engineering
@ Training
o Quality Assurance
Pagenfzﬁ' H4bH

& 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.

Ektron elntranet
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Creating Content in the elntranet

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

% Adding a New Page below
Adding Assets to the Intranet on page 97
Adding Photos to the Gallery on page 100

Setting Up a Company Calendar on page 104

Adding a New Page

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

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

o elntrar

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

Ektron elntranet
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Add New Page

X

your layout an. The next step will be to select any taxonomy nodes you wish to associate 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/Departmentz/Marketing/ Change
Please select a layout for your page.
by eIntranet at Yy elntranet et 4 L™ eIntramet e 1
- x G . v
;; R aR EAns bars :":- 1owti i v Pl ;;; -
wireframes/home1Zone.aspx wireframesihome2Zone aspx wireframes/home3zone aspx

& Cancel wp MNext

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

5. Click Next to continue.

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

Page Title -| Aliasing

Page Ti‘t@) | Manual
—

Use Manual Aliasing

-{ Taxonomy Niaﬂ—gonferencg_) GT) ¥ |

‘_‘ LI=ales | Alias Preview. /sintranst’ Conference
=[] Marketing Folder
: There are no Folder Aliasing rules associated with
..
DCO”E[TEFEH this folder
g""DF‘ress Release Taxonomy

There are no Taxonomy Aliasing rules associated
with this folder

[

[ e

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

-,

S Ektron elntranet
04 elntranet Version 8.01 Rev 1.4 (September 2010)

~,

95



ektron

9. Click OK to begin editing the new page. The new page appears it
which you can place widgets shown by the yellow blocks.
10. Click the up/down arrows to show the widget bar (IEas).
11. Drag-and-drop widgets (for example, Photo Of The Day and Con-
tentReview 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.)

Department Wizard Site Map Welcome Guide Workarea

S
L

*o elntrane A

¢ Site | Colleagues || Groups || Actvity |

Departments ~ Employee Resources © News & Events | My Intranet Welcome, Application! You have 0 unread messages My Profile Logout
Home : Departments : HR : Conference Search this section___ Search

L3 welcome Guide

| Job Postings

I=] Policies and Forms ®

4% Activity Stream

& News Please selecta photo from the Album

= Blog

Calendar
& Group Spaces

¥
ContentReview

[ hews Collapse Al
¥ [ Job Posting
[ Policies & Forms

[ Events

[ Blog

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

13. Choose File > Publish from the PageBuilder menu. The new page dis-

plays.

Ektron elntranet
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Department Wizard Site Map Welcome Guide Workarea

<o elntranet :

Site Colleagues Groups Activity

Departments ~ Employee Resources ews & Eve My Intranet Welcome, Application! You have 0 unread messages My Profile Logout

Home : Departments : HR : Conference Search this section___ Search

L3 welcome Guide >
Job Postings :

{=! Policies and Forms

> Activity Stream

@ News

[ Blog

[#] calendar

& Group Spaces

[ MNews Caollapss All
¥ [ Joh Posting
v [ Policies & Forms

[ Events

[ Blog

EyPrint Photo B2 Email Photo

Average 0 outof 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:
“ Create a hyperlink in another content that links to this page.

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

“ 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.

)
2. Click Add Asset (-g). A dialog box appears.
3. Click on the File Upload tab.

Ektron eIntranet
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4. Click Browse to locate the photo file.
5. Click Upload.

The following browsers use different methods for uploading assets.

" Adding Assets with Microsoft Internet Explorer below
Adding Assets with Google Chrome below

Adding Assets with Mozilla FireFox on the facing page

Adding Assets with Microsoft Internet Explorer and Microsoft Office on
the facing page

Adding Assets with Microsoft Internet Explorer
You can upload one file at a time using the File Upload dialog box.

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

Docurment Management System (%

File Upload

Upload Cancel

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 Manaoement Systemn 0

File Upload

No file chosen

Upload Cancel

Ektron elntranet
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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.

Document Management System 9

LN Drrop

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 eln-

tranet uploads all allowed file types.

S Ektron elntranet 99
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Adding Photos to the Gallery

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

Intranet = T
w My Intranet Welcome, Application!  You have 0 unread messages My Profile

Photo Gallery
» top
subcategories G @phmus

Manage Photos @0 L

Add Photos

-

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 (‘i}) and enter animals in the folder field,
as shown, and click Add Taxonomy Category ('-14?)

Ektron elntranet
Version 8.01 Rev 1.4 (September 2010)

ktron



B
L

ektron

Photo Gallery

@ a1 (0)

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

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

Department Wizard Site Map Welcome Guide Workarea
al

“. elntranet R “

ste | Colleagues || Groups || Activity |

Departments ~ Employee Resources  News & Events | My Intranet Welcome, Application! You have 0 unread messages Wy Profile Logout

Home : News & Events : Photo Gallery

Photo Gallery

& Company News
@ Messages From Management

» top » animals (0)
=7 Announcements — )
subcategories G hotos
2 CEO's Blog = @

Company Calendar @ mammals (0)
[® Photo Gallery @ reptiles (0)

@ birds (0}

@ fish (0)

@ invertebrates (0)

manage Photos [ ) &

Add Photos
’7 lg‘

Adding Photos to a Subcategory Folder

To add a photo to a subcategory folder, do the following:

1. From the Ektron elntranet home page, click News & Events >
Photo Gallery.

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

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

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

Description: [ [ 13 (B G & 9 - omal  -[B Z[F[O-

i= = EEEE =

A-== i xvaasanE]
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 97.

102 |

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

Photo Gallery

» top » animals » mammals {1)

i|_Isubcategories @photos

no subfolder exists.

& 501

pa200049

Manage Photos B !

Add Photos

Ektron elntranet
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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.

2. Click Add Photos ('§?) . The Add Photos dialog box appears.

Add Photos
MNextzx

Photo Data
Fill out the description and then click next to drag and drop image(s).

Maximum width: 00 pixel (suitable for on-screen viewing) -

Description: FEETF S Eﬁ ¥ - [~ - |Normal - B I|% ®-
=SS ESEIEEEE|E
O-r==44d=>v2azac =]

Birds of Sanibel, Florida

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

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 97.

The following figure shows the outcome of uploading 3 photos to
the previously empty birds folder.

~ Ektron elntranet 103
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Photo Gallery

» tOp » animals » birds (3)
i|_Jsubcategories Qphotos
no subfolder exists.

] (504

Tl

=] (503

dscn3512 dscn3509 dscn3573

Manage Photos o !

Add Photos

<

Setting Up a Company Calendar

A WebCalendar widget displays events from any number of calendars. For
example, the Engineering home page's calendar widget could display the
following:
¥ company events, from the company calendar
 group events, from the Engineering Community Group calendar
" the group manager's personal calendar, so anyone can find the man-
ager'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.

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

functions.

% Changing the Calendars that Appear on a WebCalendar Widget on

page 110

“ Adding Calendar Events on next page

“ 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.

“ 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

Intranet

template, which has one column. For more information, see Adding a New Page
on page 94.

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

Ektron eIntranet
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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 110.

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

Adding Calendar Events

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

- .f‘ =118 u I lC‘l ................................ ;lgﬂ .................. SaarET

site || Colke

epartments  Employee Resources = News & Events | My ! You have 0 unrea

ome : Mews and Events : Company Calendar

& compan;ievs —

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
Week long
Wed
25 26 27 28
Wed

Nf

c. The Edit Appointment screen appears.

Ektron elntranet
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I Event I Recurrence Taxonomy Metadata _

Title:

Location:

Description:

2. Enter the Event Title, Location, and Description

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

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

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

4 5 6 7 8 k] 10

Training Day

oA

Training Day

Descripion; Basic Site Administration including infermation architecture and virtual folder recommendations CHS
Location: Training Center
more

Traming Uay

18 19 20 21 22 23 24

3. Add the start time or all day option

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

Note: All-day events appear differently than those with start and end times. For example, in a
weekly view, all-day events appear at the top, while those with start and end times appear in
their time slot, as shown in the following figure.

-,
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) today - 10/25/2009 - 10/31/2009

Sun, 25 Mon, 26 Tue, 27 Wed, 28
all day All day event
aam
= One hour event
1.DE.|T|

To add a start and end date and time, follow these steps.
a. Uncheck the All Day option.
Start time [10/7/2009 | [10:00AM | @
End time [10/7/2009 | [11:00AM | @
QA&

b. For start and end dates, click the calendar button (IE;:!) and set the
start date.

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

finished.

s [0 g

e R

Hour Minutes
AM PM 00 05 10
1.2 3 15 20 25 I
_ |45 |8. 30 35 40 I
7 8 3 45 50 55
10 11 12
S5et

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.

Ektron elntranet
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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

X

Recurrence

O Daily
& Weekly
O Maonthly

O Yearly

Recur evervl:lweek{s] on
[0 Sunday [0 Monday [0 Tuesday

Wednesday [|] Thursday [] Friday
[0 Saturday

() No end date & End after oCccurrences
O End by = O]

Event I Recurrence I Taxonomy Metadata _

| sae || cancel
c. Check the Weekly option.
d. Next to Recur every, enter 1 to have the events recur weekly.
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.
<. Ektron elntranet 109
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start ime [10/1/200% |5

[#] Al day

[ sae || cancel |

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

aun Mon Tue Wed Thu Fri Sat

27 28 29 30 01 Oct 2 3
Training Day

4 5 B 7 8 g 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.

¥ System - shows events that affect your entire organization.

