User Guide

SiteScape Forum
SiteScape WebWorkZone

This manual provides instructions to assist you in using our product quickly and productively.

Product Version: SiteScape Forum, Version 7.0, and WebWorkZone's12/01/02 update
Publishing Date: November, 2002



First Printing November 1999
Revised 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 WebWorkZone 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™ 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

ADOUL ThiS IMANUAL.....ciiiiiiieiieeeeeeeeeeeereeeeeeereeenesesesesssesssesessssssssssssssssssssssssssssssssssssssssssssssssssssssssssssss \%
What 1S 10 ThiS ManUal? .........cooouviiiiiiiiiiiiiiiec e e e e s eearaaeeee e \%
What are the CONVENTIONST ....cooviiiiiiiieie ettt e et e e e e s e esat e e e e e e s s ssnabbaeeeeeeees \%

FOTUIM ACHVITICS ....vvvieeeeiriee ettt ee e e et e e e et e e e eeaaee e e e aaaeeeeetreeeeeesseeeeeeeareeeeans \%
Where Can I Get More INfOrmation? ........cccvvvviviiiiioiiiieieeiee e vi

GettiNg StATTEd c.cuueeeeueriiinrisirriniricssnicsssnissssnosssnisssssesssssossssssssssrssssssosssssssssssssssssssssssssssssssssssssssssss 1
LI o LT O 1 F:1 o1 1<) PSR 1
RegIStEr aNd LOZ 1N ..uuiieiiieiiieiieie ettt et et e et e st e et e s steebeesnteeaeesnseensaens 2
VIEW the WOTKSPACE ....eeeuiiiiiiiieciie ettt et et s e e e e et eeeaseeennaeeenneeeennns 3
Navigate the WOTKSPACE ......ccciiieiiieeiiieeiiietee ettt e e st e e saee e saa e e eaaeessaeeensaeessseeensseeans 4
Use the DiSCUSSION FOTUM ........ccoviiiiiiiiiiiceieie e e e e e e et e e e eeaaeeeenns 4

F N a0 o (PR PRRUSRRPR 5
The WYSIWYE EAITOT c...eiiiiiiieiie ettt et e e e e enaeeennaeeesnnee e 5
Add a Reply with an Attached DOCUMENL...........ccccuieiiiiiiieiieiieeieeee e 6
| 250 F:1 o (I AN 1 B4 (o7 15 (o) 1 -SSP 7

ADOUL FOTUIIL ccuuuueneeeeeeeeceeenssssssnneeeeeccessssssanssssessssssssnsssssssesssssssssasssssssssssssssnnasssssssssssssssansassssssssssssnnas 9
IN THIS CRAPLET......eiiiiie ettt ettt et e e st e e e e e ssaae e sbeeestaeeessaeesnsseessseeessseeennseesnnes 9
WHhat are FOTUIMS? ........ooiiiiiiiiiioeee et e et e e e e e e aae e e eetaeeeeeenaaeeeans 9
What are the FOrum TOOIS?......eevveiiiiiiiiiieeeeee et e e 11
“MY SUMMATY" PAZE ..eieiiiiiieieiiiee ettt ettt e e e st e e s eaae e e e esntteeeeensaeeeeenseaeeeanns 12

Initialize or Modify the "My summary" Page.........ccccovvuiiiiiiriiinieiiieieccceece e 13

COMIMON USEE TaASKS..ccieieeeeeeeeeeeeeeeeeeeeeeeeeeeresessssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssse 17
IN ThIS CRAPLET.....viiiieie ettt ettt ett e e et e e st e e ssaeeessbeeesseeesseeesasaeesnsaeessseesnnseeans 17
Search fOr an ENIIY ....cooviiiiiiicie ettt e e e e e s e e enaee e e 17

