Si

The Collaboration Company.

Getting Started Guide for Managers

SiteScape Forum
SiteScape WebWorkZone

This manual describes the initial steps that Forum and WebWorkZone
managers need to perform in order to set up our software.

Product Version: SiteScape Forum, Version 7.0, and WebWorkZone's 12/1/02 update
Publishing Date: November, 2002



First Printing November 1999
Revised February, September 2000, May 2001, November 2002

The information in this manual is subject to change without notice and should not be construed as a commitment by
SiteScape, Inc. SiteScape, Inc. assumes no responsibility for any errors that may appear in this manual.

The Forum software described in this document is furnished under a license and may be used or copied only in
accordance with the terms of such license. WebWorkZone users: The software described in this document is
furnished according to your Terms of Service Agreement. (To view these terms, access the WebWork Zone home
page at http://webworkzone.com and click on the Terms of Service link.)

SiteScape, SiteScape Forum, SiteScape Enterprise Forum, Forum, and WebWorkZone are trademarks of SiteScape,
Inc.

AltaVista is a trademark of Digital Equipment Corporation. Tru64 is a trademark of Compaq Computer Corporation.

Java and all Java-based names and logos are trademarks of Sun Microsystems, Inc., and refer to Sun's Java
Technologies. Solaris is a registered trademark of Sun Microsystems, Inc.

Netscape Communications, Netscape, Netscape Navigator, and Netscape Communicator are trademarks of Netscape
Communications Corporation.

Microsoft, Windows, Windows NT, Widows XP, Windows 2000, Outlook, FrontPage, and PowerPoint are registered
trademarks of Microsoft Corporation in the United States and/or other countries.

Sun One(TM) is a trademark of Sun Microsystems, Inc.

Citrix NFuse is a trademark of Citrix Systems, Inc.

mlIRC is a registered copyright of mIRC Company, Ltd.

Viador and Viador E-Portal Suite are trademarks of Viador Inc. of San Mateo, California.

Plumtree Corporate Portal and Plumtree Portal Gadgets are registered trademarks of Plumtree Software, Inc.

Oracle is a registered trademark of Oracle Corporation.
Tailor Made is a registered trademark of Tailor Made.
AvantGo is a trademark of AvantGo, Inc.

Palm is a trademark of 3Com Corporation or its subsidiaries.
Red Hat is a registered trademark of Red Hat, Inc.

Linux is a registered trademark of Linus Torvalds.

UNIX is a registered trademark in the United States and other countries,licensed exclusively through X/Open
Company, Ltd. UNIX and XWindow System are registered trademarks of X/Open Company, Ltd.

All other trademarks and service marks are the property of their respective companies.

© SiteScape, Inc., 2002, 2001, 2000. All Rights Reserved. Produced in the U.S.A.



Table of Contents

ADbOUt ThiS MANUAL....cciiieiiiniiiiiiiiiiiiinitrensnicnssncsssnicsssnessssnesssssssssssessssssssssssssssssssssssssssssssssssssssss \
What is in This ManuUal? ........ccoooiiiiiiiiieiieiccie ettt aeesteesaeesbeessaeensaens v
What are the CONVENTIONS? ......cccuviiiiiieeiieeeiieeeiee ettt eteeeeteeeereeesbeeesaveeeaaeesseeessseeessseeesnseeans vi
Where Can I Get More INformation?............ccoeeuieiiieriieiienie ettt vii

Creating YOUT ZOME....cueeneecsuensseensaensssesssesssassssesssssssassssassssasssssssssssssssssasssssssasss 1

Configuring SiteSCaApPe SOTtWATE......ueiivveiirirrinsrercsssnicsssisssanissssnssssssssssssssssssssssssssssssssssssssssssssssssse 5
I THiS CRAPLET....cuiieiiieiieiie ettt ettt ettt et e et e e beesateesseeesbeeseesnseenseesaneensaens 6
Use Management PAZES .........ooiviiiiiiiiiiieeiee ettt ettt e ettt e e et e e s e e s eitaee e 7

Access the Management MENUS .........c.coiuiiiiiiiieiierieeieee ettt s 7

Navigate the Management MENUS..........ccccuiiriieriieiiienieeiieiee et erieeeteeteesae e e saeeebeesenesnseens 7

Read about Management MENUS ...........cocuieriieiieniieiiieiieeeieeieeeiee e eseresreesteeesseenseessseesseenens 8
LOZ IN AS @ MANAZET ..ceouiiiiiiiiiiiiieee ettt ettt e bt e et e et eesbbeesabeeesaae 8
Set Access to the Zone WOTKSPACE .......ccueeuieiiiiiieiieeiieteete ettt ettt nenas 9
Set Access to the USer Database ..........coeeuieieriiiieiieieeieee e 10
CTEALE GTOUPS ...ttt ettt ettt ettt et et et e st e bt sae e st e e s bt e e bt e beesateebeesaneeaneens 10
Disable Access to Product FEAtUIES .........ccueevuieiiieiiieiieciieie et 12
Specify your E-Mail Server (FOrum only) .......cccccciieiiiieiiieeiieeeeeeeeee e 13
Perform Basic CUStOMIZATIONS .........c.eieiiieeiiieeiieeeiieeeieeeetee et e e ireeesaaeesveeesseeeseseeesaseeenaseeans 13
Enable a Discussion Forum for E-Mail Notifications.............ccceevierieenieniiieniienieeeeeie e 16
InVite USEIS t0 the ZOME .......oiiuiiiiiiiii ittt 17
Add USETS t0 GIOUPS ....enveeniieiieriieteeitestt ettt ettt ettt ettt sttt et sb e e sae et s bt besanesaeeseeanens 18
Read Getting the Most Out of Online Collaboration ..............ccceevieeciienieiiiienieeeieeeeeee e 19

Understanding Management RoOIES .....cueeienienniinnensnennensennsnensecssnesssessssesssesssssssssssssssssesans 21

Understanding Access CONLIol ......cccueiiciiisnniicssssnnicssssnnrissssssssessssssssssssssssssssssssesssssssssssssssssssssss 23
Role-Based AcCCEsS CONIIOL .......ccuieiiiiiiiiiiieiieiie ettt ettt e e e eeeas 23
Access-Control Tables (or "Managing by Rights") .........ccccvuieeiiiiiiiiiiiiiieceeeie et 24
USEIS ANA GIOUPS ..cneitiiiiieeiteett ettt ettt ettt et ettt et sat et eat e sb e e bt et e s bt et e eaaesaeenteennens 25

Custom Commands and WorkfloW........ieceeiiniiiniiinnsieissencssnencsseecsssencssseessssncssssecssssecssnes 27
Understanding Custom Commands and Workflow Processes...........cccevcveevieriienienieiiieenninn, 27
A User Scenario for Workflow ..o 28

Define the WOrKfloOW ProCess .......c.uiiiiiiiiiiieiieeeece ettt e 28
Configure the Workflow ProCESS .........ccvieiiiiiiiiiiiiecieeieeeet e 30
Define Transition DITECHIVES .......eeiuiiiiiiriiiiiieiie ettt sttt 31

il



Define AcCess RIZIES .....ooiiiiiiiiieeeece ettt e e e e e es 33

Define NOTHICATIONS .....veiiiiieiieiiietie ettt sttt e sttt e sate et esseeenbeens 35
Define the Custom Command to Initiate the Workflow ..........ccccoceeiiiiiiiiiiniiiiieeeee, 38
More Help About Custom COmMmMANAS........c.cccvrevierieriiieriieeieenieeeieeieesveereeseeeesseessnessseens 39

More Help About WOTKIIOW ......coovviiiiiieie et 39
Creating Additional WOTrKSPACES .....ccoeverersrercssricssnissssnesssanssssssssssssssssssssssssssssssssssssssssssssssssssases 41
Gather Information from YOUT USETS .......c.cecieriieiiienieeiieeieeieeeee ettt ettt e e eeaeeneeas 41
Creating a Child WOTKSPACE .......cooiuiiiiiiiiiiii ettt 42
INEXT STEPS cevrrerverisssrresssriessrncsssnncsssnsssssnesssnessssssssssssssssssssassssssssssssssssssssssssssssssssssssssssssssssssssssssssssss 43
INA@X uuiiiiiiiiiiirininnininniesinnicssnticsssnesssnessssnesssssessssesssssesssssesssssssssssesssssssssssssssssssssnesssssssssssssssnsssnes 45

v



About This Manual

This chapter provides introductory information about using this manual to learn about
managing Forum and WebWorkZone.

What is in This Manual?