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

Ektron elntranet
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Home : My Intranet : Groups : Engineering

» Engineering Engineering

» Members ) today ~

[ — | S Ma | Tve | Wed | T Fn
25 26 27 28 29 k[I]

+ Blog

0 Calendar
2 3 4 ] B T
9 10 1" 12 13 14

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

Home : My inkranet : Users

Application Administrator

I L
0 Sun Mon Tue wed Thu

3 26 27 28 1] 30
2 3 4 5 6 T
b Groups ] 10 11 12 13 in
¢ Colleagues
¥ [Blog
¢ Do 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 Cal-
endar page, follow these steps.

~ Ektron elntranet 111
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From the home page, log in as administrator.

2. Edit the page using PageBuilder, as explained in Editing the Default
Home Page on page 64

3. Navigate to News & Events > Company Calendar.
4. Click the WebCalendar widget's Edit button ().

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

Editing Widgaet

| Selected Calendars Folder User Group |

Source D Mame Event Color

Syslam-163 elntranetCalendar AutoSelect | ™ e

Cancer ] 5o

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.

Tt SHIUC

lepartments Employee Reso

ome : Mews and Events : Comp:

Cance & 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 (@).

Ektron elntranet
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Selected Calendars . Faolder . Ugar
= Root
=& content
H5& Campany
I'E“P.I'IFIDU ncements
& puyilding Maps
= cEO Blog

= i@ ConferenceRoom Calendar
& custom Messages
(= @ einfranetCalendar
0 Forms

3. Click the Add button (@) next to the calendar you want to add.

4. The Selected Calendars tab reappears, showing the added cal-
endar.

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.

CaonferenceRaoom Calendar AutoSelect | ™

B DarkGre « |

B oakrer g

Green
Qrange
Pirk
Red

M vinet 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.

<. Ektron eIntranet
¢
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% group name

“ aword in the group's description (small words are ignored, such
as the and for)

“ atag 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.
Editing Widgel

Selected Calendars Folder User Group

Dapartrnent

| search Groups |

Group Name

Management @ Add calendar
Marketing & Add calendar
Wieb Marketing Team @ Add calendar

¢ 5 |

Cancel Iﬂl

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

6. Click & 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.

Ektron elntranet
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Selecied Calendars Folder | User | Group

[ Addmycalendar |

Search Users I

Fyatar Mame Last Mame Ernall

Flease enter a search term above.

cancel | Save |

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

 first name

¥ last name

© username

" atag 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.
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| Selected Calendars: Folder [ User l Group |
Add My Calendar |
Marketing
Name Last Mame Ermnail
Application  Administralor  admin@exsample.com & Add
calendar
Freddie Writer Wiriter@example.com D add
E calendar
rwﬂuh
il |

Cancel Iﬂl

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

6. Click & Add Calendar.
7. Click Save.
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Creating Community Groups

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

Community Groups (4)

Create Group | My Groups | Group Requests | Group Invitations (0)

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

Tags: Marketing

. HR{ Public) Founded; 3/4/2010
? Members 1
Tags:
Training( Public) Founded: 3/4/2010
n Members 1
: Tags:

Founded: 3/5/2010

. Travel Tales( Public)
ﬁ”' ﬁ' Members 1
Tags:

Viewing Community Groups

To see the list of available groups, follow these steps.

1. Choose My Intranet > Directory.
2. Select the Groups Directory tab.

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

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

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

Creating a Community Group

To create a Community Group, follow these steps.

o Ektron elntranet 117
° clntrqnet Version 8.01 Rev 1.4 (September 2010)



ektron

1. Go to My Intranet > My Profile.
2. Click the Groups tab.
3. Click the Create Group button.

Application Administrator - | am setting up our intranet

» Application Administrator =
¢ \View Tags 2 Create Group

» Calendar
@ H My Groups |
y Groups . x & x
)
I Love To Travel Marketing
6/3/2010 0 members 12/8/2009 0 members

Description

Properties Tab

Group Name The name of the group.

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

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

Select whether the group is
Open - open to the public

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

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

Location The geographical location associated with the group.

Short Description Abrief description of the group.

Description Afully detailed description of the group.

Ektron elntranet
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Field Description

Check this box if you want the group and system administrator to be

able to distribute content to any folder.
Enable Distribute
For more information, see "Distributing Content to Another Folder"

in the Ektron CMS400.Net Reference Manual.

Check this box if you want to allow members to add, remove and
control the sharing of folders in a community group’s Photo Gallery or
Document’s Workspace. For more information, see Managing
Group Photos on page 133.

Allow member to
manage
photo/workspace folders

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

Group MessageBoard
Moderation

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

Group Tags

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

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

Creating a Restricted Group

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

those discussions or documents within the group.

When a department page is created, an open community group is automatically
created and associated with the department, as shown in the following figure.
Anyone in the intranet can join that public group.
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Haome : Departments ;| Quality Asswrance | Home

| Collateral Rack - r51
. - - ]

_‘ Activity Stream h’arrl:-ara[l}F'ar:ir; Members(D) | Invitations
= Calendar Remove
g Group Spaces s Application
@ Maws Administrator
= Blog ; #AETE

| Collateral collapre Al | Quiality Assurance News

| Hews '

| Report=

Upcoming Quality Assurance Events

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

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

To create a restricted group, follow these steps:

1. On a department page in the block on the left side of the page, click
Group Spaces. The Group Spaces page appears.

2. Onthe right side, click Create Group. The Create Group dialog box
appears.

Ektron elntranet
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Create Group B

[
| propertes [IEIEII I

Group Name: |QuaLity Assurance Staff |

Membership:  © open Restricted
Features: Create Group Calendar
Create Group Forum

m

Image: |Qﬂ_|cun.gﬂg | [=4 Upload

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 (). 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 64

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

3. Click Edit (). The Editing dialog box appears.
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Gru:]u;:rll]:?5
Header: Members
| Save | | Cancel |

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

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

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

Touring Group Spaces

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

Group Members & Activity

Ektron elntranet
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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 poststo a

Group Activity forum or blog.

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

M I [ 3] Displays group members. Clicka member's photo

or name to go to their profile page.

When colleagues visit your group page, they can

| M leave messages on the message board, such asa

status update or a question.

o Ektron elntranet
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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

Photos

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.

= Title
Sumenary
if contents

=Tide 12
coarbengs in —

WebCalendar TwitterFeed

TwitterFeed auert

{""'l|||-||.....,.,.-ll

i Activity Stream

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

‘ o
in

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.

Ektron elntranet
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0
)

Workspace

8 activity streamn datasheet 4

=
0

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

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

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

/= Activity Streams 4

EKTROM Since its founding in 1998 Ekiron has been committed to providing affordable web content management and authoring
solutions. Ektron CMS400 MET empowers non-technical business users by providing an intuitive user interface for managing
their Web site's content and messaaging. Ekiron has a complete set of social ne

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

uelntranet Functional Specs 4

E-]
elntranet Functional Specs

To add Microsoft Office documents and other file types (including multimedia
files), choose Add New > Asset to drag-and-drop files to your documents
storage.

Engineering

Add New... -

t| Content

For more information on adding assets using different browsers, see Adding
Assets to the Intranet on page 97.

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 97

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.

Ektron elntranet
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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

Sun Man Tue Wed
28 01 Mar 2 3
- 7 8 10
ogm Edit Group

Tags: Marketing
Type: FPublic Membership
Founded: AM5/2010
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 104

Group Discussion Board

The group discussion board lets you create forums and topics that are important
for your group. A group member can post and read discussion threads. You can
use all the functionality of normal discussion boards, including comment
moderation.

Ektron elntranet
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Discussion Board
Discussion Group Board » Discussion Group Forum » Q4 Marketing ldeas

= 6 g (Jaoorosi)

Q4 Marketing Ideas

Posted: Monday, March 15, 2010 4:40 PM [ﬁ
Application HRei L S5 _er |

Posts: 1 Pleaze share and discuss your ideas for marketing materials and projects for Q4.

Back to top

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)
8

Blog B = sypscribe

Marketing Projects

& Edit Delete Permanent link Sun  Mon Tue Wed Thu Fri
Mew marketing projects that we need to create:

* Brochure for User Conference 7 8 g 10 11 12 13
* PuII—up_bannerfqrtrade show 1 6 17 18 19 20
* Promotional t-shirts

* New datasheets 21 22 23 24 25 26 27

Fosted by Freddie at 3152010 4:40 PM 28 929 30 M

Leave a comment

Blogroll
Homepage
il
Comment Subjects

Recent Posts

Marketing Projects
New Team Member

Wy
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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)
q]:]subcategoﬁes @photos &

no subfolder exists.

5] | dscion2 4 5] | dscrom 4

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

148.)

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.

Ektron elntranet
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Departments Employee Resources

Do

Home : Myintranet : Groups : Marketing
D Markating
# Manage... ~

[ Edit Motifications

» Memi SCEG Group)

2B Invite Colleagues
U

4. The Edit Group Profile dialog appears.
5. Onthe Properties tab, check the Group MessageBoard Mod-

eration 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.

<o elntranet

Log into the Ektron eIntranet as a CMS400.NET administrator or
administrator of the group you will ask others to join.

Choose My Intranet > Directory and click the Group Directory
tab.

Click the group to which you want to invite members. The group page
appears.

On the left, choose Manage > Invite Colleagues. The Invite Col-
leagues dialog box appears.

Ektron eIntranet
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Departments Employee Resources News & Event: My Intranet

Home : My Intranet @ Groups : Management

O Management Management

What are you working on?

Activity l Messages Groug

# Manage... =~
Edit Motifications

» Meml & Leave Group
£ Edit Group
Docu
&y Invite Colleagues
BIo0 & pelete 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 col-
leagues. Your colleagues will have to accept the invitation to appear in
the group.