Use Special Operators to Narrow your Search...........cccoccveeiiieniiiiiiinieniieieieeeeee e 19
View New OF MOdified ENIIICS .....ovvveiiiiiiiiiiiiiieie ettt e e e eee e 20
MANAZE ENLTICS ...vviiiiiieeiii ettt e ettt e et e e et e e s teeesaaeeesaeeesaeeessseesnseeessseeensseeennseeans 23

Delete AN ENIIY ...c..oiiiiiiieeie ettt ettt et et ettt eabeebeeenneennaens 23

DS (S (T T A o PSRRI 24
USE BOOKIMATKS ...ttt ettt e ettt e e e e e e e e e e e e e e e sensraaeeeeeeeas 25

Add @ BOOKIMATK ......oviiiiiiiiiiiceiee e e e et e e e eaae e e e eareaeas 25

VIEW @ BOOKIMATK.....ooiiiiiiiiiiieic et e e et are e e 25
USE TASKS ...t e e e e e et e e e et e e e et e e e a e e er e e e e e enaaaens 26

Add a Task O REMINAET ........cccuviiiiiiiiieieieiee et eareee s 26

Associate @ Task With @ DISCUSSION ....ccuvviiiiiiiiiiiiiiiiiiiee et e e e e e eeaarareeeee e 26

il



Complete a Task or REMINAET..........cccuviiiiiiiiiiiciecce et 27

Edit a Task or ReMINAET.........cccuiiiiiiiiiiieciieeeeee ettt e eree e e e 27
Delete a Task or REMINACT ........cc.coiiiiiiiiiiiieeiieiee et 28
O 15 TS 01 1<) T | RSP 29
Viewing Your Personal Calendar............cccuveeiiiiiiiiiiiiiecie e 29
Viewing @ SPECITIC DAY .....ccuiiiiiiiiiiiieiieie ettt ettt s 30
Scheduling an APPOINEMENT ........c..eeeiiieeiieeiieeeciee et e eeeeesaeeesaeeesereeesaseeessneeesseens 30
Scheduling a Repeating APPOINtMENT.........cccueeeiuiieriiieeeiieeriieerreeeeteeeieeesreeeereeesereessaneeens 31
Merging Calendars ..........cccueeuiiiiieiieeie ettt ettt esateebeessbeebeeeabeenbeesnneenseens 32
Modify Information in Your User Profile.........ccoeeviiieiiiiiiiieeeeeeeeeeeeee e 33
Co-Authoring 2 DOCUMENT . ....cccueiiiirriiisrrisinicsssncsssncsssressssiossssiossssscsssssssssssssssssssssssssssssssssssssnss 35
IN ThiIS CRAPLET.....viiiiie ettt ettt et e et e e e e st e e e sbeeesbeeesaeeessseesseeesssaeessseeennseeans 35
Co-author the Modifiable DOCUMENL .........cccuiiiiiiiiieiieiieeiieeie e 35
Modify the AttaChMENt ........ooiiiiiiiiieee e et e e e e e 37
Modify an Attachment LoCally ......c..coovuiiiiiiiiiiicce e 38
Reserve-and-Release Method ............oooiiiiiiiiiiiiiiice e 39
Co-author Using the Document-Review Process..........cccieviieeiiieeiiieeiieeciie e 39
Add the Document Review Process to an Entry .........cccooooviiiiiiiiiiiciiieeeeeeeeee e 42
Workflow with a Sales Lead FOrum .......coiiiiivvriicnivnnicnsssnnecssssnsncssssnsscssssssessssssssssssssssssssnns 45
I thiS CRAPLET ....eeiiieiiiecee ettt ettt e esb e e saesabeessaeenbeeenbeenseenseannnas 45
What 18 WOTKIIOW? ...ttt e et e e e e et e e esaa e e sbeeesaseeensseeenneeens 45
L R 100 00 B 25 111 4 1S USSR 47
Customized DiSCuSSION FOTUMS .......ccuiiiiiiiiiiiiiii ettt 47
Sales Leads ACCOUNT SCENATIO .....ccuvviierieeiiieiiieeeieeereeeesteeeeteeesteeesteeessaeesnsaeesssaeessseeensseeensnes 48
N Te) 3012 (L USRS 48
Add a Sales AcCoUNt Card .........ccoeviiiiieiieiie ettt ettt et 49
F N a0 (0 PSR 50
Daily Update of Tasks and Reminders..........ccceeeviiieiiiiiiiiieciieecie e 50
FIIEOT ENETI@S ...viiiiieiieciie ettt ettt ettt et e et esateenbeessbeensaesnseenseasnneenseens 51
Create Personal FIILETS ......c..iieiiiieiiieieieee ettt e e e 52
L€ S 1 1S e 11 B 2] 010 AP PUSPRRPURR 52
Glossary 55
Index 61