This manual assumes that you have skimmed the User Guide, and provides you with
information about the following:

e Setting up your zone so that your users can get started

We provide two tutorial and three general-purpose forums for your users. Forums are
the primary collaboration tools of our software, and include discussion forums (where
you can post topics and replies, share documents, conduct polls, and post URLSs),
calendars, tasks, chat rooms, and the messaging window.

This manual explains how to set up your zone so that it is minimally configured to the
specifications of your organization.

¢ Understanding management roles

You may choose to delegate management of workspaces and forums within your zone.

e C(Creating a custom command

By creating custom commands, you can create entries in discussion forums that match
the way that your users do their work. For example, using simple HTML menus, you
can create custom commands and entries such as “Enter a Bid,” “Enter a Resume,”
“Add a Defect Report,” and so on. The entries contain custom information that
applies to construction bidding, resume tracking, defect reports, and other processes.

e Creating a workflow process

Many customizations require the creation of a workflow process that can be initiated
for a standard or custom command in a discussion forum. Workflow processes define
steps through which an entry must pass, automatically notifying individuals or groups
when they are required to take action on the entry. For example, a construction
bidding workflow process can send e-mail to all foremen when a contractor enters a
bid, hide the entry from competing contractors, identify decisions made about bids
(“Need More Information,” “Under Consideration,” “Rejected,” “Won”), and notify
the head foreman when a bid has been stuck in one step of the process for too long
and needs action.

What is in This Manual?



e (reating additional workspaces

Workspaces are virtual office spaces for subgroups within your organization.
Everyone in your organization can access the zone workspace, and, as an option, you
can create additional workspaces as needed.

e Next steps

Implementing a robust collaborative environment using our software requires working
closely with your users, understanding their work, integrating the use of our software
into the culture of your organization, and customizing our software as your users’

needs change. This manual provides pointers to more information about these topics.

What are the Conventions?

This manual employs the following conventions:

Table 1: Conventions

What you see What it means
Add toolbar item Toolbar items, links, menu items, and buttons
Click on the Getting Started link are presented in bold font.

Click on the Add Document menu item
Click on the Close button

Type st at us, then press Enter. Text that you must type and file names are

Open the wvz_qui ckst art . doc file. presented in Cour i er font.

A workspace is... A new term is presented in jtalic font when it is
first defined.

This manual includes pictures from Forum and WebWorkZone. The pictures illustrate how to
perform various tasks, and they apply to both Forum and WebWorkZone.

Vi What are the Conventions?



Where Can | Get More Information?

This manual presents getting started information for managers, but does not provide a
complete reference of all available management commands.

To view a complete reference, do the following:

1. Login.

2. Click on the Help toolbar item located above the right side of the blue toolbar.
Help information appears in a separate browser window.

3. Inthe Help window, click on the Show Help topics for managers link, located at the top
of the left frame.

You can find introductory information in the “How do you...” and "More information
about..." sections located toward the bottom of the page in the right frame. To view
information about a specific management task, click on its linked title in the left frame.

In addition to reading the information provided in this manual, we invite you to participate in
SiteScape's support, Help, and customization forums. These forums provide a greater level of
detail (especially about some of WebWorkZone's more technically challenging features),
collaborative exchanges with SiteScape engineers and with members of our support team,
and the most up-to-date information available about our products and services.

For more information, use the following URLSs to access these forums:

Support: http://support.sitescape.com/forum/support/dispatch.cgi/wwzsupport

Help: http://help.sitescape.com/

Customization: http://support.sitescape.com/forum/support/dispatch.cgi/custom

Note: Forum managers can proceed to Chapter 2.

Where Can | Get More Information? Vii
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Chapter 1: Creating Your Zone

Creating Your Zone

The first step in using our software is to create a zone for your organization. In short, a zone
is “everything and everybody.” It contains usernames for all members of your organization,
and it contains all of the forums, tools, and work areas (called workspaces) that you need to
collaborate online. (For more information on forums and workspaces, see the User Guide.)

Note: Forum managers create their zone upon installation. If you are a Forum manager,
please proceed to Chapter 2.

To create your zone, do the following:

1. Access WebWorkzone’s home page by directing your browser to the following URL:
https://webworkzone.com

The WebWorkZone home page appears.

Company Products Download

Enterprise Forum 6.0
WebWorkZone

= Features

= Frequently asked questions.
* Security & technology

= Pricing

» Terms of service
Contact sales

WebWorkZone Login

Login Hame
Password

Zone Hame

Login

Support Training Customizations Resellers Press Contact

WebWorkZone Hosted Collaboration

Wieh\WorkZone provides an effective and easy way to Click here to sign up
communicate, share resources and knowledge, and collaborate for a free 30-day trial
with employees, customers and husiness partners, without the of WebWorkZone

overhead oftraditional software. Providing the sophisticated

functionality of SiteScape Enterprise Forum 6.0 in a hosted

solution featuring an attractive and ergonomic new interface, WebWorkZone is truly a peerless
collaboration solution

Click here to sign up for a free 30-day trial of WebWorkZone!

Users can host online discussions; share and revise documents and files; chat; send quick
messages and schedule meetings using shared calendars.

WebWorkZone is inherently flexible and fits into any environment. Itis totally web-based and
can he accessed by any device - desktap, laptap or PDA- that uses aweb browser.

In addition, WebWorkZone includes portal support for Oracle Corporation’s E-Business
Fartal™, Plumiree Software's Corporate Portal™, Viador Inc.'s E-Fortal Suite™, and now Citrix
Systems'®PS 3.51.

The powerful Workflow option makes collahoration significantly faster, easier, and mare
efficient by automating repetitive tasks and driving processes to completion.

2. Click on either the button or the link to sign up for a free 30-day trial of WebWorkZone.
The “Welcome to WebWorkZone” form appears.

3. Fill out the form, using the information in the grey box for assistance. Make sure you
read and agree to the Terms of Service Agreement.

4. After you finish filling out the form, click on the Next button at the bottom of the page.

If you clicked on the billing information checkbox, WebWorkZone presents a wizard
page that assists you in providing this information.

Otherwise, WebWorkZone displays the “Congratulations” page, which provides you with
an overview of your zone registration information. You may want to print this page for

future reference.
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Creating Your Zone

5. Click on the OK button at the bottom of the “Congratulations” page.

WebWorkZone displays the zone-workspace page of your newly created zone. The
following picture is similar to what you see when you first view your zone workspace:

Widget Company

Widget Compan i

Schroeder

Workspaces
-) Widet Company VWorkspace

Current Workspace
Widget Company Workspace
Discussions and document-sharing forums
Dizcuszion forum for Widget Company
Wanacer tutorial for Widoget Comparry
User tutorial for Widnet Company
Calendars
B cCalendar for VWidnet Company
Chat rooms
(®€) Chat Room for vidget Comparry

= Sitefcape Bnterprize Forum 7.0 O5OEZ002-F 0907
S Itascqpe Copyright @ 1999-2001 - SiteScape, Ine.Al rights reserved.
= Use of this software is subject to a licensing agreement.
-
Fo'“m - SiteScape Forum iz 3 trademark of SiteScape, Inc.

Notice that in the upper-left corner, WebWorkZone displays the name you specified when
you provided your zone registration information. This is your username. When

WebWorkZone displays your username in the upper-left corner, it means that you are logged
into the system.

WebWorkZone provides two discussions that serve as tutorials for general users and for

managers. (Only you and the users you designate as zone managers can see and access the
managers’ tutorial.) WWZ also provides a new discussion, calendar, and chat room for use
by all members of your organization. Although WWZ is immediately usable, please follow

the instructions in Chapter 2 to make sure that your zone is optimally configured and ready
for your users.

As shown in the previous picture, immediately following the creation of the zone,

WebWorkZone logs you in automatically. In the future, you must provide your username and
password to WebWorkZone before you can be logged in.
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Let’s assume that you close your browser, and, the next day, you want to access
WebWorkZone. The following picture shows you how to specify a URL to your browser that

includes your zone’s short name as a way to access your zone quickly:

a SiteScape Forum Login - Microsoft Internek Exp

=10lx]

J File Edit Miew Faworites  Tools  Help

J@Backv = -

Jnddress e https:fhvebworkzone . comwidgetcompanyzone!
~

Widget Company

Login name: |

FPasswoard: |

Login |

| forgot my password

-
g
e

WebWorkZone =

Ano ous Tracker | Web files | Site map | Search all | Help

Workspace | My summary | Discussions | Calendars | Tasks | Chatrooms | Messaging

[-|

(3] I_I_ [2E Local intranet

4

Specify the URL shown in the picture to get to WebWorkZone’s Login screen, replacing
wi dget conpanyzone above with the zone name you specified when you created the zone.
Enter your username and password, then click on the Login button. (You may want to

bookmark this page so that you can get to it quickly in the future.)