The invited member navigates to My Intranet > My Profile > Groups
screen, then clicks the Groups I Have Been Invited to Join tab. The
invitation appears, and the user can accept or decline it.

Departments ~ Employee Resources ews & Eve My Intranet Welcome, Marketing! You have 0 unread messanes My Profile

Home @ My Intranet : Users @ My Profile

» Marketing Associale Marketing Associate - \Working on a new website design
° & View Tags 2 Create
=7 My Groups
My Groups Groups | Have Requested To Join, Approval Pending ‘E %rnups | Hawe Been Invited To .Jnin;.zu
[+] =

Colleagues

Blog

Dashboard

Documents

Favorites Management

Photos 12422000 2 members
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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.

Departments Employee Resources PWsS 8 L My Intran

Home : by Intranet © Groups . Management

Management

“ Group Infarmation |

Group Administrator

D Management ;]

hMembership Type:
Total Members:

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 > Com-
munity Management > View Community Group screen
> View Community Group Members Screen > Pending
tab.

IVASZ: 1V WARTS

® view Pending Community Group Mg

& Settings
[ 2 Commerce
B = Community Management

@ [ Flagging
[ 2 Motifications
B = Tags Select all

-
e Cammunly Grodg> T PR
CED

2 Messages

- Ektron eIntranet
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Enabling a Group Calendar and Forum

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

132

Home : My Iniranet . Groups : Engineering

D Enginearing

41 e

# Manage... -

» Members
¢ Documents
+ Blog
Calendar
+ 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.

[“Properties IR Rreretol
Group Hame: |

Administrator: |

Membership: & Open  © Restricted

Features: Create Group Calenda

Create Group Forum

i'n-uge:|

Location: [

SR e _¥_ag T
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Managing Group Photos

You can authorize Community Group members to access the right-click menu
options on the Group's Documents and Photos folders.

Departments Employee Resources e

Home : My Intranet © Groups © Engineering

¥ Endgineering EFIE
F hMembers
© Documents
= =2 My Docurmnents
[ Palicies and s
Add Falder
Edit Folder
+ Blog Delete Folder

k Calendar

To enable these menu options for group members, follow these steps.

1. From your profile page, click the Groups tab. All of your groups
appear in the middle of the screen.

2. Click the group that you want to edit.
3. Click Manage > Edit Group.

Ektron elntranet

e,
L) EIntrq net Version 8.01 Rev 1.4 (September 2010)

133



ektron

Departments Employee Resources

Home : My Intranet : Groups : Marketing

D Marketing

# Manage... ~
E4 Edit Motifications

» Mem| ECEH Groupy

& Imvite Colleagues

¢ Docu

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

The My Profile page (shown in My Intranet > My Profile on page 52) 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

Wy

Firstname Enter your first name.
Last Name Enter your last name.
Password Enter a password.

Confirm Pass-
word

Re-enter the same password.

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 Language

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.
Click on "Click to upload your Avatar" and choose an image file that you want to asso-
Avatar . . §
ciate with your profile.
Profile Links This field is automatically determined by your profile.

<o elntranet
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| Ganerar | Foum |

Tags M Custom “ Activities

*First Name:
*Last Name:
*Password:
*Confirm Pwd:
*E-Mail Address:
*Display Name:
User Language:
Address:
Latitude:
Longitude:
Avatar:

Click to upload vour avatar
Profile Linls:

Application

Administrator

admin{@example.com

Application
English (U5} -
03063

|42 7795584

|-71.5130445

felntranet/uploadedimages/thun

/elntranet Users/Application/

Forum

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

Field Description

Contentand Forum

Choose eWebEdit400 or eWebEditPro.

Editor

Select the number of topics you want to display on a page. If the number of available
topics exceeds the number you select, a scroll bar lets you see the additional topics.
For example, if you select 10, and there are 25 topics, you can scroll to see all the
topic, but only 10 will be displayed at one time.

Topics per Page

Forum Signature

Ektron elntranet
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Click Edit to enter or modify an automatic signature that appears at the bottom of
each post you make to a forum topic.
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Gemeral | Forum |  Tazms | Custom | Activities |

Content and Forun Editor: eMWebEditd00 -

Topics per Page: 80«
Forum Signature: Edit

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
Tags searching. For example, you can add the tag EAC (Employee Activity Committee), and tag
9 content that is related to the EAC, so that people can search for the content using the EAC

tag.

Gemeral | Forum | Tags | Custom | Activities |

Tags
Click To Add A MNew Tag

.

Custom
The following table and figure describe the information you can set. Fields with
a red asterisk (*) are required fields.

Ektron elntranet
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Description

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

Moderate delete posts. Regular usersin a group message board can create and delete only their
own posts.
Check the Features box to give the user an individual calendar. (There may be other fea-
Features

turesto grant, also.)

Private Profile

Choose from one of the following options:

= Public- The user information is accessible by others on the elntranet.
= Private - The user information is not accessible by others on the elntranet.

I Colleagues - The user information is accessible only by people on the eln-
tranet that are connected as colleagues.

Title Enter the title of the user.
Select the department to which this user belongs. The list contains any departments that
Department
you have created.
Extension Enter the user's telephone extension.
Phone Enter the user's company telephone number.
Cell Enter the user's cell phone number.
Enter the value that identifies the location of the desk (or cubicle, or office), if your office
Desk . - ) . . ) )
identifies such things. This can be valuable in locating an employee on an office map.
Enter the name of the person to whom the user reports. This can be valuable for devel-
Reports to: ) o
oping organizational charts.
Time Zone Select the time zone where the user works.

Ektron elntranet
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Gemeral | Forum |  Tams | custom | Actiities |

Message Board
(Tzer's approve comments on their hessage Board.)

Features [V Create User Calendar

MModerate:

Private e

Fuhl -
Profile: HBiE
*Title: Administratar
Departrment: Management -

Estension:  x4678

*Phone: 555-555-3437

Cell 555-555-7934

Desle #6537

Eepotts to: CEC
*Time
Zone:

(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 Mes-

SMS sage Service (SMS).

o, Ektron elntranet 139
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Field Description

A checked box indicates that the type of content will be displayed in the Activity Stream

Activity Stream widget on the elntranet pages.

A checked box indicates that the type of content will be sent to your Email address, which

Email is specified in the General tab of your profile.

D
-
[ General ][ Forum ][ Tags M Custom ][ Activities ]
I = = omaE
| Colle s MNotify me about these colleague activities
SMS Activity Stream | Email
| Community Groups
Blog Post
| My Activities
Blog Comment
Forum Post
Forum Reply
Add User Workspace Content
Edit Uszer Worlkispace Content A
Content Meszagehoard Post
Uzer Mesragehoard Post
Micro-meszage
Add Site Content
Edit Content
Create Community Group
Join Community Group
Add Colleague
Add Calendar Bveni
Update Calendar Frent
L

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 104.

Ektron elntranet
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Groups

Community groups are online places where people can discuss similar interests
(such as car racing, or work projects).

You can do the following in your Groups area:

“ View or hide the tags associated with your groups.

“ Create a new group by clicking Create Group. For information about
creating new groups, see Creating Community Groups on page 117.

“ View and approve requests to join the groups for which you are a mod-
erator.

“ View the requests that you have made of other moderators to join
another group.

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 Administrater - Our company's elntranet is ready to launch!

Hide Tags & Create Group
Iy Groups Your Group Requests Awaiting Approval Group Invitations Awaiting Your Approval
+ ® ®

12/8/2008 2 members | | 5262010 1 member
Tags Tags
Marketing o Department, i

Quality_Assurance

Colleagues

Colleagues are people with whom you connect and who are connected to you,
either through friendship or professional contact.

-,
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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 col-

Blog

league.

Application Administrator

Find a colleague... 2 Find
Colleagues Your Requests Awaiting Colleague Approval Colleague Requests Awaiting Your Approval
e ® x4 ®

CEOQ, CEO Manager, Department

y
| ABR W

Writer, Freddie

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
135 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.

Ektron elntranet
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" 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:

1. Open the access point (+) and choose New Post (or click on Add
Post). A CMS400.NET editor appears.

2. Enter a title and content for your blog.

3. Click Publish (l=)) when ready.
The following figure shows the CMS400.NET editor with "The Admin-
istrator's First Bog" ready to publish.

User: admin | You have

Desktop Wevychie Library Settings Reports Help
Edit Content in Folder "Blog”

PEEER x|O®

Title: The Administrator's First Ellog [English (L.S.)]

Wi summary  Metadota | Aias  Schedule | Comment  Templates

Bl d 2 B G B a9 -0 Vi e @ R0
Style v ParagraphStyle v | B & U A& | = X

iE E| = =

B-== 4>t a2aaacEEE]

Setting up elntranet for our company was very easy. The Getting Started
information led me through the steps to create and modify department pages, and
add company content for our employees to access. I am excited about setting up
user groups and launching our new intranet site!

1

‘ﬂg Local intranet | Protected Mode: Off

The following figure shows the published blog on the page.
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Application Administrator

2]
B|Og 1= gubscribe
Add Post )
The Administrator's First Blog
2 3 4 5 6 7 8
= Edit Delste Permanent link g 10 11 12 13 14 15
Sz:ﬂlng ?pe:nganett:nou;t:tt:]mptanyu:asverir eas;.Th:gec:tmg:tar’[etd 16 17 18 19 20 21 22
information led me through the steps to create and modify department pages,
and add company content for our employees to access. | am excited about 23 24 25 26 28 23
setting up user groups and launching our new intranet site! 300N

Posted by Application at 5/27/2010 9:06 AM Comments (0) E!Iogroll
Archive

May 2010
Subjects

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.