v



About This Manual

This chapter provides introductory information about using this manual.

What is in This Manual?

This manual provides first-time users with conceptual information and brief instructions on
tasks necessary to begin using our product quickly and effectively.

Each task-related chapter begins with a description of the task (what it is, what it
accomplishes, and why you might want to do it). Subsequent sections contain the actual steps
you must perform in order to complete the task.

You can find a glossary of terms at the end of the manual.

What are the Conventions?

This manual employs the following conventions:

What you see

What it means

SiteScape Forum

Add toolbar item

Click on the Getting Started link

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

Type st at us, then press Enter.
Open the wwz_qui ckstart . doc file.

A workspace is...

The name of the installed product, as well as,
the web-hosted WebWorkZone

Toolbar items, links, menu items, and buttons
are presented in bold font.

Text that you must type and file names are
presented in Cour i er font.

New terms are presented in jtalic font when
they are first defined.

This manual includes screen captures that illustrate how to perform various tasks. The screen
captures apply to both the SiteScape Forum product and WebWorkZone.

Forum Activities

Forum enables you and other uses to participate in a variety of online collaboration activities,

including the following:

e (ollaborating with teammates and organizations across the Internet to achieve a goal

e Co-authoring a document

What is in This Manual?




e (Creating your own online team space to collaborate on a project

e Scheduling meetings synchronized with your Outlook calendar

e Receiving e-mail notifications about recent activities in a forum that interests you
¢ Generating reports based on data in a forum

e Using Tasks and Bookmarks

Some of these activities are discussed in this manual. Some features may use a Java-based
program that requires you to install JRE 1.4.1. The first time you use the new program, such
as the editing applet, you are prompted for this installation. Agree to the installation on your
machine if your company policy allows this. Otherwise, there are non-Java-based features
available.

Where Can | Get More Information?

You can find more information in the SiteScape Help system.

To access the Help system, click on the Help item located at the top of the page.

SiteScape “=Forum

Tracker | Web files | 5ite map | Bookmarks | Search al ogout

Help information appears in a separate browser window. You can find introductory
information in the “Getting started” section at the bottom of the right frame of the Help page.
To view information about a specific part of Forum or WebWorkZone, click on its title in the
left frame.

In addition to the toolbar item, many SiteScape web pages include context-sensitive Help
available from the Help button at the bottom of the page.

Vi Where Can | Get More Information?



Getting Started

Chapter 1: Getting Started

SiteScape Forum (Forum) is a collaboration tool that provides an effective way to
communicate, collaborate, and share resources with different groups of people across the
Internet. You can access SiteScape Forum in two ways:

1. As SiteScape Forum installed and hosted through your company’s servers.
2. As WebWorkZone (WWZ), which is a hosted service from SiteScape

In either case, the functions and features are identical.

Using SiteScape Forum, you can work across companies, within a small work team, within
an organization, within a company, or across the Internet. When you collaborate using
SiteScape, you bridge the gap between working alone at your computer and working together
in meetings with your co-workers. Forum and WebWorkZone create an online “virtual
meeting space. When you log in, you become part of the larger organizational picture.