If you forget your password, leave the text boxes blank and click on the I forgot my
password link. WebWorkZone then uses the e-mail address that you provided during zone

registration to send you a new password.
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Chapter 2: Configuring SiteScape Software

Before your users can enjoy the benefits of using Forum or WebWorkZone, you need to
perform some initial management tasks to configure our software.

The management tasks in Forum and WebWorkZone are divided into four different sets,
depending on level of access:

Manage the zone

Manage this workspace
e Manage groups
e Manage users

Because the tasks have been separated into sets, each management menu requires only
minimal scrolling for you to view all of its items. In addition, the tasks on each menu are
divided into groups based on the type of task you can perform. For example, on the
workspace management menu, there are five categories of tasks, including "Manage
workspace features," "Manage workspace layout and display," "Manage access control," and
more. The tasks that belong to each group appear below their group name, so you can find
the task you want quickly.

With the convenience of the new menus, you can perform complicated tasks without having
to navigate up and down the zone/workspace/forum hierarchy. For example, to set up a new
workspace, you can create new groups of users from the "Manage groups" menu, then
navigate directly to the "Manage the workspace" menu to create a new workspace. From the
same menu, you can create new forums for your workspace, and use access controls to
specify which groups will have access to each forum. In this way, you can use tools at
various levels of management with just a few clicks of the mouse.

Note: If you do not have access privileges to manage a resource, the management menu
for that resource is unavailable to you.

Of course, complex tasks such as setting up a new workspace require a lot of planning in
advance. For more information, refer to the manual Getting the Most Out of Online
Collaboration.
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In This Chapter

This chapter describes all of the steps necessary to set up SiteScape software so that it is
minimally configured to the specifications of your organization.

What you need to do

Why you want to do it

Use Management Pages

You can use our new management menus to
perform tasks that affect various resources
without leaving the context of the current

workspace or forum.

Log In As a Manager

Logging in to the zone-management account
allows you to perform all of the management
tasks for the zone and the current workspace.

Set Access to the Zone Workspace

You need to decide who has the right to view
your zone workspace, which is the workspace
accessible to all users in your organization.

Set Access to the User Database

You need to decide if you want users to have the
right to register themselves (this is the default),
or if you want zone managers to register users.

Create Groups

You need to be able to create and manage
groups to take full advantage of our software’s
access control options.

Disable Access to Product Features

There are optional features that you can turn off.

Specify your E-Mail Server (Forum only)

You must specify an e-mail server to enable
Forum’s mail features.

Perform Basic Customizations

You may want to change the name of the zone to
the name of your organization, or you may want
to add introductory or trailing text to the zone-
workspace page.

Enable a Discussion Forum for E-Mail
Notifications

Users cannot receive e-mail notification of new
or modified entries in a discussion forum unless
you enable this feature.

Invite Users to the Zone

Provide the e-mail addresses of your users, and
the software sends users a link to pages that
guide them through the registration process.

Add Users to Groups

Users are often granted or denied access to
forums according to their group membership.

Read Getting the Most Out of Online
Collaboration

Configuring our software and leaving the
workspace sparsely populated is not enough to
create a useful, intuitive collaboration
environment. There are a few more tasks you
need to accomplish before that can happen.

In This Chapter
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Use Management Pages

Forum's management menus allow you to perform tasks that affect various resources without
leaving the context of the current workspace or forum. In addition to the tasks necessary to
manage the current resource, each management menu contains links to other menus, so you
can easily navigate to the set of tasks you want.

Access the Management Menus

To access the management menus, you need to be logged in as a manager. You can access the
menus from your workspace page or "My Summary" page by clicking on the Manage
toolbar item, and selecting the level you want to manage from the drop-down menu. If you
have the appropriate access privileges, you can manage The zone, This workspace, Groups,
or Users.

Managing a discussion forum or chat room requires a different path. From the discussion
forum or chat room that you want to manage, choose Administration from the Tools menu.
(Chat and discussion managers may not have access to the higher-level management menus.)
Other forums, such as Tasks and Calendars, do not yet support the new-style management
pages. To manage one of these forums, you can use the forum-specific toolbar item to access
the forum's management tools.

Navigate the Management Menus

At the top of each management menu, you can see the name of the area you are currently
managing. Below this name, in the "Select other management areas" section, you can see
navigation links to the other management menus. You can use these links to perform a
variety of tasks at different levels of management; for example, you can move from zone
management to workspace management to user management. For more information, you can
click on the information icon next to each link, as follows:

For illustration only: E

When you are finished using the management menus, click on the Close button on each
menu you opened to return to the previous page.

At the time of this writing, you can navigate from a discussion or chat management menu to
the other management menus. However, you cannot use the navigation section to return to
managing the individual forum.

Use Management Pages 7
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Read about Management Menus

In this manual and in the online Help system, each page that describes a management task on
the new menus contains a navigation guide that looks like the following:

Manage > Users

Navigation: | Look for... Click on...

Basic user management tools Register a user

In the header above the table, the word to the left of the "greater than" sign (>) refers to the
toolbar item you need to click on (in this case, Manage), and the word to the right of the
"greater than" sign refers to the menu item you need to select to view the appropriate
management menu (in this case, Users).

In the left column of the table, the group name that appears refers to the row you need to look
for on the management menu.

In the right column of this table, the task name that appears refers to the specific link you
need to click on in that row of the management menu.

For managing discussion forums or chat rooms, access the management tasks through the
Tools menu as follows:

Tools > Administration

Instructions for performing the task appear below each navigation table.

Log In As a Manager

You need to log in with a manager account in order to set up our software for your users.

To log in as a manager, do the following:

1. Provide a URL to your browser that allows you to view the zone-workspace page.
The URL differs according to product, as follows:
Forum: ht t p: / / your conpany. cont avf/ aca- 1/ di spat ch. cgi
WebWorkZone: htt p: / / webwor kzone. conf zonenane

Note: Replace portions of the URL above with values that you specified during
installation or zone creation.

2. Inthe “Login name” box, enter the username of the zone manager, as follows:
Forum: Enter wf _admi n.

WebWorkZone: Enter the username of the person who created the zone.

3. Press the Tab key to move to the next line of the form.

8 Log In As a Manager
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4. In the Password box, enter the password you specified when you installed Forum or
created the zone.

5. Click on the Login button.

The zone-workspace page appears.

The zone manager’s group name is slightly different in Forum (SSF Administrators) and
WebWorkZone (Administrators). However, when configuring your zone, the functions of the
groups are the same. From this point forward in this manual, the group name
“Administrators” refers to both SSF Administrators and WebWorkZone Administrators.

By default, members of the Administrators group have the right to manage the zone. This
means they can create new workspaces, create forums, add users, and so on. (For a complete
list of zone management tasks, click on the Zone Management link in the table of contents
located in the left frame of the online Manager Help system.)

If you choose to give other users the right to perform zone management, you can add those
users’ names to the Administrators group.

Set Access to the Zone Workspace

The zone workspace is the first page you view when you enter the zone. It is identical in
function to all other workspace pages. As a manager, you may find it useful to control who
can or cannot view the zone workspace. For example, using Forum, you can disable access to
the zone by anonymous users. Or, using WebWorkZone (which disables anonymous access
by default), you can require that registered users be added to a group before they can
participate.

If you want to prevent anonymous users from viewing any page in your zone, you need to
change the default access to the zone workspace.

Manage > This workspace

Navigation: | Look for... Click on...

Manage access control Set workspace access control

1. Navigate to the "Role-based access control" page.
(If the ACL table appears, click manage by roles.)

2. Make sure the link in the upper-right corner reads Inherit role membership definitions.
If the link reads Specify role membership definitions, click on it.

3. In the Visitors column, click on the "Anonymous users" checkbox.
Click on the Remove the selected groups from the roles button.

The "Role-based access control" page reappears. Anonymous users are no longer in the
Visitors role, so they cannot view any pages in the zone.

Set Access to the Zone Workspace 9
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To return to the zone workspace, click on the link at the top of the page.

Note: The preceding is one of two methods we provide to control access. See Chapter 4 for
an overview of the two methods.

Set Access to the User Database

When you set access to the user database, you determine who has the right to create user
profiles, modify user accounts, create groups, and more.

Manage > Users

Navigation: |Look for... Click on...

Basic user management tools User database access control

1. Navigate to the ACL table for the user database.

2. Check and uncheck the boxes to alter the access control to the user database. Altering this
access affects activities such as creating user accounts, modifying them, deleting them,
and so forth.