Ektron elntranet
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Application Administrator

(=™, B T
= < = 172
MLE birightcoe g |

BazeBallEspnil BrightcoveVideo Calculator

YouTubeVideo Widget @ Weather for 03063 5

]
Ektron CMS400.NET: Want to do mor... P

o
Conditions for Nashua, NH at 2:51 pm EDT i
Current Conditions:
Partly Cloudy, 74 F

Forecast:
Thu - Mostly Cloudy. High: 72 Low: 51
Fri - Sunny. High: 75 Low: 52

b Full Forecast 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 (k).

Documents

You can create or upload documents that you want to share with colleagues on
your Ektron elntranet. You can create new HTML content, or upload document
assets (such as Word or PDF documents).

To create a new HTML document, follow these steps:

1. Open the Add New menu on the right side of the page and choose
Content, a CMS400.NET editor appears.
2. Enter a title and content, and any other data you want to associate
with the content, and click Publish (@) when done.
To upload one or more document assets, follow these steps:

1. Open the Add New menu on the right side of the page and choose
Add Asset. The Add Document dialog box appears.

Ektron eIntranet 145
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Diepartment Wizard Site Map Welcome Guide Workarea
Search... Q

She || Coleagues | Crows || Aoy |

‘Welcome, Application! You have 0 unread messages My Frofile

Departrents Ernploye SOUrces Hews & Everts My Irtranet

Logout

Home : My Intranet © Users : My Profile
Application Administrator
» Application Administrator
v Calendar
» Groups

» Collesgues

» Blog

+ Dashbosrd

D Documents

»[Zi | My Documents
o Y
| Administrator
| Admin
| My Phatos
| Photography

-
)

» Favorites.

» Photos

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://".

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 dis-
play 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.

Ektron elntranet
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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.

D Favarites

Photos

You can create and manage folders of photos.

To add a photo to your personal photo gallery, follow these steps:

1.
2.

Click Add Photo.

Optionally describe the one or more photos that you want to add then
click Next.

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 97.

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

Intranet

Add.

The following figure shows the My Album subfolder with several
photos loaded.

Ektron elntranet
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“o elntranet .

Departrnents Ernploy o 5 e e Welcome, Application! “You have 0 unread messages My Profile

Home : My Intranst : Users : My Profile

Application Administrator

» Application Administrator
» Blay

» Calendar

» Groups

v Collesgues

» Blog

+ Dashboard

+ Documents

» Favorites

D Fhotos

# My Photos
| My Albumn

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 - clntranet Release

What are you working on? = Share
”(Eublic Messages){ Private Messages =2 Colleagues Activity hily Activity Contact Infarmation
Llser Approve
m CEOQ 512010 50516 P Hawe you zeen that new movie about Aliensy %%
m Application G/1/2000 42552 P Are you ready for a coffee break’ %%

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.

Ektron elntranet
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To enable moderation, follow these steps.

1. From your profile page, click Edit Profile.

Depariments  Employee Resources |~ News & Event:
Home : My lntranet | Users . My Profile

Application Adi

lication Administrator
0 Aop What are you work

Public Messages

User App
L 5 COMMEN
& | JE &z

)

[ sl Departn

Edit Profile

v Calendar

v Groups

2. The Edit Profile dialog box appears.

3. On the Custom tab, check the Message Board box.
4. Click Save.

If you enable moderation, the affected user and administrators see any new
posts on the message board along with the previous posts. Approve and decline
buttons (enlarged below) let them publish or remove the new posts.

Freddie Writer - elntranet Release

Wihat are you working on? = Share

H Public Messages l Private Messages (=0 Colleagues Activity Ity Activity Contact Information

Lser Approve
m CEQ 5712010 20516 Pl Hawe ywou seen that new movie about Aliens? //

CACA[N
m Application 5//2010 42552 P &re you ready for a coffee break? % Q

-,
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Setting Up Permissions for the elntranet

This section shows several examples of creating groups with specific
permissions. For complete information about setting permissions, see the
Ektron CMS400.NET Reference Manual.

By default, Ektron elntranet has permission groups for the following groups:

© Administrators (full control)
© Department managers (control over department pages)

¥ Department members (control over content creation in department
spaces)
Everyone (read-only in specific areas)
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.

fr —— e———
'g CM5400 Workarea for admin - Microsoft Internet Explorer provided ﬂ Ektron, Inc. _ 2

User: admin | You have

Desktop Content Library m Reports Help

ser Groups

&) Settings O]
® [ Community Management
@ [ Configuration User Group Marme Group ID Murmber of Users Al

@ & Roles &3 Administratars 1 4

€ Business Rules

© Import XLIFF Files &3 Content Approvers Kl 3

€ User Groups &3 Engineering Department T4 0
€ Users &3 Engineering Departrnent Managers il
&2 Evaryone 2
&3 HumanResources Department TG
&3 HumanResources Department Managers 7T
&3 Marketing Department 73
&2 Marketing Department Managers 74
&3 Quality Assurance Department a4
&2 Quality Azsurance Department Managers a4
&3 Sales Department 20
&3 Sales Department Managers g1
&3 Training Department a2

&4 Training Department Managers a3

eﬂ Local intranet | Protected Mode: Off 3 v H100% - A

Ektron elntranet
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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 (|._'¢s'|). The permissions screen shows that the
Everyone group can do everything except overwrite the library.
& CMS400 Workarea for - [ =)
User: admin | You have |
_T-" Settings Reports Help ||
@ View Contents of Folder "Root” =
SO iew  ©DJelete Action 5 |
= ’ ’
" . AATypes Status  Date Modified LastEf:mor .
2] HIWL Content 491 I AI28(2010 1 4836 AW Administrator, Application
== Content |
= HTIL Form/Survey
B [ Company \
£ Announcements '\I Documents
[ Building Maps @ Maniged Files
[ CEO Blog edia
3 conferenceRoom Calendar
5 Custom Messages.
3 eintranetCalendar
@[ Forms
& 5 Forums ( Properties
[ Locations
[£) Management Messages
[ News 8
4 m | 3
T
@Lo:a\mtranet|Prote:tedMode:DFf v H100% v 4
. Ektron elntranet
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/& CMSA400 Workarea for admin - Microsoft Internet Explarer provided by Ektran, Inc. [ —

User: admin | You have

Desktop [®JIc00] Library Settings Reports Help

- view: RTINS ©

= €@ Foers propertis Templates  Flagging | Metadata | Web Alerts  Smart Forms |
0

B [ Content
= = Company
[ Announcements

1D

Name: Root
= Building Maps

[ ceo Blog
(3 conferenceRoom Calendar
[Z] Custom Messages
[3 eintranetCalendar
@[ Forms
& 5 Forums
[Z Locations
[Z] Management Messages

[ News -
< . | 3

Description:
Style Sheet:  /elntranets/ czs/ editorstyles czz

Office Documents:  Publish in native format

m | 3

€& Local intranet | Protected Made: Off & v H100% ~ J

& CMS400 Workarea for admin - Microsoft Internet Explorer provided by Ektron,

User: admin | You have

Desktop Q®JIc1] Library Settings Reports Help
ons for Folder "Root”

= & Folders Standard E User Type: CMS users -
@[ Content
B = Pages The content in this folder is private and can only be viewed by authorized users and members.

=] Company

= E Departments User or Read Edit Add Delste Restore Library  Add Add Adc! OvTarwrlte
. . Group Name  Only Read Images Files Hyperlinks  Librany
[ Engineering
only
2 HumanResources
S Everyane ¥ W 4 4 s s s

[ Marketing

[ sales

[ Training

[Z] Employee Resources

[Z] My Intranet

[£3 Mews and Events

[ setup
€& Local intranet | Protected Made: Off 3 v H10% ~ J)

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:

Ektron elntranet
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AN

= & Folders
B[ Content
@[5 Company
= = Departments
= = Engineering
[ Engineering Blog
i) Engineering Calendar

[Z3 Engineering Collateral

[ZJ Engineering News

[3 Engineering Reports

@ [ HumanResources
® [ Marketing

@[5 Quality Assurance
@[ Sales

Open the Content tab.
Click on Folders > Content > Deparments > Engineering.
Choose View > Properties

Click Permissions (ﬁl). The permissions shows that the Everyone
group can do everything except overwrite the library.

Deskiop RG0S

Library

ssions for Folder "Engineering”

T samat

Allow this object to inherit permissions.
The content in this folder is private and can only be viewed by authorized users and members.

User Type:

User or Group Marme Read Edit Add Delete Restore  Library Add Add Add Qverwrite
anky Read Images  Files  Hyperlinks Library
anly

&3 Engineering v 7 4 ¥4 4 4 v
Department

&3 Engineering v ¥ ¢ 4 4 4 4 4 4
Department
hAanagers

53 Everyone s

User: admin | You have

Settings Reporis Help

CMS users -

€& Local intranet | Protected Mode: Off

e v W10% v
- =)

= & Folders
B[ Content
@[ Company
= = Departments
= [= Engineering
= Engineering Blog
i) Engineering Calendar

[Z) Engineering Collateral

[ZJ Engineering News

[3 Engineering Reports

@ 2 HumanResources
® [ Marketing

E [ Quality Assurance
@[ Sales

User: admin | You have

Deskiop RG0S

Library

rmissions for Folder “Engineering”

—

Allow this object to inherit permissions.
The content in this folder is private and can only be viewed by authorized users and members.