In addition to fostering an open exchange of ideas and information, Forum and WWZ record
and thread each user’s contributions, thus creating an invaluable reference source of your
company’s work. Through the search mechanism, you can locate items quickly within this
reference source.

In this Chapter

This chapter offers instructions for performing the following common tasks:

What you need to do Why you want to do it

Register and Log in rTo become an active participant in the
discussion forums, you must register with a
username and password.

View the Workspace As you become familiar with the layout of the
workspace, you feel more comfortable using
Forum.

Navigate the Workspace Learning to navigate Forum lets you find

discussions, users, and documents quickly.

Add a Topic To participate in a forum, you might add a
discussion topic.

Add a Reply with an Attached Document Users can add attachments when adding a reply
to a topic.

Enable Notifications Forum can alert you by e-mail when there has

been recent activity in a forum.

In this Chapter 1



Getting Started

Register and Log in

The Forum administrator should publish the URL you use to access SiteScape Forum. With
your favorite browser, enter the URL in the address text box. When Forum is displayed, the
Login box appears where you first have to register as a user.

Login name; |

Fassword: I

[fthis is wour first visit to SiteScape Forum,
please register.

Login | Register

| forgot my password

You can view forums as an anonymous user without logging in, but not all features and
forums are available to you. As a registered user, you can participate in the forums to which
you have access.

A registered user has a username and a password. By default, you can register yourself, but
some installations of Forum prohibit access by anonymous users or request that you contact a
manager in order to register.

To register as a first-time user, do the following:

1. From the Forum workspace page, click on the Register button in the Login box. In the
"Login name" box, provide a name, which can contain only numbers, letters, underscores
(), dashes ( -), periods (. ), or "at" symbols ( @ ). Names cannot include dashes as the
first character in the name, and cannot contain spaces. The following is an acceptable
name:

schroeder b
Usernames are case-sensitive. When you log in, you need to specify the same upper- and
lowercase letters that you specify here. (However, Forum does not allow duplicate names

that differ only by case. For example, if there already exists a user "Peter", then you
cannot register the name "peter".)

2. In the "Full name" box, provide a name that Forum can apply to entries that you create.
For example:

Schr oeder Beet

3. Enter a password, and verify the password by re-entering it.

2 Register and Log in



Getting Started

Passwords are also case-sensitive.

The remaining items on the form are optional. Provide values for as many of them as you
choose. SiteScape recommends that you provide an e-mail address. If you do not, you
cannot receive notifications or send e-mail using Forum.

Remember your username and password so that you can provide them to Forum the next
time you log in.

View the Workspace

A workspace is a collection of summary pages and forums that one group uses to work
toward a common goal. In Forum and WebWorkZone, the default workspace is called the
zone workspace. It is the workspace that is common and accessible to all people in your
organization. If your manager creates additional workspaces, you may be a member of more
than one workspace.

After you log in to Forum, the welcome page appears. Your welcome page may look
somewhat different if your manager has made customizations to the workspace, but a typical
welcome page appears as follows:

SiteScape ~=Forum

Widaet Company

LDMBEn

Schroeder Beet Tracker | Web fileg | Site map | Bookmarks | Search all | Help | Logout
Chat rooms w | Messaging

| List unseen | Send mail

Current Workspace
wmget Company Workspace

Executive Manadement Workspace ISCUSSIONS and document-snaring rorums
I o Di i dd nt-sharing fi
Wlarketing Workzpace Company Ad Campaicns (Open Discussion)

Company Announcements (Open Dizcussion)
Corparate Policies and Procedures (Read-Only]
Manacer tutorial for Widoet Company

Uzer tutarial for Wideet Company

Calendars
R vMicet Company Calendsr

Chat rooms
@:} Chat Room for Widoet Company

Workspaces
Endineeting Workspace
Executive Management Workspace

Marketing Wiorkspace

View the Workspace 3



Getting Started

You can locate the name of your current workspace in the upper-left corner of the page. Your
current workspace is also marked with a green arrow in the Workspaces list in the left
column.