If you want to prevent anonymous users from being able to register themselves, remove
the check from the Anonymous Users row and the “Create a new user account” column.

You can also use this table to allow a group other than Administrators to create user
accounts and groups.

Note: The SSF Administrators group should retain access-control and administrative
privileges; as a general guideline, do not remove the checks from this row.

3. Click on the Apply button.
4. Click on the Close button.

Create Groups

If you want every user to be able to access every workspace or forum within your zone, there
is no need to define groups beyond the default groups. However, if you anticipate creating
resources that are exclusively designed for subgroups within your organization, it can be
helpful to define groups now.

For example, if you are a member of a ten-person team that uses our software to complete a
focused project, do not define groups. If you are working for a large company that has
significant or large subgroups (for example, the sales department, the marketing department,
and so on), then, as a convenience to yourself, you can define those groups now.

In version 7.0, you can also allow groups to contain other groups. In this way, managers can
define groups that match their company's organizational structure, and then create additional
project-based groups to contain the relevant groups of users. For example, if your company

10
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has engineers in the USA, Japan, and France, you might have three groups called “Engineers
USA,” “Engineers Japan,” and “Engineers France.” Then, all three of these groups could
belong to a larger group called “Engineering.”

The groups-within-groups feature simplifies forum management by separating the
responsibilities of group management and access control. The owner of a group is in charge
of the group membership, and the owner of a forum can easily choose the groups that can
access the forum. If the group owner makes changes to the group membership, these changes
do not affect access control.

There are several ways to define groups, and this section shows you one way.

To define a group, do the following:

1. Access your zone-workspace page.
Log in as a zone manager.

3. Click on the Wizards toolbar item.
Our software displays the "Wizard menu" page.
Click on the Create a group link.

Read the introductory page to the "Create a group of users" wizard, and then click on the
Next button.

6. Provide a name for your group, and click on the Next button.

Group names can be multiple words, and you do not have to enclose the words in any
way (for example, you do not need to use quotation marks). The following are examples
of possible group names:

executive board
managenent

I T

mar ket i ng depart nent
sal es depart nent

7. For now, skip the "Search..." page by clicking the Next button, since you have not yet
invited users into the zone.

8. Review the "Summary for the group" page, and, if you are satisfied with the group's
name, click on the Finish button.

If you would like to rename the group, use the Back button to view the "Group name"
page and specify another name.

Our software displays a "Congratulations..." page. You have just created a group that has
no members and is owned by a zone manager. After users have been invited to the zone
and registered, you can add them to the appropriate groups. (The "Set up your zone"
section describes how to do this.)

Create Groups 11
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To add more groups, click on the Close button on the "Congratulations..." page, then repeat
steps 4 through 8. Repeat this process for every group you wish to create.

Do not be concerned about creating every possible group for your organization, because you
can always create groups later. At this point in the setup process, we recommend creating
groups for the major divisions within your organization (for example, major departments or
powerful administrative workgroups).

Let your users come back to you to request the creation of additional groups, because the
groups will then mirror how your users are actually doing their work with our collaboration
software. (Creating an organizational structure that matches the way your users do their work
is covered in greater detail in the hardcopy PDF manual, Getting the Most out of Online
Collaboration.)

Disable Access to Product Features

There are features of our software that we allow you to turn off, if they do not meet your
organization's needs, or if they are counter to your organization's philosophies and policies.

Also, we have features that are disabled by default and that we allow you to turn on. These
features are predominantly features from previous versions of our software that we make
available to our previous customers for backward compatibility. If you are a new user of our
software, we recommend that you not turn on these features, as some features are not
documented, and they are not designed to be integrated with the tabbed interface.

Manage > The zone

Navigation: | Look for... Click on...

Zone management tools Select features for this zone

1. Navigate to this management page.
2. Click on the checkboxes of the features you want to turn off or on.
3. Click on the OK button.

The most common uses of this page are as follows:

e To turn off the ability to use messaging or chat rooms, if messaging or chatting does
not match the culture of your organization

e To control the type of e-mail notifications that are used

¢ To prevent users from uploading potentially large files
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Specify your E-Mail Server (Forum only)

To enable users to use the Send Mail feature in several forums, and to enable them to receive
e-mail notifications, you must provide Forum with information about your e-mail server.

Manage > The zone

Navigation: | Look for... Click on...

Configuration tools Manage e-mail properties

1. Navigate to this management page.

2. Provide the name of the machine that runs your "outgoing" SMTP e-mail server
software.

Your system administrator can provide the name of this machine, if you do not know it. If
the machine on which you installed Forum also runs an e-mail server, just specify
"localhost".

3. If the default port number is not correct, change it.

If you do not know the port number of your e-mail server, consult your system or
network administrator.

4. Provide a default "from address" for all e-mail notifications sent by Forum.

The address must have correct e-mail syntax, but it does not need to correspond to an
actual e-mail account. For example, you can enter the following:

your name@ our conpany. com
5. Click on the OK button.

Your e-mail server has been specified.

Perform Basic Customizations

Our software provides you with wizards that quickly implement basic customizations. For
example, you can change the title of your zone or workspace, add a graphic (such as a
company logo), add introductory text to the workspace page, and add text to the end of the
workspace page. By taking advantage of these simple customizations, you can make your
zone and workspace page friendlier and more intuitive to your users.

To change the name and graphic of the zone, do the following:

Manage > The zone

Navigation: | Look for... Click on...

Zone management tools Modify the zone

Specify your E-Mail Server (Forum only) 13
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1. Navigate to this management page.

The “Modify the zone” wizard appears.

Using the “Modify the zone” wizard, you can make the following modifications:

¢ Change the name of the zone

In the text box, enter a zone name that reflects the nature of your entire
organization (for example, "WidgetCo Zone" or "Widget Project Team Zone").
This title appears in the upper-left corner of the large, blue bar at the top of the
page.

e Upload a new zone graphic

Use the Browse button to the right of the text box to specify the name of a .GIF or
JPG file (such as your organization's logo). This graphic appears in the upper-left
corner of the large blue bar at the top of the page, just to the left of the zone name.

Since it is helpful to preserve vertical space on web pages, we recommend that
you choose a graphic with a small height (72 dpi, no taller than 100 pixels).

¢ Or delete the zone graphic

If you previously uploaded a graphic that you wish to remove, and if you prefer to
have no zone graphic, do not specify a file name in the "Upload a new zone
graphic" text box, and click on this checkbox.

2. Follow the wizard instructions.

Your changes are reflected in the blue bar at the top of the page.

Remember, these changes are optional. You can cancel the wizard at any time before you
click on the Finish button.

To change the workspace name, greeting, or postamble, do the following:

Manage > This workspace

Navigation: | Look for... Click on...

Manage workspace layout and Modify workspace appearance
display

Navigate to the "Modify the current workspace" wizard.

You can modify the following features:
e Workspace name

e QGreeting text

You can change the visitor greeting and the participant greeting. The visitor greeting is
seen by members of the Visitors group only. As an example, you can enter a reminder

14
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to visitors that they must register in order to use your forums. The participant greeting
is seen by the Participants group only. You might wish to enter a message with contact
information in case participants have difficulty using Forum.

e Postamble text

You may want to direct users to additional information and resources, other
collaboration areas, or a company's homepage. You may use HTML tags in text
boxes. For example, you can include an image that links to your company's
homepage.

The following are some ideas for further personalizing our software to make it more inviting
for your users:

e Consider adding an introductory entry to each new discussion forum that you create.
This entry can take the form of a brief "mission statement" for the discussion forum—
naming, for example, the subjects to be discussed, and perhaps some ground rules.

¢ Along the same lines, consider adding some new usage tips to the User Tutorial
forum. If users receive practical advice about using Forum to accomplish tasks
specific to your organization, they will be more motivated to do so.

e Try creating a chat session that your users will recognize as useful, such as a
"brainstorming area" to prepare for a big meeting. Make sure that the chat session's
name clearly reflects its purpose (for example, do not call it "Chat Room 1").

More information on making your installation a vital part of your organization can be found
in the manual Getting the Most Out of Online Collaboration.As mentioned, our software
supports customization options that you can use to radically change both the look-and-feel
and the functionality of the product. For example, using a combination of custom commands,
workflow, and templates, you can create an application that is completely different from the
existing applications (discussions, chat rooms, calendars, and messaging). You can create
applications dedicated to purchase-order approval, documentation review, customer support,
defect reporting, or any task that is routinely performed by your organization. For more
information about customization options, click on the Customizations link in the table of
contents of the online Help.
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Enable a Discussion Forum for E-Mail Notifications

One of the most popular ways for users to track new and changed entries in a discussion
forum is to have our software send them e-mail notifications. E-mail notifications provide a
summary of recent activities in the forum, and provide links to the new or changed entries.
However, users cannot receive these notifications until you configure the discussion forum to
send them.