User Type:

User or Group Name Collections  Add Folders  Edit Folders
&3 Engineering Department
&3 Engineering Department Managers 4 4 4 g

&3 Everyone

Delete Folders

Settings Reporis Help

CMS users -

Traverse Folder
L4
4
4

€& Local intranet | Protected Mode: Off

g v WM100% v
= =)

On the department pages, the Everyone group has only Read-only and
Traverse Folder permissions. Department managers have complete control,

o elntranet

while department members can create content but cannot create collections or
folders and cannot restore deleted items.
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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.

Permission Description

i tent
Read Only iew content.
Disable view of content.
Edit "fLet 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.
4
Delete Let the user delete content.
Do not let the user delete content.
o
Restore Letthe user restore deleted content.
Do not let the user restore deleted content.
"fLet the user view the contents of the CMS400.NET library.
Ly Reerre] Gl Do not let the user view the contents of the CMS400.NET
library.
o . i
Add Images Let the user add image files to the library.
Do not let the user add images to the library.
Add Files 1'f'Let the user add files to the library.

Do not let the user add files to the library.

‘fLet the user add hyperlinks to HTML content.

Add Hyperlinks
Do not let the user add hyperlinks to HTML content.

Ektron elntranet
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Overwrite Library Let the user overwrite images and files in the library.

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

‘fLet the user create and manage CMS400.NET collections.

Do not let the user create and manage CMS400.NET
collections.

Collections

fLet the user add folders to the CMS400.NET content hier-
archy.

Do not let the user add folders to the CMS400.NET content
hierarchy.

Add Folders

fLet the user modify folder propertiesin the CMS400.NET.

Do not let the user modify folder properties in the
CMS400.NET.

Edit Folders

‘fLet the user delete CMS400.NET folders.

Delete Folders
Do not let the user delete CMS400.NET folders.

‘fLet the user access the folder hierarchy.
Traverse Folder

Do not let the user access the folder hierarchy.

The following sections provide examples of creating permission groups. You
can create any number of groups for your company or organization.

Setting Up Permissions for a Group of
Administrators

By default, the Ektron elntranet comes with an Administrators group that can
perform all tasks in the Workarea.

To add or delete users from the Administrators group, follow these steps:

1. Inthe CMS400.NET workarea, choose Settings > User Groups. The
existing user groups display including Administrators.

2. Click Administrators. A roster of administrator users appears.

-,
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@ view Users in Group "Administrators”

Q) Settings ) Sl Sesrch
® [ Community Management

& = Configuration Lsername Lastname Firstname Language Last Login Al Locked
® [ Roles S admi Administrat Applicati English {J.83 BM/201010:34:48 AW
admin ministratar ication nglis 134: &

€ Business Rules - PR glish (U.8) O

@ Import XLIFF Files & AppEng  Engineer Application App Default ABI251201012:49:43 PM ]

€ User Groups & Manzoer  Manager Department  App Default  5M7/2010 9:12:22 A O

e Users

& Writer ‘Wiriter Freddie App Default 1252010 12:02:59 Pw ]
?ﬁ. Local intranet | Protected Mode: Off v B100% v i

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 con-
firm 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.

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.

Click on Engineering Department Managers, for example. A
roster appears (initially empty).

Click Add User (). A roster of all users appears.

Check the box next to each username that you want to have Depart-
ment Manager permissions.

Click Save (E) and confirm the operation. The users are added to the
Engineering Department Manager group roster with full control over
the Engineering department pages.

Click on Engineering Department and repeat steps 2 through 5,
selecting users that will have Engineering Department permissions.

Ektron elntranet
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(Department members cannot create collections or folders and cannot
restore deleted items.)

By default, the Everyone group has only Read-only and Traverse Folder
permissions to each department.

Setting Up Permissions for a Group of
Read-Only Users

The following example shows you how to create full permissions for two people
and read-only permissions for everyone else for the Announcements folder
content, because you may want only the CEO and Admin to be able to create
announcements.

Follow these steps:

1. Inthe CMS400.NET workarea, choose Content > Folders >
Content > Company > Announcements.

2. Choose View > Properties.

3. Click Permissions (/). A roster of users and groups appears.

4. Uncheck Allow this object to inherit permissions, because you
are setting specific permissions to this folder (and any child folders).

5. Click Add Permissions (‘«?). A roster of users appears.
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 per-
mission 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]).

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.

Ektron elntranet
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This section describes how to set up an approval chain so that content that is
created gets submitted for approval before it can be published on the Ektron
elntranet site. The Ektron CMS400.NET Reference Manual has complete
information about workflows and approval chains.

Note: If you assign a user group to an approval chain, only one member of the group needs to
approve the content, not all members. Also, if a user appears in an approval chain twice (both as
a user and part of a user group), the approval chain skips the second approval because the user
has already approved the content.

Adding a Person or Group to a Folder's
Approval Chain

To view and add a person or group to a folder's approval chain, follow these
steps.
1. Select a folder from the left frame of the Workarea > Content tab.
2. Click View > Properties.

3. Click Permissions (/1) and uncheck Allow this object to inherit
permissions.

Click Back (7).

5. Click View Approvals (35/). The approval chain appears in the lower
section of the screen.

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 per-
missions roster as described in Setting Up Permissions for Creating
Content on page 154.

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 selec-
tion. 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 (-a/). (Be sure to choose a folder that has
more than one approver.)

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

Ektron elntranet
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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 approver, meaning that changed con-
tent must be approved through that person or group first, then the
next person or group, and so on.

6. Click Save () 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.

[ e

& CM5400 )

W User: admin | You have 1
V400
r' 'neT Desktop poi0d Library Settings Reports Help

® view Approvals for the Folder "Announcements™
~ Folders ® = ' B + |Content Language: ®

Approval Method: Do Mot Force All Approvers
= &5 Folders b i

3 = Content Jser or Group Mame In] Approval Order
= [ Company &3 Everyone 2 1
1 2

[ Announcements & admin
5 Building Maps
[ CEO Blog

I

& CcEO
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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.

& CMS400 Workarea for ad

-W 3 User: admin | You have .
"
.h Desktop Library Settings Reports Help ||

|
{ @ view Forms "Request IT

~ Folders EERNEE il o U English (U.S.) w [k -select languags- + ()

MR | orm | post back message |

= &) Folders
B & Content
== Company
[ Announcements
[ Building Maps
= CED Blog

3 conferenceRoom Calendar

Form Title: Request|T Help

Form ID: 427

Status:  Checked Out

Description: 1T Help

[ Custom Messages
3 emntranetCalendar
= [ Forms

Form Data:  #Mail ¥Database =autofill form values

Assign Task To:  (unassigned)

[ Employee HandBook
= IT Help Content Properties
® [ Forums Content Title: Request IT Help
[ Locations Content ID: 427
[z Management Messages

= N Status: Checked Out
ews

£ Mewsletters
[£2 Photo Gallery

Last Editor:  Application Administrator

Start Date:  [Mone Specified]

End Date:  [Mone Specified]

Action on End Date:  [Mone Specified]
Date Created: 27672010 8:50:4% AM

< ] | 3

e‘y Local intranet | Protected Mode: Off 4y - ®100% - y

4. Click Report (liii). The form changes for you to specify viewing crite-
ria, such as start and end dates and so on.

Ektron elntranet
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Start Date: | -

End Date: | [None]

Report Display:  Table with Totals -

Select Legacy Report:  Reguest IT Help (ver.10) -

ills Get Report

5. Click ik Get Report. The requests display within the criteria that you
specified.

r @400 User: admin | You have ;.
Sy ’neT Desktop (& G01§ Library Settings Reports Help

~ Folders

Start Date: o
B & Folders ‘[Nnne] |
=] E?E?Czntent End Date: ‘ [MNone] |@
= ompany
Report Display: -
= Announcements eport Display:  Tahle with Totals
[ Building Maps Select Legacy Report:  Request [T Help (ver.10) =
£ cEo Blag illy Get Report
3 conferenceRoom Calendar " T Hel
eques elp
[£3 Custom Messages Delst
elete
[ eintranetCalendar ‘ ] ID Submitted By Date Submitted Mame  Fhone email Subject Urges
@& Forms 18 Administrator,  811/2010 Alice 555-  atremonti@ourcompany.com E
(= Employee HandBook application  11:56:24 M Tremant 1122 add
[Z 1T Help memary
= t
@5 Forums 1;:’;9
[ Locations
= 17 Administrator, BA1/2010  John 585 Jdoeg@ourcompany.com v
) News Application 11:49:56 AM  Doe 1212 Please
5 Newsletters install
the
[E5 Photo Gallery et
[ software [
for the
project.
Tntal 2
< " | D
€& Local intranet | Protected Mode: Off fa v W100% v |
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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.

D Las Edilr ity Uodded

i 4B Agminigatel ASORCHION | Mhanayy May 10, 2090
Bz 450 AOminisiratr, APPRCISEN | wingay, May 10, 20sp | | MOE Recent r1
Bl b Prossuct Rptease 505 Adminkarass, ACoScaBon | Fugaday sy 29 201¢ —

¥ recodts tound rl‘

The following table describes each of the blocks in the previous figure.

Widget Used Function

This widget shows content thatis currently in a checked-
out state. This occurs when the author is editing the con-

Content Currently Checked Out tent or if the browswer is closed without publishing. Use
this to control the amount of space used to store unpub-
lished content.

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
content.

Content Review

Content listed here is awaiting approval before it is pub-
Content Awaiting Approval lished. For more information about Approvals, see
9 App Approval Chains in the Ektron CMS400.NET Reference

Manual.