Navigate the Workspace

You can navigate the workspace by clicking on the Workspace tab. SiteScape software
displays the hierarchy of workspaces and sub-workspaces (child workspaces) in the zone.
The displayed hierarchy is very similar to that of a standard file-access software program.To
view a workspace, click on its title on the page. The green arrow indicates your current
workspace.

A workspace can have a plus sign ( + ) next to it, indicating that it has at least one child
workspace. (A child workspace is subordinate to a higher-level or parent workspace, in the
same way that a subfolder is subordinate to a higher-level folder.) You can click on the plus
sign to view child workspaces, or click on the minus sign ( - ) to hide them.

On the right side of the Workspace page, you can see a list of all the forums to which you
have access in that space. The Widget Company Workspace has several discussion forums,
one calendar forum, and one chat forum.

Use the Discussion Forum

You can view a discussion forum by clicking on its title on the right side of the Workspace
page. You can also click on the Discussions tab to view a drop-down list of discussions that
you can access. Then, click on the title of the discussion you want to view.

Widget Company

SiteScape

Wiclget Company Warkspace

Schroeder Beet Tracker | Web files | Site map | Bookmarks | Search al

LLIGTY e iy sumimary | Discussions Al

¥ Company Ad Campaigns (Open

=zer profile | List users | Wizards | List unseen | 5

Dizcuzsion]
Workspaces { ¥ Company Announcemerts (Open
P [=] ] widget Company VWorkspace Dizcussion]
_ Enginesring Workspace ¥ Corporate Policies and Procedures (Read-
2l
— i ums
Executive Manauemert Workspace S . Company

— hlarketing Wiorkspace ( D Ei0r

Izer tutorial for Widget Compan

e e et e 2200

4 Navigate the Workspace



Getting Started

Your zone or workspace manager gives discussions their titles when they are created. Forum
displays the top folder of the discussion you chose and lists the folder's entries (discussion
topics and replies, documents, and more).

Widget Compan . -
g pany SiteScape “= Forum
Widget Company W .
Schroeder Beet Tracker | Web files | Site map | Bookmarks | Search all | Help | Logout
Workspace Chat rooms v | Messaging
= User tutorial for Widget Company
=2 User filters I““"E
Addimodifyfdelete fiters
Unseen funrber W Type Task Title Replies  Author Activity date
8. (3 Helpful hints about {13 SiteScape Forum Administrator 04/25/01 05:21 P

discussion forums

T. ? Sarmple Survey: Dovou like {3y SiteScape Forum Administrator 04525001 0516 P
the Farum colors?

URL Sample UIRL {13 BiteScape Forum Administrator 05/01/02 10:17 AM

Sample document {3y SiteScape Forum Administrator 0801601 03:55 PM

Sample discussion togic {4y SiteScape Forum Administrator 04025501 05:01 P
Learning about SiteScape (B)  SiteScape Forum Administrator 05701502 09:54 A

[
88 8=

Farurm

2 Flease click here to ign in SiteScape Forum Administrator 081 6/01 0557 P
Introduction to this {31 SiteScape Forum Administrator 04030002 01:47 P
discussion

Wiewy entry number: I OK | Top of page

In a discussion, information is organized in folders. Folders can contain subfolders, which in
turn can contain subfolders, and so on.

Add a Topic

Once you have entered the discussion forum, and viewed the topics, you can also add topics
to the discussion forum. View the folder listing and click on the Add toolbar item on the left
side of the toolbar. The software then displays a drop-down menu of entry types, such as
discussion topics, document, URLs, and survey questions. Click on one of the entry types in
the menu to add an entry.