Tools > Administration

Navigation: | Look for... Click on...

E-mail operations Set e-mail notification schedule

1. Navigate to this management page.

2. Inthe "Set Mail Notification Schedule for new items in..." form, find the "Set notification
message content level" section and click on either the "Send titles only" or the"Send titles
and summaries" radio button.

If you specify that you want the notification e-mail to contain a summary, the e-mail
message includes a few lines of the discussion topic or document abstract, so that the user
can get an indication of the context of the new or modified entry. If you specify this
option, you must also specify the number of lines you want included in the summary. We
recommend that you specify "a few lines" (2 or 3).

3. In the "Set the mail notification schedule" section, specify the days on which our
software should send notifications; specify the days by clicking on the checkboxes under
the days of the week on which you want to send notifications.

4. In the same section, specify the times during the day when you want our software to send
notifications about new activity in this forum. You must specify the times using a 24-
hour format, separating the hour value from the minute value using a colon ( : ). The
following is an example of a schedule that sends notifications every hour and a half
during a nine to five working day:

09:00 10:30 12:00 13:30 15:00 16:30

5. Use the bottom of this form to specify a distribution list. By default, our software sends
e-mail notifications only to members of this distribution list.
6. Click on the OK button at the bottom of the form.

You have just enabled e-mail notifications in this individual forum.
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Invite Users to the Zone

After completing the previous steps, your zone workspace contains enough forums to be
initially useful and intuitive to members of your organization.

To invite users to the zone, do the following:

1.

2.
3.
4
5

9.

Access your zone.

Log in as a manager.

Click on the Wizards toolbar item.

Click on the Invite users to join the zone link.

Read the introduction, and click on the Next button.

Our software displays the "Enter email addresses..." page.

In the "Enter the text of the invitation to be sent" text box, you can either leave the default
wording or delete it and add wording of your own.

Use either the "Enter the e-mail address(es)..." or the "You may also enter multiple..."
section of the form to specify the e-mail addresses of the people you want to invite to the
zone. Click on the Next button when you are finished.

If you want to enter e-mail addresses one at a time into separate text boxes, use the "Enter
the e-mail address(es)..." section of the form. You can click on the More addresses
button, and additional text boxes appear. Keep clicking that button until you have enough
text boxes to enter all of your e-mail addresses.

The "You may also enter multiple..." section of the form is particularly helpful if you
have a pre-existing file that contains a list of e-mail addresses for all the people you want
to invite to the zone. Make sure that the e-mail addresses are separated by commas, copy
the list from the pre-existing file, and paste the list into the text box in this section. You
can also choose to type e-mail addresses in this box, separating them with a commas.

Review the information on the Summary page, and click on the Back button to modify
information if necessary.

Click on the Finish button.

10. Click on the Close button to exit from the "Congratulations..." page.

Your users receive an e-mail message with the text you specified on the "Enter email
addresses..." page. The e-mail message also contains a link to the registration wizard. Users
use this wizard to provide a username, password, and additional information.

Invite Users to the Zone
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Add Users to Groups

As users register, they cannot obtain privileges until you assign them to their groups. For
example, you may want to add several trusted and capable users to the Administrators group,
so that they can help you to manage the zone and its workspace. Also, if you created
departmental groups, you can add people to their appropriate department group.

To add registered users to groups, do the following:
Access your zone.

Log in as a manager.

View the workspace page, if necessary.

Click on the Wizards toolbar item.

Click on the Modify a group link.

A o e

On the "Group name" page, click on the radio button next to the group to which you want
to add users, then click on the Next button.

On the "Group title" page, alter or accept the current title, then click on the Next button.

00 =

On the "Search for user names" page, search for usernames to build the Selection List.
There are three methods for adding user names to the Selection List text box:

¢ You can click on the all user names link (do this only if your zone has a small
number of registered users).

¢ You can click on a linked letter or number in the list, and our software places in the
box all usernames that begin with that character (so, click on "B" for all
usernames that begin with the letter "b").

e You can specify a search string, and our software places all usernames that match
your search criteria in the text box. For example, if you specify the following:

br*
Our software places all usernames that begin with those two letters in the text box.

9. Select the usernames you want to add to the group, then click on the Add button to add
them to the Selected Users text box.

If you are using Windows, you can use Ctrl+click to select multiple items in a list. If you
are not using Windows, use the method supported by your system.

If you mistakenly add a name and wish to remove it, click on the username in the
Selected Users text box, then click on the Remove button.

10. When the Selected Users text box contains the usernames of all the people you want to
add to the group, click on the Next button.

11. Review the Summary page, and use the Back button to make corrections if necessary.
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12. Click on the Finish button, then click on the Close button to exit from the
"Congratulations..." page.

Read Getting the Most Out of Online Collaboration

Although the previous steps prepopulated your zone so that your users can get started, they
did not teach you some of our most powerful management features. The chapters that follow
include information about creating additional workspaces, delegating management, and
using custom commands and workflow processes. These features can help you to set up our
software to operate in ways that exactly match how members of your organization do their
work. The features are menu-driven and easy to use.

In addition to reading the rest of this manual, we highly recommend that you read the Getting
the Most Out of Online Collaboration PDF manual. The manual presents topics that go
beyond management and configuration to discuss ways to create an inviting collaborative
space, to best serve users, and to populate your zone to assist users in getting started, and
other tips for maximizing the use of our product. In particular, we recommend that
enterprise-level customers read the Constructing a Workspace Hierarchy chapter.

Read Getting the Most Out of Online Collaboration 19
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Chapter 3: Understanding Management Roles

When you begin using our software, there is only one management role: zone manager. By
default, wf _adm n (Forum) or the user who created the zone (WebWorkZone) is your
organization’s only member of the Administrators group. Members of this group have the
right to perform zone management tasks. If you choose, you can add other members to this
group, so that they can help to manage the zone.

Although it is possible to have members of the Administrators group manage everything, this
strategy becomes problematic as the number of workspaces and forums grows. As mentioned
elsewhere in this manual, you can delegate management for workspaces and for individual
forums.

To delegate the management of a resource, you create a group, assign a user to the group,
make that user the "owner" of the group (which enables him or her to add other members to
that group), and use access control to assign management rights to the newly created group.
(We recommend that you retain management rights for Administrators as a backup plan, and
that you do not give the newly created group the right to modify access control.)

Using the process described in the previous paragraph, you can take advantage of other
management roles. The following is a list of management roles and the default tasks that
users in those roles are able to perform.

Site Managers (Forum only)
Primarily responsible for working with our software on the Forum host machine so that it
runs smoothly. Tasks include updating the installation on the server, troubleshooting the
internal processes of Forum, enabling e-mail for the system, and so on.

The management menu for site managers also includes all of the features available to
zone and workspace managers.

Zone Managers
Primarily responsible for performing the initial setup of the zone (as described in the
previous two chapters of this manual), managing users and groups, creating new
workspaces, delegating management, customizing the zone workspace with templates,
and assisting managers of discussion forums in the creation of initial custom commands
and workflow processes.

The management menu for zone managers also includes all of the features available to
workspace managers.
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Workspace Managers

Responsible for creating and deleting forums in the workspace, determining which
forums are displayed as part of the workspace, creating or deleting workspaces (you may
not want to give workspace managers this right), viewing auditing information about the
workspace, and customizing the workspace using templates.

Forum Managers

Responsible for managing a single forum. The responsibilities vary according to the type
of forum being managed (discussion forum, calendar, or chat room). Managers access the
management menu through the Tools toolbar item, and, in some cases, an
Administration menu item. All forum managers can alter the access control for their
particular forum to allow or disallow viewing, participation, and other tasks.

The management of a discussion forum is the most labor-intensive of all types of forum
management. These managers are responsible for auditing activity, deleting or moving
entries, defining global keywords for users, managing the schedule for e-mail
notifications, creating custom commands, adding or removing folder columns on the
folder page, defining workflow processes, customizing the forum using templates,
running reports about folder content in the discussion forum, and managing posting to the
forum using e-mail.

See the online Help system for more information about tasks performed by different types of
managers or for information about customization using templates.
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Chapter 4: Understanding Access Control

As mentioned in previous chapters, our software provides two methods for controlling access
to various resources (such as the zone, workspaces, discussion forums, and so on).