Ektron elntranet
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Widget Used Function

Forum Topics and Posts

This list shows new topics and posts that visitors have
added into a Discussion Board. For more information
about Discussion Boards and Forums, see the Ekiron
CMS400.NET Reference Manual.

Customers

When new customers use eCommerce for the first time
they are listed here. For more information abouteCom-
merce, see the Ektron CMS400.NET Reference Man-
ual.

Content Flags

Content that has been flagged with any flags such as
"inappropriate" or "out of date" by visitors appears in this
list. For more information about content flags, see the
Ektron CMS400.NET Reference Manual.

Customizing the SmartDesktop

Using PageBuilder functionality, you can add, rearrange, or remove widgets on
your Smart Desktop. To learn more about customizing the SmartDesktop, see
How Customizing the Smart Desktop Works in the Ektron CMS400.NET

Reference Manual.

-,
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Chapter 3

Using Widgets

Widgets are mini-applications that can provide either specific functionality
(calculators, search, and social bars, etc) or areas into which you can add
Ektron CMS400.NET content (content blocks, list summaries, collections, and so
on). You can drag and drop widgets onto a page using PageBuilder. To open the
widget bar from the PageBuilder menu, click on the up/down (IEias)

or down (i) controls.

The following table shows the el_* widgets.

Name Description

el_ActivityStream Widget on page
169

Shows the activities of users and groups with whom you have con-
nected using Community Settings within the Community Activities
section of the Web site.

Puts a blog on a page.

Shows a collection that is a list of content that you choose from the
content available in the CMS400.NET.

el_Callectlon

Ektron eIntranet
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Name Description

el_CommunityGroupMembers
Widget on page 176

Shows members in a community group. Additionally, if you are the
Group Administrator, you can add, remove or invite others to the

group.

el_ContentBlock Widget on page

178 Shows any content on your web page that you want from your

CMS400.NET. Additionally, you can add the following options to the
= content block.

‘ © Content Review with Ratings Stars.

= Provide links for Add To Favorites, Email, and Print.

#l_cantentSlock ©  Comments submitted by logged in visitors.

el_GroupSpaces Widget on page
181

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

Shows a header style with optional text.

el_ListSummary Widget on page
183

" Irﬂt.!-fn;ﬁ Shows a list of content from a folder (and optionally its subfolders) on
ol conl 5

a Title your Web page.

Summary
contents in

el_ListSummary

Ektron elntranet
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Name Description

el_Map Widget on page 186

Displays a map on your Web page.

188

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

Bl_MicraMessagl

el_News Widget on page 189

Vi
H':;:.EE Displays a list of content ranked by most viewed, popularity ratings,

Recent publish date (most recent).

2l_Mews

el_PhotoOfTheDay Widget on page
192

Shows an image file on your Web page.

g1_Pnoto Q1T helay

el_RecentBlogPosts Widget on
page 195

Shows the latest blog posts or contentin a CMS400.NET folder.

Bl_ReceniBlagPas
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Name Description

el_Search Widget on page 197

Puts a search box on a PageBuilder page. As you type a search
string, results show below the Search button.

al_Search

el_SiteMap Widget on page 199

Shows the site map, which is created from the Folder Breadcrumb

% settings in the Workarea. There are no properties to set in the Site-
map widget.

el_SiteMap

el_TagCloud Widget on page 200
i~y 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
atagtermis found, the larger the text. When you clickon a term in

the tag cloud, the items associated with this tag term display.

l_TagCloud

el_UpcomingEvents Widget on
page 201

Shows a list of scheduled calendar events.

BI_UpcomingEvent

el_WebSearch Widget on page 203

Displays a search box for site, colleagues, groups, and activities.

el_WebSearch

Ektron elntranet
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el_ActivityStream Widget

el_ActivityStream

Shows the activities of users and groups with whom you have connected using
Community Settings within the Community Activities sectioVersion 8.01 Rev 1.4
(September 2010)n of the Web site, similar to the following figure.

Activity Stream

% Freddie updated content, Q
P u. Department Settings.

il
Share b 14 dsys ago...
% Freddie updated content,
Poee & Default.
Share b 14 days ago...

. ""'f Application added new content,

i~ QTGM.

Share ¥ 14 days ago...

j ﬁ:‘ Application updated content,
i Home.
Share ¥ 17 days ago...

z Application updated content,

Home.

Share b 1T days ago...
Page 1of 2 @ B
Properties

To change the properties, click Edit ().
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Property Value

Enter the ObjectID of the user or group whose activity you want to see in the
stream.

Note: If you select a user's ID, the Activity Stream displays the activities that this

ObjectID user is watching; not only his activities.

Finding the ObjectID for a User belowFinding the ObjectID for a User below and
How to find the ObjectID for a Group below below for more information.

Feed Type Select User or Group to specify the type of feed for the ObjectID you set.

Enter the maximum number of activities to display in the Activity Stream. If more
Max Results than this number of activities is available, arrows appear at the bottom of the dis-
play, allowing the site visitor to see the older activities.

Enter the URL address of the page to display when a site visitor clicks More
Activity at the bottom of the Activity Stream; usually to the page where more
activities are displayed. For example: http: //myhost/news.aspx?id=1

ReadMore
Link

Finding the ObjectID for a User

To set the ObjectID of an Activity Stream widget that displays a user, follow
these steps.

1. Login 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”

Bl User Groups | Workarea

Username: jedit

First Mame: 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.

Ektron elntranet
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Log in to the Ektron CMS400.Net Workarea.

Go to Settings > Community Management > Community
Groups.

. The ID for each group appears on the screen, as shown below.

wy

+ elntranet

Eroup Mame Members |0 Membership Descrip
Engineering 1] @ Qpen Farthet
HF: 1 4 Open

| Love to Trawvel 4 3  Open Far ever
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el_Blog Widget

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

s
CEO Blog = supscrive

February 2010

Add Post
Cloud Computing

A Edit Delete Permanent link
Cloud computing. We keep hearing about it, referring to everything from SaasS
models of software to vifualization, and there's no single definition that
applies to all of its uses. At our company, I'm looking atit as one more way to
provide a scalable and flexible deployment solution that can still take
advantage of everything our company has to offer. By coupling a Web site
managed by our CMS with cloud computing, you have a very powerful
alternative to traditional hosting models

By hosting a Web site in a cloud environment like XZY, Web site scalability is
no longer limited to the server resources you have at your physical location
and control over data stays in the user's hands. As requirements change, the
cloud can allow for easy scaling of capacity. The elastic nature of cloud
computing gives you the advantage of always having the right amount of
resources. There is a built-in failover server effect that lets you use the server
capacity you need for most of the time, and during periods of spikes in trafiic Recent Posts
or other activity, your Web site can “ " use the T ur of
the cloud, eliminating any performance issues. When those high capacity
needs are no longer there, your Web site can go back to using its normal

Cloud Computing
2010 Kickoffl

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

Properties Tab

Property

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

BlogID navigate 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
CSS Path for the 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.

Ektron elntranet
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3. If the View Results panel is showing, click the content you want.
4. Click Save.
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el_Collection Widget
i3

el_Callectlon

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
CEQ's Message
Fequest [T Help
Search

Employee Change of Address
Authorized users create and edit collections in the Workarea.
To change the properties, click Edit ().
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 contenttitle.

Check to see more content titles with forward and backward buttons,
Enable Paging when more items are in a collection than were specified in the Page
Size parameter.

Ektron elntranet
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Add Text

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.

[
0 23 Add Quick Reference

A kg Add tems
SE= Properties

SelTaxonomylD

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

DisplaySelectedContent

Check to show content in this widget location when the site visitor
selects 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.

Header

Enter text for the Header. Check the Enable Header property box to
show this text. If no text is entered into the Header property, the col-
lection name shows.

XSLT

-,

o elntranet

Select one of the following to determine how the content information is
displayed.

BulletedList - Displays the content titles as a
bulleted list.

ecmNavigation - Displays the titles of the content.

ecmTeaser - Displays the titles and summary of the
content.

ecmHtml - Displays the entire content.

Ektron eIntranet
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el_CommunityGroupMembers Widget

El_CommunityGra

Shows members in a community group. Additionally, if you are the Group
Administrator, you can add, remove or invite others to the group. It looks like
this when you are logged in.

Members

Members (3)
Members | Fending Members(0) | Invitations
Remove

Application

Ann

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.

¥ Check the box next to a member and click Remove to delete that per-
son from the group.

To change the properties, click Edit ().

Properties
Property Value
Group ID Enter the ID number of the Group you want to display.

Ektron elntranet
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Property Value

Header Text

elntranet

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 itis
placed. (Optional)

Ektron elntranet
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el_ContentBlock Widget

=)

el_CaontentBlock

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 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 * W W
© conference room -
# add to favorites email & print

The marketing conference room construction project has stated. This
conference room is closed until further notice. Expected completion is in two
weeks.

¢ 0 COMMENTS
G3 ADD COMMENT

text only 2000 character limit

page 1of 1

To change the properties, click Edit ().
Fields

Field Description

Choose Content, Form, or Multimedia and then click View
Filtered by: Results on the bottom left of the dialog box to see the content items
in the selected type.

Ektron elntranet
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View Result

Click to display contents of the selected folder. Hover over a content
item so see a summary of the content. You can filter the content as
described in the previous table entry.

Cancel Button

Click to dismiss the dialog box without adding content.

Save button

Click to save the changes you made and dismiss the dialog box.

New button

Click to create new content (rather than selecting existing content).

Properties Tab

Property

Show Social
Bar

Check to show links for Add To Favorites, Email and Print.