The Wysiwyg Editor

To enter the new topic in the forum, you can use the default HTML editor, which contains
many familiar features. You can copy and paste your Microsoft Word or Excel files right into
the editor, and it retains the formatting. This editor requires the Java Plug-in 1.4.1. If the
prompt to install the plug-in comes up, then you do not have it installed on your machine.
Choose to install according to your company policy.

Use the Discussion Forum



Getting Started

You can also use the HTML editor to enter straight HTML into the editor, however, you must
be sure to end all the tags appropriately, or it can cause formatting problems when the topic is

displayed in the forum. This HTML editor does not support scripts.

Microsoft-style

|Descriptiun
| 5tile =] |Font M
B 7 U = = = £ iz & £ Iy

44— bottons

[ can put emphais on text using making it bold or bofd f#affic. | can increase the Font

Multiple fonts, sizes
and styles

Centering and
numbered lists

Size and | can add color 4 Color

| can use lists
1. Listitem
2. Listitem

Bulleted lists

& Sublistitem
& Sublistitem

[ Wiew HTML Stop using the HTML editor

Check spelling...

Add a Reply with an Attached Document

When reading an entry in a discussion forum, you may decide to add a response. To add a

reply to a discussion entry, do the following:

1. In the discussion forum, view a discussion topic that interests you by clicking on the

topic's title in the folder listing.

Click on the Add toolbar item on the left side of the blue toolbar.

3. In the displayed menu, click on the Reply link. The software displays the "Add reply

to..." form.

for review").

In the "Title" text box, specify a descriptive title for your reply (such as "New Hire report

Enter the text of your reply in the "Text" text box (for example, "This report details the
plan for new hires in the coming year. Please review and add your comments to this topic

by November 12.").

Use the Discussion Forum



Getting Started

You do not need to sign the reply, because Forum automatically includes a signature line.
The signature line includes the full name you gave when you registered, and the date and
time you entered the discussion topic.

At the Attach a file entry box, use the Browse button to find the file on your computer.
6. Click on the OK button located at the bottom of the page.
The title that you provided in the "Title" text box now appears as the last entry in the list

of replies to that discussion topic.

In addition to placing your response at the end of the reply chain, you can reply to any reply
that interests you by placing your response in the middle of the chain. To do this, click on the
title of the reply to which you want to respond, click on the Add toolbar item, and click on
the Reply to this reply link. Forum then places your response in the reply chain directly after
the reply you chose.

Enable Notifications

Forum can send you notifications through e-mail about recent additions or modifications to
entries in a discussion forum.

Note: To receive e-mail notifications, your registration information must include your e-mail
address.

The e-mail notifications feature is one of several methods that you can use to keep track of
new or modified information. There is no right or wrong way to track recent activity; try the
various methods, and choose the one that best fits your working style.

By default, in order for you to receive e-mail notifications for a particular discussion forum,
that forum's manager must specify your username or a group to which you belong in the
forum's distribution list. If your forum manager does not do this, you do not receive e-mail
notifications for that particular discussion forum.

To override the manager's settings and to ensure that you receive e-mail notifications for a
particular discussion, do the following:

1. Click on the name of the discussion forum you want to track using e-mail notifications.
2. Click on the Tools toolbar item, located on the left side of the blue toolbar.
3. In the displayed menu, click on the Set Notification link.
Forum displays the "Notification for..." page.
4. Click on one of the following Enable E-Mail Notification checkboxes:
o Use Forum Default E-mail Notification (Default)

This option allows you to receive e-mail notifications about activity in this discussion
forum only if your manager specifies your name or a group to which you belong in
the discussion's distribution list.

o Disable E-Mail Notification

Use the Discussion Forum 7



Getting Started

This option disables e-mail notification for this discussion. This setting overrides
settings made by the discussion-forum manager. So, if you click on this checkbox and

if your name is on the discussion forum's distribution list, you do not receive e-mail
notifications.

o Enable E-Mail Notification (Digest Style)

This option indicates that, periodically, according to a schedule set by your
discussion-forum manager, you receive one e-mail message with summaries of all
activities in the discussion forum since the last time you received a notification. This
setting overrides settings made by the discussion-forum manager.

o Enable E-Mail Notification (Individual Message Style)

This option indicates that, periodically, according to a schedule set by your
discussion-forum manager, you receive an e-mail message for every new or modified
entry. Your e-mail notification also includes any files attached to the forum entry. This
setting overrides settings made by the discussion-forum manager.