The newest and most efficient method is called role-based access control. Role-based access
control associates groups with a set of tasks. Role-based access control is available for
workspaces, discussions, calendars, and chat rooms.

We also provide our legacy method for controlling access, called access-control list (ACL)
tables. ACL tables require you to map individual rights directly to one or more groups.

The sections that follow provide additional information about each type of access-control
method.

Role-Based Access Control

Role-based access control associates groups with a set of related tasks; together, this set of
tasks defines a role. Each role grants the users in the associated groups permission (or rights)
to perform each of the tasks in the set. Role-based access control simplifies and speeds
access control, because it allows you to assign a broad, general level of access without
having to understand and apply every right individually.

By default, Forum offers the following roles:

e Visitors ("read only")

Can view information in the resource, but they cannot add new information or use
other tools that are reserved for the higher-level roles.

e Participants ("write")

Can view information, add new information (such as adding a topic in a discussion
forum or adding a reply), and can use simple user tools (such as sending e-mail to
another registered user)

e Managers ("administer," "modify," and "delete")

Can peform the management tasks for the resource (for example, using the
management menu, managing access-control for the resource, and creating additional
resources such as workspaces), and using advanced tools (such as the ability to send
e-mail to all registered users at once).
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For new users of Version 7.0, this is the default method of access control for zones,
workspaces, discussion forums, calendars, and chat rooms. Each type of resource defines the
default list of tasks that comprise each of the three roles. (For example, Participants in a zone
can view forums, send e-mail to registered users, and more; Participants in a discussion
forum can add entries, reply to entries, and more.) Also, a few resources define additional,
specialized roles (for example, the help-desk specialized forum includes a Help Desk
Personnel role).

One of the most powerful features of role-based access control is the capability for a resource
to inherit role definitions from its parent resource. So, for example, let's say that the zone
manager associates groups with the three default roles, and let's say that the managers of all
the child resources choose to inherit those roles. First, a manager can set up access control
for a child resource easily, with a single mouse click. Second, changes to the role
memberships that the zone manager might make are applied automatically throughout the
inheritance hierarchy. So, continuing with the example, if the zone manager removes "Joe"
from a group associated with Participants and adds him to a group associated with Visitors in
the zone, then his role changes from "read and write" to "read only" through all workspaces
and all forums in the zone.

Note: Inheritance is a choice provided as a convenience, individual managers can
choose to define their own roles or to use the ACL tables instead of using inheritance.

For additional assistance when working with the pages for role-based access control, click
any of the blue "i" icons. Each icon provides just enough information to assist with using that
section of the page.

Access-Control Tables (or "Managing by Rights")

ACL tables list groups in the leftmost column of a table (some of the "groups" are specially
defined individual users), and they list the rights along the top of the table, as linked column
headers. If a group of users has the right to perform a task, then in the group's row and the
right's column, you see a check in the checkbox. To remove a right from a group, click on the
checkbox to remove the check.

This method of access control allows you to assign an identical set of rights to users as does
role-based access control. However, using this method, you must use the checkboxes in the
table to group together similar rights on your own. It is more labor-intensive, and it does not
offer the inheritance feature.

You can manage any set of resources in our product using this method of access control.

Note: If you upgrade to Version 7.0 of our software, ACL tables are the default method.
To work with role-based access control, click on the manage by roles link, which is
located toward the top of the ACL-table page.
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Users and Groups

By default, both methods of access control use a set of users and groups. (Most of these
groups and users are for internal use only; however, by default, the zone manager can change
the membership of the SSF Administrators group.) The default users and groups are as
follows:

Registered Users
Users who are registered and logged in.

Forum Creator
The user who created this forum or workspace.

Forum Owner
The user who owns this forum or workspace (by default, the same person who created the
forum or workspace).

Anonymous Users
Users who are not logged in.

Administrators
By default, users who have the right to access the management menus in all resources in
the zone. Initially, the only members of the SSF Administrators group are the
wf _adm n user and the user who created the zone.

Entry Creator
The user who created an entry (such as a topic in a discussion forum).

Entry Owner
The user who owns an entry (by default, the user who created it).
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Chapter 5: Custom Commands and Workflow

The following sections provide a user scenario and an explanation of custom commands and
workflow processes.

Understanding Custom Commands and Workflow Processes

You can create powerful, customized applications using our software’s custom command and
workflow process features. These features are menu-driven and easy to use.

A custom command is an entry in the discussion forum that collects and displays the type of
data you want. You execute a custom command through the Add toolbar item. So, in
addition (or in place of) the standard Add commands, you can define a custom command,
such as "Add a Bid," "Submit Defect Report," or any phrase that applies to the work your
users are doing.

A workflow process defines a set of states on an entry in a discussion forum, and defines the
stages of an orderly and predictable process through which the entry must pass. For each
state, the workflow process can define a specific set of users. For example, only the project
manager can assign a task and mark it complete.

When you associate a workflow process with an entry, at any time, you are able to track the
work done on the entry, knowing exactly what stage of the process the entry is in. Also, if the
process is not complete, the workflow clearly defines who needs to take what action with the
entry in order to move it along to the next step. Examples of workflow applications include
(but are not limited to) a document review cycle, a sales account-management system for
tracking leads, defect reports at a customer Help Desk, a resume-tracking system, and a
purchase-order approval cycle.

You can create several workflows if your projects have different processes.

As one option, you can create an entry in a discussion forum and then initiate a workflow
process for that entry. Or, you can create a custom command that automatically begins an
associated workflow process as soon as someone executes the command.

We highly recommend that you experiment with custom commands and workflow processes,
so that you understand how they work. The online Help system provides you with additional
information, including exercises in the creation of a custom command and an associated
workflow process.

After you gain an understanding of custom commands and workflow processes, you can then
interview your users to see if you can use these features to automate any repetitive work.
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If you require more customization than that offered by our menu-driven custom commands
and workflow processes, you can use femplates. With templates, your programmers can add
HTML and other programming code to the template files to alter either the look of the page
or the features. For additional information, see the online Help system.
Our software includes several prepackaged customizations that include workflow processes:

e Sales

e Resume

e Help Desk

¢ Document Review
You can use the wizards to create forums with these capabilities. To learn more about these
predefined workflow processes, access the discussion forum's management tools menu, and

review the underlying workflow definition. (For more information about how to do this, see
the online Help system.)

A User Scenario for Workflow

Suppose that a supervisor wants to set up a simple project management workflow. The
project manager is responsible for assigning and managing design projects. With SiteScape,
the project manager can keep track of project assignments, the current status of tasks, and
task completion and can monitor and flag those tasks which are potential problems.

In order to use SiteScape Forum for this work, the project manager must complete several
major tasks:

Define the Workflow Process

Configure the Workflow Process

Define Transition Directives

Define Access Rights

Define Notifications

A e

Define the Custom Command to Initiate the Workflow

Define the Workflow Process

The project manager wants to track a list of tasks, their assignees, the status of the tasks at
any one time, the access to this information, and notifications when a task is complete or
overdue. The manager begins by analyzing the workflow process so he can configure the
process using Sitescape software.
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To define a workflow process, access the discussion forum and follow these steps:

Tools > Administration

Navigation: | Look for... Click on...

Manage forum features Define workflow processes

1. Navigate to this management page.
2. Inthe Add a newWorkflow Process text box, enter the project name, and then click on the
Add button. .

Define Workflow Processes for "Widget Company Open Discussion

Add a new Workflow Process
Marme
IAcme Design Final Tasks

Add

Close |

The "Configure the states..." page appears.

Configure the states for workflow process "Acme Design Final Tasks"

Workflow Process Name

IAcme Design Final Tasks

¥ Allaw this workflow process to be initiated from the entry toals menu

Apply |

Workflow Process Definition
1) Define the workflow states.

2 Define the guestions asked during each state {optional).

37 Define the state transition criteria.

4) Define the access rights.

5) Define the notifications to be done (optional).

Close | Help |

A User Scenario for Workflow
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3. Remove the check from the "Allow this workflow process to be initiated from the entry
tools menu" checkbox, and then click on the Apply button directly below the checkbox.

This workflow process can be set up so that it is automatically initiated. This example
does not allow users to initiate their own processes. (Checking this box places an item on
the Tools menu that allows users to initiate the workflow process for any type of standard
or custom entry that they create. The standard entries are discussion topics, documents,
URLs, or survey questions.)

Configure the Workflow Process

The following instructions describe how to build a process for managing tasks from
assignment to completion. The steps illustrate how to set up a workflow process but do not
implement a robust, complete process (for learning purposes). Creating such a production-
ready process requires more steps.