Show Con-
tent Review

Check to include a Star Rating bar next to the content title. Ratings by visitors
indicate how they feel about the content. (Highly rated content attracts more
readers.)

Show Con-
tent Title

Check to show the title text. This parameter is superceded if the Header Text
hasavalue.

Show Mes-
sage Board

Check to allow comments on this content.

Header Text

Enter text to replace the title of the content. If this is blank, the content's title will
show.

Read More
Text

Enter the string for the Read More hyperlink set in the next property. For exam-
ple: "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".

Dynamic
Parameter

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.

The Folder, Taxonomy, and Search tabs help you find the content you want to
use in this widget.

Folder Tab

Wy

<o elntranet
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To select a folder or content, do the following:

1.
2.
3.
4.

Click the Folder tab.

Navigate to the folder you want and click it.

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

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.
2.
3.

4,

Click the Taxonomy tab.
Navigate to the lowest category branch that you want to use.

To select specific content, click the desired content in the View Results
panel.

Click Save.

Search Tab

To search for Content, do the following:

1.
2.
3.
4. Click the desired content in the View Results panel and click Save.

Click the Search tab.
Set the Filter By dropdown to Content, Forms, Multimedia.
Enter the Search Terms and press Enter.

Ektron elntranet
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el_GroupSpaces Widget
i=i

& |_GrolpSpaces

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.

Marketing Group Spaces
Create a Mew Group
LEA, Managment (Restricted)
ﬂ Tags: management
Founded:2/3/2010
Members:2

Marketing (Public)
% Tags: Marketing

Founded:2/3/2010

Members:3

To change the properties, click Edit (E).

Properties Tab

Property Value

Enter the text that displays above the group spaces. If left blank, a blank header

Header Text
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.

o Ektron eIntranet
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el_Header Widget

Shows a header style with optional text similar to the following example.
- - - ]
Header

Inramina Fuante

The style used by the header uses the following tag in the elntranet web site.

<h3 class="headerContent”>

To change the properties, click Edit (E).

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

Ektron elntranet
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el_ListSummary Widget

m Title
Summary
of contents

w Title =,
Sum
ot ‘

el_LlstSammary

Shows a list of content from a folder (and optionally its subfolders) on your
Web page similar to the following figure.

a
Sample Content Block 4
Sample Content Block Summary
Return the Books! 4
Return the Books!
Worldwide Customer Conference Announced 4

‘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! 4

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] [Mext] [Last]

Read More ¥

To change the properties, click Edit (EY).

Properties Tab

Property

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

FolderID Recursive property to include subfolders under this folder.
Enable Check to show header text above the el_ListSummary widget. If no text is
Header entered into the Header property, the folder name shows.
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Header Enter text for the header. Check the Enable Header property box to show this

text.
Select one of the following to determine how the content information displays.
BulletedList - Displays the content titles as a bulleted list.
S CalendarEvents - Displays a list of scheduled events.
XSLT
ecmNavigation - Displays the titles of the content.
ecmTeaser - Displays the titles and summary of the content.
ecmHtml - Displays each content in the list summary.
. Check to include content in subfolders under the folder indicated by the Fol-
Recursive
derlID property.
Enable Pag- Check to show links to page forward or backward through the content list. The
ing amount of content shown in each page is set by the ltems Per Page property.
Enable Scroll- Check to enable automatic scrolling, which animates the list by scrolling from top
ing to bottom then repeats indefinitely.
ltems Per Enter the number of content items you want to display on a page. If blank, page
Page forward/backward buttons do not show.
Check to show icons that represent each content item's type in the el_List-
Include Icons
Summary.
Sort Order Choose Ascending (A-Z; first-last) or Descending (Z-A; last-first).
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
Order By 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.
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Property

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.

2]
'C AI:II:I Quick Reference

R kg Add Items
3= Properties

Taxonomy |D

Enter the taxonomy ID with which content is associated when you choose Add
Items.

Display Con-
tent

Checkto retrieve and display HTML content for each item in the ListSummary.

Read More
Link Text

Enter text for the Read More Hyperlink setin 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".

elntranet
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el_Map Widget

r

P

&l_Map

Displays a map on your Web page that looks similar to the following figure.

‘Where e.g. Boston MA or Zip || Search |

sene |

Find What | | Directions

[JHide zoom control

°wa H A

L 5 48

130] 7
1@%@? e W20 10 blicrosoi r.Eg_rﬂur‘.rﬂa?F
tH 1o 2

3
%,

LG o

M P S HAT

O ROUUSGT Hs

Results 1 -1 of 1

No. Title

Distance Map Direction

Nashua

1. 542 Amherst strest  0.02 Mi [
Nashua, NH-03063

To change the

properties, click Edit (EY).

Properties Tab

Property Value

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

Folder ID

the map.

Enable
Header

Check to show Header Text above the Map Widget.

Ektron elntranet

Version 8.01
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Property Value

Enter text for the Header. If no text is entered, the folder name shows. Check

Header the Enable Header property box to show this text.

To select a folder or content, do the following:

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.

AN
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el_MicroMessaging Widget

Shows your status and activities similar to other micro-blogging services, and
looks similar to the following figure.

What are you working on?

Update Status

v
: a | Application: Welcome to Ektron!

r
: a | Application: Working with sales and marketing training

.
Application: Application updated content, V2\Work: i yout_content.png

¥ Marketing.

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.

Ektron elntranet
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el_News Widget

Views
Rating
Recent

Bl_Mews

Displays a list of content ranked by most viewed, popularity ratings, publish
date (most recent), and looks similar to the following figure.

| Hignest Rated || Most Recent | | Most Viewed |

¥ Sample Content  2/8/2010 10:47:37 AM
Ektron Sample Content

P WCMMadeSimple-Final  2/8/2010 10:47:37 AM

¥ Sample Content Block  2/8/2010 10:47:37 AM
Sample Content Block Summary

Read More b

Properties Tab

Property

Enter the ID of the folder that contains the items to appear in the list summary.

Folder 1D Set the Recursive property to include subfolders under this folder.
Enable Check to show header text above the list summary widget. If no text is entered
Header into the Header property, the folder name shows.
Enter text for the header. Check the Enable Header property box to show this
Header
text.
Select one of the following to determine how the content information displays.
BulletedList - Displays the content titles as a bulleted list.
CalendarEvents - Displays a list of scheduled events.
XSLT
ecmNavigation - Displays the titles of the content.
ecmTeaser - Displays the titles and summary of the content.
ecmHtml - Displays each content in the list summary.
~ Ektron elntranet
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. Check to include content in subfolders under the folder indicated by the Fol-
Recursive

derlID property.
Enable Pag- Check to show links to page forward or backward through the content list. The
ing amount of content shown in each page is set by the ltems Per Page property.
Enable Scroll- Check to enable automatic scrolling, which animates the list by scrolling from top
ing to bottom then repeats indefinitely.
ltems Per Enter the number of content items you want to display on a page. If blank, page
Page forward/backward buttons do not show.
Check to show icons that represent each content item's type in the List-
Include Icons
Summary.
Sort Order Choose Ascending (A-Z; first-last) orDescending (Z-A; last-first).
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
Order By 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.
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.
o
Add Text 0 [23 Add Quick Reference
R & Add ltems

=] Properties

Enter the taxonomy ID with which content is associated when you choose Add

Taxonomy ID ltems.

tD;rs]flay Cols Check to retrieve and display content for each block in the list summary.
Read More Enter text for the Read More Hyperlink set in the next property. For example:
Link Text "Read More..."

Ektron elntranet
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Read More Enter the hyperlink used for the Read More Text set in the previous property.
HyperLink For example: "Content.aspx?id=168".
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el_PhotoOfTheDay Widget

2 |_PhotodTThe Day

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

Photo of the Day

Timothy Shumaker joins the team
Goto Photo Gallery &y Print
Picture [EdEmail Photo

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 ().

Properties Tab

Property Value

Enter text to show a colored bar with text above the Photo of the Day. If you
leave this blank, no text or colored bar shows appears.

Header Text
Header text is placed inside an <h3> tag and adopts the same styles as the
column in which it is placed. (Optional)
If desired, enter the URL of a page that displays if a site visitor clicks the Photo of
Hyperlink the Day. For example, you could link to a photo gallery page for people to

peruse.

Ektron elntranet
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Property Value

Path to Photo Enter the URL of the page that contains the photo gallery.

Gallery

Eg:ble Cap- Check to show a caption under the Photo of the Day.

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:

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.

S Ektron elntranet 193
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ei_PhotoOfTheDay

Click here to install the Ektron Drag Drop Extension.

Ektron elntranet
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el_RecentBlogPosts Widget

&

El_RecentBlogPos

Shows the latest blog posts or content in a folder, and looks similar to the
following figure.

From the CEQ's Blog

a

‘We are currently looking forward to the start of a new year with several project
launches In 2010, we will be updating several of our products with more advanced

technology with an emphasis on social media. We will also focus on bringing
Read More #

To change the properties, click Edit ().

Properties Tab

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
Heading show above the content block. Text for the header is placed inside an <h3> tag and adopts the same styles as the col-
umn in which itis placed. (Optional)

Enter menu text. For example: if you enter "Add New Post" it appears in the edit menu as shown.

a
W f
=ty &

Add Toxt “ E3 Add New Post |

ter FProperties

ills view Page Activity
Folder ID Enter the folder ID that contains the content or blog posts.
. Check to show links to page forward or backward through the content list. The amount of content shown in each
EnablePaging .
page is set by the Results Per Page property.

Results Per . . s
Page Enter the number of content items to display in this widget. If blank, page forward/backward buttons do not show.
Direction Choose Ascending (A-Z; first-last) or Descending (Z-A; last-first).