5. Click on the OK button.

E-mail notifications contain links to one or more new or modified entries. When you click on

the link in the e-mail message, it invokes your browser (if it is not currently running) and
displays the entry.

Note: Mail notifications are sent out according to the schedule set by the Forum manager.

Use the Discussion Forum



About Forum

Chapter 2: About Forum

Forum contains information organized in a hierarchical fashion. The information is available
to you if the forum administrator has given you authorization. You access all of the
information through the web address that is provided by your Forum administrator. The
administrator also supplies you with a username and password to access the discussions
groups.

In This Chapter

This chapter offers information on the following topics:

Topics Description

What are Forums? Defines the types of forums available and how to
use them.

What are the Forum Tools? Describes the various tools and aids available to

better use forums.

“My summary" Page Helps you set up “My Summary” to display
information about recent activities in the forums
that interest you most.

What are Forums?

Forums are applications that enable you to communicate and collaborate with your
teammates. Some forums are optional, and administrators can decide to make the forums
available or not. For example, some companies never enable the Chat feature because of
company policy.

Some of the Java-based features that Forum provides require that you install a Java Plug-in
on your local machine. If your company policy does not allow the installation of that
software, you can still use the web-based alternate features.

The forums include the following:

Discussions

Provide access to threaded discussions, documents, URLs, and surveys. Threaded
discussions are posted notes in the form of topics and replies to topics. Discussion forums
provide a dynamic place in which you can combine information (files, plans, documents,
URLSs) with discussions about that information (replies and surveys).

When a discussion entry is finished, Forum contains a snapshot of your work. When a
new member joins your team, that new member can review discussion entries to

In This Chapter 9



About Forum

understand the way that documents were developed, the logic behind decisions, and other
important historical data about your project.

Calendars

Provide you with a mechanism for tracking your appointments. Workspace calendars
(such as the Widget Company Calendar) are accessible to all of the users in a workspace.
Individuals can create personal calendars when they register or modify their user profile.

Tasks

Provide you with an automated way to keep track of your work. You can assign tasks and
reminders to yourself or other users. You can also associate a task with a discussion-
forum entry. In this way, the entry can provide documents or discussion replies that can
assist in the completion of the task. Forum software can notify assignees when a task is
assigned, almost due, or overdue. In addition, you can reuse ("restart") your old tasks,
and save time entering task details.

Chat Rooms

Provide you with the ability to create synchronous collaboration in the form of chat
sessions. In a chat session, everybody participates at the same time. You reply to another
person’s comment by clicking on it. As each person submits a comment, the software
displays the comments in the order in which they were submitted and notes which
“thread” a comment is replying to.

When the chat session is finished, your chat resource manager can make the chat session
inactive to show that the conversation has been completed. Forum software makes
transcripts available for future reference. You can view a transcript of all comments in the
order in which they were made, or you can view a transcript that "threads" the chat
session, placing replies indented under the comments to which they are replying.

Messaging Window

Provides you with a way to have a private chat with another Forum or WebWorkZone
user. The messaging window is very similar to a chat session. However, it is designed for
a smaller number of users (optimally, one-on-one), and for briefer, less important
discussions (transcripts are not saved by default).

Summary pages

Summary pages provide a concise display of summary information about your
workspace or about forums that are important to you.

Workspace page

Provides a list of all of the forums and personal pages available to a user in the current
workspace. To access a forum or personal page, you can click on its title on the
Workspace page. (You can also click on a grey tab and then choose a forum from the
drop-down list.)