1. In the Workflow Process Definition section, click on the Define the Workflow States link.
The "Define the states for workflow process" form appears.
2. In the Workflow States text box, specify the following states, separated by commas:

® Assigned

® |n Progress

® Status Report
® P| ease Review
® Deliquent

e Complete

Define the states for workflow process "Acme Design Final Tasks"

YWorkflow States (comma separated list)

As==i1gned,. In Progres=s, Statu=s Feport, FPlease Review, ;I
Delinguent, Complete

[
Initial YWorkflow State (whenever a new entry is made)
|ﬁhssigned
0] | Cancel | Help

3. In the Initial Workflow State text box, type Assi gned, since that is the first possible state.

When a project manager enters a task, it is placed in this state. When the assignee starts
to work on the task, the state must be changed manually to I n Progr ess.
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Click on the OK button to return to the "Configure the states..." page.

You have now defined the states of the workflow process.

Note: You can optionally Define the questions asked during each state. This is a step that
helps you define when states must transition. In more advanced workflows, these questions
may determine approval or disapproval of a state change when voting rules have been
applied. For this exercise, this step is omitted. You can find more information in the online
Help system.

Define Transition Directives

Transition directives allow you to control how an entry moves from the current state to the
next state. The states can be changed manually or automatically depending on the workflow
definition. To define the transition criteria, do the following:

1.

From the "Configure the states..." page, click on the Define the state transition criteria link.
On the page that appears, the first table displays your choices for building transition
directives.

If the current state is Assigned, allow a Manual transition to In Progress.

Define the State Transition criteria for "Acme Design Final Tasks"

Define a transition directive

If cirrent state is: and if all dfecisions are true: then, transition to:

Allow manual fransition Assigned
In FProgress Allow manual transition [2)
Status Report Eweryone has responded Status Report
Flease Rewview A reply is added to the entry Flease Review
Delinguent Delinguent
Complete Complete

Mo state change has occurred inl day(s)

| AddDirective |

3. Click on the Add Directive button to display the decision in the Transition directives table.

Once the manager has assigned the project, the assignee can respond that he is starting
the task, and switch the state to In Progress. This way, the manager knows that the
assignee is now working on the project. This directive allows the workers to move the
entry manually through the states, as needed. This type of process requires a high level of
trust that the Support workers know what they are doing and can move the entry through
the process appropriately.

SiteScape software also allows you to specify an automatic state change depending on
someone adding a comment or reply or based on how specific users answer a question.
For more information, see the online Help system.
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Notice, in the previous picture, that the Allow manual transition (2) state is a second state
that the project leader can use to assign an entry to a different transition state, and this
state can have different access rights. For example, if the project leader allows the
assignee to change the state from Assigned to In Progress manually, he can assign access
to the assignee and the project leader. If however, he only wants the project leader to have
the right to change the Please Review state to Complete, then he needs to assign a different
set of access rights to this transition directive. By using the Allow manual transition (2)
directive, he can assign the right for this transition only to the project leader. Different
access rules can be assigned to the states so that one set of people can transition the entry
to one set of states and another set of people can transition the entry to additional states.

Optionally, in the event that the project must be completed within a given time, you can
specify that an unfinished task enter the Delinquent state when the time is up. Select
Assigned and, under the transition criteria, enter the number of days in the No state change has
occurred... text box, then click Delinquent. Finally click on the Add Directive button
again. You can repeat this step for In Progress.

5. Continue to define the transition directives for subsequent states as follows:

Transition directives
State Directives Transition state
Assigned & Allow manual transition In Progress
In Progress " Mo state change has occurred in 14 day(s) Status Report
 Allow rmanual transition Flease Review
Status Report " Areply has been added to the entry Flease Review
" Mo state change has occurred in 7 day(s) Delinguent
Please Review  Allow manual transition In Progress
& Allow manual transition Complete
Delinquent  Allow manual transition In Progress
Complete

Click on the Close button at the bottom of the page when finished with assigning transitions to
states. The browser redisplays the "Configure the states..." page.
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Define Access Rights

You can now specify who has access to view, modify, delete, respond to, or change the state of an
entry in each state of the workflow process.

To define access rights, do the following:

1. From the "Configure the states..." page, click on the Define the access rights link.
The table that appears displays the current access rights settings for each state. The
workflow inherits the rights of those using the forum unless specified otherwise.

2. Use the Set up the list of Selected Users sections at the bottom of the page to determine the
list of users who have the right to view and work with Project Management.

Set up the list of "Selected Users” {to be used when specifying access rights above)
Enter a list of user names (or wild cards) to build the selection list.

[ o]

Select the user names to be added Selected Users

—hane—

:

Joe Manager (WorkspaceManager) Add —> |

Select the groups to he added Remove |
Administrators Selected groups
Teamn Leaders |—nDne—

Selected teams
—hohe—

Do the following to set up this list:

e Ifyou have a small number of registered users, type an asterisk ( * ) in the "Enter a list
of user names" text box, and then click on the OK button to the right of the box. If you
have a large number of registered users, then manually type into the text box the
names of the Support workers whom you want to have access to the project, and
separate each name with a space.

¢ In the "Select the users to be added" box, press and hold the Ctrl key, click on each of
the usernames of the people who have the right to work with Project (the usernames
of the Support workers), and release the Ctrl key. All of the usernames you clicked on
should be highlighted. Then, click on the Add--> button. This places the highlighted
usernames in the Selected Users text box.

Ctrl+clicking is the method used on Windows systems for selecting multiple items in
a list. Use the method supported by your system.
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3. View the middle table, which is the "Specify the access rights for each state" table. In the
rightmost column, toward the bottom, under the "Selected users" checkbox, you see the
list of the names you chose.

Specify the access rights for each state

‘ States | Access Rights Users
Assigned iew [~ Farum default
In P kAodi Delet
._ L Rgs fznoé EIe [ Entry creator
[~ All readers
Ch State (¢ ’ )
ange State (2) IR LIEEWELRIEEN oot all appropriate options—

Ask for listwhen workdflow starts

[ Selected users (from below)
Users:  James the Project Leader {leader)
Chester Basset (chesterh)
Groups: Administrators (v admin)

4. If the project manager does not want everyone to able to administer the manual parts of
the workflow, access rights can be set on each state. For example, so that employees with
delinquent items cannot change states themselves, the project manager can specify that
only he/she can change the workflow state for those tasks in the Delinquent state, with
(as the example shows) the Administrators for backup.

5. Click on the Apply button, then repeat this process for Status Report and Please
Review. (You can change all three states at once by Ctrl+clicking on the states you want
to change.)

6. As you set the access rights for the users, the states and their access settings are displayed in the
Current access rights settings for each state table, located at the top of the page.

Define the access rights for workflow process "Acme Design Final Tasks"
Current access rights settings for each state
Access Rights
State Modify
View or Respond Change State g‘;:%;

Delete
Aszionad Forum | Forum Forum Forum default Forum
g default | default default default
In Forum | Forum Forum Forum default Forum
Progress default | default default default
Status Forum | Forum Forum IJamES the Project Leader (laader) j Forum
Report default | default default default
Please Forum | Forum Forum IJamES the Project Leader (laader) j Forum
Review default | default default default
i Forum | Forum Farum James the Project Leader (leader) | | Forum
Delinquent default | default default I J default
Comuleta Forum | Forum Forum Forum default Forum
P default | default default default
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7. Click on the Close button at the bottom of the page to return to the "Configure the
states..." page.

Define Notifications

To define the notification when a state change occurs, from the Define the Workflow States

page, click on the Define Notifications to be Done link. This is an optional step, but in this project
management workflow, it is an important step.

1. Click on the Define Notifications to be Done link.

2. On the "Define the Notification Directives" page, scroll down to the "Set up the list of users..."

section, where you can specify which users and groups receive notification when an item’s
workflow state changes.

Set up the list of users, groups or teams to be notified
Enter a list of user names (or wild cards) to build the selection list.

Ijames ﬂl

Select the user names to he added Selected Users

—hane—

Add —> |
Select the groups to be added Ramove |

Administrators Selected groups
Team Leaders —hone—

Selected teams
—none—

3. Enter the project manager’s name in the search text box (the first box in this section), or
search for the name using an asterisk (*).

4. Click on the OK button.
The name appears in the "Select the user names..." text box.

5. Select the username, and click Add to move the name into the Selected Users text box.
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Once you have selected users to receive e-mail notifications, the names appear in the
Define the notification directives table, in the right column, below the "Selected users..."
checkbox.