S Ektron elntranet 195
oqd elntranet Version 8.01 Rev 1.4 (September 2010)

Wy



e s
ektron

Property Values

Choose one of the following options, sorted by the Direction property.

Title - Order by the title of the content.
DateModified - Order by the date the content was last edited.

Order Key

DateCreated - Order by the date the content was first published.

Last Editor's First Name - Order by the first name of the person who last published the content.

Last Editor's Last Name - Order by the last name of the person who last published the content.
Read More . ] ] on e
HyperLink Enter the hyperlink used for the Read More Text set in the previous property. For example: "Content.aspx?id=168".

Ektron elntranet

196 Version 8.01 Rev 1.4 (September 2010)



<
C

-,

~,

el_Search Widget

&l_Search

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

| |

View Results

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

Properties Tab

Property Value

Select the type of content to display in the results.

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

& Only Multimedia - Content with extensions such as .flv, .mp3,

Search Type -
.jpg, and soon.

@ Only Community Groups - Only content within groups that the

visitor is authorized to see. This includes public groups and groups
in which they have become a member.

& All Files - All content within the Ektron CMS400.NET Web site.

Taxonomy Tab
Select the Category to limit the search criteria.
To select a Category or Content, do the following:

1. Click the Taxonomy tab.
2. Navigate to the lowest category branch that you want to use.

Ektron eIntranet
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3. To select specific content, click the desired content in the View Results
panel.

4. Click Save.
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el_SiteMap Widget

7

l_SlteMap

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.

elntranet

Departments

HR
Folicies and Forms
Mews
Calendar

Training

IT

Marketing
Collateral
Mews
Calendar

Sales

Engineering

Engineering
Mews

Sales

Ektron elntranet
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el_TagCloud Widget

Shows the tags used on content, groups, and users and displays
Vo their size according to the popularity of the term in the list. The
more a tag term is found, the larger the text. When you click on a
=l Tazciud [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

Cooking Design Engineering M management Marketing Motorcycles Sales Tra\lel Writing

Group Tag Cloud

Department ergneerng 1 management MArKeting recresion saies rravel

Content Tag Cloud

announcment map Marketing new_member Travel

Ektron elntranet
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el_UpcomingEvents Widget

Software Engineering Staff
322 AM - 12:45 PM

Sales Round-Up
322 AM - 12:45 PM

Safety Training
322 AM -12:45 PM

401K Benefits
3:22 AM - 12:45 PM

Read More b

To change the properties, click Edit ().

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 Pag-
ing

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 ltems Per Page property.

Wy

<o elntranet
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ltems Per Enter the number of content items you want to display on a page. If blank, page
Page forward/backward buttons do not show.
Read More Enter the string for the Read More Hyperlink set in the next property. For exam-
Link text ple: "Read More..."
Read More Enter the hyperlink used for the Read More Link Text property. For example:
HyperLink "Events.aspx"

Folder Tab

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

To select a folder or content, do the following:

1.

2.
3.
4

Ektron

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.

elntranet
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el_WebSearch Widget

a

EI_'r"-'EDSE&f-}"I
Displays a search box for site, colleagues, groups, and activities, and looks
similar to the following figure.

Note: You cannot place more than one Web Search widget on the same
PageBuilder page.

WebSearch Widget

Search is disabled during page edit
Search Site  Search Colleagues  Search Groups  Search Activity

Basic Search Advanced Search

Site » | | Search

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 e

HTML
Documents
Images
Mulimedia
Forums
Tags
Pages

4. Click Search.

-,
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Search Colleagues

Users

Display Name V| | |

& Add Filter []Colleagues Only
Search

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

|DEEEEName Lo

First Name
LastMName
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
[ Display Name v | B ¥} Marketing
Select x e
[Category 3 ele O - News
[sas Blog
% Add Filter [Jcol
Search

P Filter by Category

Avatar Name Last Name | Information Status

Email: admin@example.com

Tags:
Application | Administrator | Mo user tags to display

User Location: @

Email: Writer@example.com
%) e Tags: Isa
] Content Writer Marketing colleague
| 4 Writing

g 1)

@ »

Ektron elntranet
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Search Groups

Search Site  Search Colleagues  Search Groups — Search Activity

Groups

Group Name b | | |

& Add Filter
Search

] Filter by Category

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

Group Mame

Description
Group Tags
Category

2. Enter the search term.
3. You can add a filter or add a category.
4. Click Search.

Search Activity

|[ Search J

1. Enter the term that can be found in Activity Stream messages.
2. Click Search.
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APPENDIX 4

Getting Support

The following resources are available to help you with your Ektron eIntranet

Locations and Phone Numbers

Location Phone

Worldwide Headquarters
542 Amherst Street (Route 101A)
Nashua, NH 03063 USA

1-866-4-EKTRON
603 -594-0249

SUPPORT

1-603-594-0249 x7002

Canada

675 Cochrane Drive East Tower, 6th Floor 905-530-2211

Markham, Ontario L3R 0B8

United Kingdom
Sienna Court,
The Broadway,
Maidenhead

SL6 1NJ

UK

+44 (0) 1628 509 040

Australia

Level 3

61 York Street
Sydney NSW 2000
Australia

+6129248 7222

Singapore

81 Anson Rd.
Suite 8.35, Level 8
Singapore 079908

+6129248 7206

For additional contact information, see http://www.ektron.com/contact/.
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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/).

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.

Ektron elntranet
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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.

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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Index

A

activities tab, personal profile
activity stream
appearance on activity timeline
widget

139

55

changing user group whose activ- 72

ities appear

changing user whose activities 71

appear
customizing
activity stream widget
activity timeline
allday option
web calendars
announcements
making
page
approval chain
assets
adding to elntranet
adding to personal profile

blog posts
recent
widget
blogs
CEO
adding entry
link on personal profile
widget
building maps page

calendars
adding events
community group
enabling
community group, adding
personal
personal, adding
recurring events
system
adding to widget
introduction
sample
types
widget
editing
placing on Web Page
CEOblog
adding entry

Intranet

70
169
55

107

80
44
157-158

97
145

195

46

78
142-143
172

37

106

132
113
140
114
108

112
104
105
110

111
105
46

colleagues

link on personal profile 141,160
collection widget 174
community group

calendars

enabling 132

calendars, adding 113

creating 117

dashboard 124

forum, enabling 132

group activity area of screen 123

group members area 123

members widget 176

message board

moderating 148

viewing 123
restricted membership

inviting users to join 129

requesting to join 131
users

documents 133

photos 133

viewing 117
company calendar page 48
company news page 41
conference room calendar page 25
content

block widget 178
content, permissions See permissions
custom tab

personal profile 137

D
dashboard

community group, customizing 124

personal 144
department pages

permissions, adding users 156
directory page 57
documents

adding to elntranet 97

personal profile 145

E
el_RecentBlogPosts widget 78
employee handbook page 31
events

calendar, adding 106

upcoming, widget 201

F
favorites

on personal profile 146
forums

community group

enabling 132

page, default 29

Index

G
gallery
photo See photos, adding to gallery
group activity area
community group 123
group members area
community group screen 123
group spaces widget 181
H
handbook,employee page 31
header widget 182
home page
editing 64
tour 4
I
inheritance
of permissions from parent folder 152
L
list summary widget
editing 83
listsummary widget 183
logo, changing 64
M
map widget 186
membership
community group
restricted 128
message board
group
moderating 128
viewing 123
personal
moderating 148
messages from management page 43
micro-messaging widget 188
moderating
group message board 128
my messages 55
my profile 52
N
news
widget 189
news items
displaying 83
newsletters page 33
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calendar
default 111
o R collection 174
office locations page 35 read-or_lly users gnmt:nlmggfow members 1;2
permissions el_RecentBlogPosts
content . 157 adding entries 78
P recent blog posts widget 195 rouD SPaces 181
recurring events group sp
. header 182
page adding to calendar 108 listsummary 183
adding new 94 requgst IT help page‘ 26 map 186
creating navigation to 97 restricted membership micro-messaging 188
Pagebuilder community group 128 news 189
page inviting Lljserstoljom 129 photo of the day
adding new 94 requesting to join 131 changing image 67
permissions quick reference collection
content adding a link 74
administrators S recent blog posts 195
adding or deleting 155 search 197
creating read-only users 157 search sitemap 199
department pages page 59 tag cloud 200
adding users 156 widget 197 twitter feed
inheritance from parent folder 152 site map setting up 86
managing 154 page 38 upcoming events 65, 201
overview 152 widget 199 changing calendar 65
phone book system calendar See calendars, system web search 203
content block, changing contentof 75
photo gallery page 50
managing photos 51 T
photo of the day
widget tag cloud
changing image 67 page 60
photos widget 200
adding on the photo gallerypage 51 tags
adding to gallery 100 tab
adding _to personal profile 147 personal profile 137
managing on the photo gallery page 51 twitter feed widget
profile setting up 86
personal
activities tab 139
blog link 142-143 U
calendars link 140
colleagues link 141,160 . .
custom tab 137 upcoming events widget 201
dashboard link 144 add'”g_ event 65
documents link 145 changing calendar 65
editing 138 user calendar  See calendars, personal
favorites link 146
forum tab 136
generaltab 135 w
groups link 141
photos link 147 web search widget 203
tags tab 137 WebCalendar See calendars,
widget widget
welcome guide page 22
Q widgets
activity stream 169
quick reference collection widget Activity Stream ,
adding a link 74 changing user group whose activ- 72
ities appear
changing user whose activites 71
appear
customizing 70
blog 172
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