Define the notification directives

‘ If ‘ State Notify users, groups, and teams (as selected helow)

|exiting

Assigned [~ Entry creator

In Progress & Zend © Dont send
Status Report
Flease Review

[T All registered users

(RN ELNIEEN = (ot all approptiate options—
Ask for listwhen workflow starts

v Selected users, groups and/or teams
Users: James the Project Leader {leader)

Motification message subject line (optional)
|This task is not mowing forward as reguired.

™ Append the entry title to the subject line

Motification text (placed before the generated notification message)
Flease ==t a new assignee or confer with current assignes. ;I

-]

™ Append the entry ahstract to the body text
™ Send attachments

Apply |

6. Sclect entering, then Delinquent, and click on the checkbox for the selected user. The user
name is displayed below this checkbox.

7. Enter the e-mail header in the next field. For example, you might enter: This task is not
moving forward as required.

8. Enter the complete message in the next field.

A link to the item is automatically included within the e-mail to enable a quick evaluation
on the project.

9. Click on the Apply button.
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The information about the Delinquent state notifications now appears in the Current
Notification Directives form, at the top of the page.

Current notification directives for each state

You can assign subsequent notifications for each state based on the entering or exiting
action. For example, the administrator may want to know when a task is in jeopardy.
Assigning Delinquent as a notification directive is important to the person responsible for
tracking delinquencies.

With the notification step finished, the administrative setup is complete. The workflows
can be exported and imported and used as the basis for other workflow processes.
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Define the Custom Command to Initiate the Workflow

Using the discussion forum’s management tools, you can now define a custom command to
initiate the Project Planning workflow.

To define a workflow process, access the discussion forum and follow these steps:

Tools > Administration

Navigation: |Look for... Click on...

Manage forum features Add or modify forum commands

1. Navigate to this management page.
2. Deselect all the form commands and leave Add Discussion Topic checked.

Select the standard forum menu commands to be enabled
Add discussion topic

Add docurnent

Add URL

Add survery guestion

Attach files

Attach URLs

Attach task

Attach bookmark

Reply

BN

3. Click on the Apply button.

4. At the bottom of the page, associate the workflow process with the custom command.

Associate workflow processes with the standard commands {optional)
|Add discussian tn:upiu::j |f-\|::me Cesign Final Tasks j

Apply

5. Click on the Apply button.
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6. The Add Discussion Topic command is now associated with the Acme Design Final Tasks
workflow.

Select the standard forum menu commands to be enahled

Add discussion topic Associated waorkflow process: Acme Design Final Tasks
Add document

Add LRL

Add survey gquestion

Attach files

Attach URLs

Attach task

Attach bookmark

Reply

i S i o i i Y

T
s
]
=

More Help About Custom Commands

To read more information about custom commands, do the following:
1. Click on a Help button.

2. Click on the Manager Help button in the toolbar.

3. Click on the Discussion Management link in the table of contents.

4. In the table of contents, click on the Create Custom Commands link.

More Help About Workflow

To read more information about setting up workflow processes, do the following:
1. Click on a Help button.

2. Click on the Manager Help button in the toolbar.

3. Click on the Discussion Management link in the table of contents.

4. In the table of contents, click on the Define Workflow Processes link.
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Chapter 6: Creating Additional Workspaces

As your users learn about our software, they are likely to request that you create spaces for
subgroups within your organization to do specialized or more private work. For example, the
engineering department may decide that it wants its own dedicated workspace. As another
example, a team may request its own discussion forum.

Gather Information from your Users

When responding to these requests, we recommend that you ask yourself the following
questions as part of the decision-making process.

Is the group that is making the request a subset or superset of my zone's users?

An example of a subset is the engineering department within the WidgetCo organization. An
example of a superset is a request to have a workspace accessible to both WidgetCo
employees and their customers (as in a customer support center).

If the group is a superset of your zone's users, you need to create another zone. If the group is
a subset of your zone's users, your decision-making process continues with the following
questions.

Can the group's needs be met within a pre-existing discussion forum?

If the group is very small and the need can be met solely by the discussion forum, consider
giving the group its own subfolder in the larger discussion forum. For example, a project
team can have its own folder within an engineering discussion forum. If the need cannot be
met within a pre-existing discussion forum, proceed to the next question.

How big is this group and how active are they in their use of the software? How many groups
are asking for space?

If the group requesting the space is small or uses the software infrequently, consider creating
a few forums for the group. For example, you can create a discussion forum, a calendar, and
a chat room that is visible and accessible only to members of the group. When members of
that group view the workspace page, they can see and access the group's forums. When other
users view the workspace page, they cannot see links for the group's forums (thus the page is
not cluttered with resources that they cannot access).

If only a few groups ask for space, the solution described in the previous paragraph works
well. If many such groups ask for space, then the workspace page may begin to look too
crowded to the zone manager (remember, the zone manager can view all of the zone's
resources). If this begins to happen, it may be time to create additional workspaces and move
the forums to those separate areas. The primary reason for creating a new workspace, in this
instance, is solely to make the manager's job easier.
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Finally, if the group is very large and very likely to be active, consider creating a new

workspace right away. For example, let's say that the WidgetCo company's engineering
department is large, is experienced with online collaboration, and has ideas for multiple
discussion forums. This is a situation that calls for the creation of a separate workspace.

As a final point to consider, if you work for a very large organization, we do not recommend
that you automatically create a workspace for every subdivision in your organization. We
make this point because using workspaces to mirror your organizational chart creates a very
complex-yet-empty structure that is intimidating, especially to new computer users. In
addition, workspaces that mirror organizational charts may not be what your users need. For
example, the engineering department may use our software enough to warrant its own
workspace, but the sales department may be happy with a dedicated discussion forum in the
zone workspace. It depends on the size of the group and the volume of the activity.

Remember that you lose nothing if you start small (with a dedicated folder within a pre-
existing discussion forum) and move to larger and larger spaces. Our software provides
managers with tools for moving entries and forums.

In addition to reading the next section, which describes how to create a child workspace, we
highly recommend that you read the Getting the Most Out of Online Collaboration manual.
This manual presents topics that go beyond management and configuration, and provides
ways to create an inviting collaborative space, ways in which your zone can best serve your
users, ways to populate your zone to assist users in getting started, and other tips for
maximizing the use of our software. In particular, we recommend that enterprise-level
customers read the Constructing a Workspace Hierarchy chapter.

Creating a Child Workspace

When you create a new workspace, it is called a child. A child workspace is related to the
current workspace in the same way that a subfolder is related to a folder. When you create
workspaces, you form a workspace hierarchy within your zone.

If you are a member of a small organization, you can create workspaces as needed by your
users without much prior planning. However, if you are a member of an enterprise (very
large, possibly global) organization, we highly recommend that you read the Getting the
Most Out of Online Collaboration manual, because it is helpful to plan hierarchies for
enterprises before you create new workspaces.

As a broad overview, here are the steps required to create a child workspace:

1. Create a group, and, after you create the workspace, use access control to assign the
newly-created group a “local managers” role for that workspace.
Create a user group, as desired.

3. View the workspace that you want to be the parent workspace.

4. Create a workspace, which appears “under” the parent in the workspace listing.
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Chapter 7: Next Steps

You can find more information in our online Help system.

To use the management Help system, do the following:
1. Click on any Help button.

Our software displays Help in a separate window.

2. Inthe Help window, click on the Show Help topics for managers link, located at the top
of the left frame.

Our software’s Management Help system contains information about the following topics:
e Using the zone workspace administrative tools menu

e Managing individual forums

e Using templates and other customization methods

¢ (Forum only) Architecture, system tuning, and troubleshooting information

In addition to the reference material contained in the online Help system, we highly
recommend that you read the Getting the Most Out of Online Collaboration manual. (To
access the manual, open the Help system, and in the upper-left corner, in the table of
contents, click on the Getting Started Manuals link.)

The Getting the Most Out of Online Collaboration manual presents topics that go beyond
management and configuration, and addresses ways to create an inviting collaborative space,
ways in which your zone can best serve your users, ways to populate your zone to assist users
in getting started, and other tips for maximizing the use of our software. In particular, we
recommend that enterprise-level customers read the Constructing a Workspace Hierarchy
chapter.

For support assistance, help in developing your customizations, or additional documentation,
please access SiteScape’s support, customization, and help forums:

Support: http://support.sitescape.com/forum/support/dispatch.cgi/wwzsupport

Help: http://help.sitescape.com/

Customization: http://support.sitescape.com/forum/support/dispatch.cgi/custom

The discussions in these forums, particularly in the customization forum, give you an idea of
how other customers are using Forum and WebWorkZone and how our software may be able
to assist your organization.
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