10
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A workspace is a collection of summary pages and forums that one group uses to work
toward a common goal. Consider workspaces to be online office spaces. Just as the
Engineering Department and the Marketing Department may be located on separate
floors of an office building, your zone manager can create an "engineering workspace"
primarily for engineers and a "marketing workspace" primarily for marketing
professionals.

What are the Forum Tools?

The Forum tools are present in all workspaces and forums. The tools are located above the
blue toolbar and to the right. These tools are more general-purpose than the forum-specific
items located on the blue toolbar.

The tools include:

Tracker

Is a tracking tool provided primarily for users of Forum Version 5.1 or an earlier version.
Use this tool if you want to keep track of discussion forums located on a different server
machine. If you are tracking discussion forums located on the same server (or within the
same zone, for WebWorkZone), use the “My summary” page instead.

Web Files

Are files in a personal storage area that you can transfer to another computer or share
with others. When you click on the Web files tool, SiteScape software displays the web-
file system in a separate browser window.

You can use your web-file system to access your files no matter where you are. For
example, at work, you can upload files to your web-file system (by default, no one else
has access to these files). Later, you can download the files to your home computer, work
at home, and then upload the modified files back into the web-file system so you can
retrieve them at work. In addition, you can create a folder that allows other registered
users to access the files. Others can then view your folder and download the files as they
choose.

Site Map

Lists the hierarchy of workspaces and forums that are accessible to you in your zone.

Remember that SiteScape software displays only the workspaces and forums to which
you have access. There may exist workspaces and forums for your organization that do
not appear on your site map because you do not have the right to access them. If you have
a question about the complete list of workspaces and forums available to members of
your organization, contact your workspace manager.

What are the Forum Tools? 11
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Bookmarks

Allow you to keep track of entries that interest you so that you can return to them easily
in the future.

Search all

Enables you to locate entries in a zone or workspace quickly and easily. By default, the
search utility allows you to enter a string of text, and our software returns a list of all
entries that contain part (if the string is unquoted) or all of that string (if the string is
surrounded by quotation marks, our software returns only entries that contain the whole
string).

If you choose, you can search for entries based on more criteria. To do this, click Search
all, then click on the Advanced Search Form link above the "Search text" box. The
advanced form allows you to narrow your search according to the entry's author, its
keywords, a list of forums, an "after" date, a "before" date, and (if your zone manager
created workflow processes or custom commands) workflow states and custom
attributes.

The Search all tool is contextual: clicking Search all produces different results
depending on the current page. If you are viewing a workspace page, our software
searches all of the forums you have access to in that workspace. If you are viewing the
site map, the software searches all of the forums you have access to in that zone.

Help

Provides access to our online Help system. The Help system appears in a separate
browser window.

Logout

Logs you out, and displays the Login page again. This feature is particularly useful for
zone, workspace, or forum managers who may have two usernames. The user can log out
of her non-administrative username and then log back in using her administrative
username.

“My summary" Page

My Summary provides a concise summary of information about the forums that are most
important to you and your work. This page contains a count of new or modified entries for
the discussion forums you want to "track" (which becomes extremely useful once the number
of forums grow). In addition, you can specify that you want your summary page to display
the day's (or week's) calendar entries, all scheduled chat sessions for the day, and more.

The "My summary" page is highly customizable and needs to be set up before you can use it.
(For example, you need to indicate which discussion forums you want to track.) To set up or

12
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to customize your "My summary" page, click on the "My summary" tab, then click on the
Preferences item in the blue toolbar.

Widget Company
Widget Company Workspace

Schroeder Beet Tracker | Web files | Site n
Workspace BLETNUERS Discussions w | Calendars | T

User profile | List users | Wizards | Preferences | List unseen | Send mai

Discussions and document-sharing forums

Initialize or Modify the "My summary" Page

The "My summary" page is designed to track only the forums that are important to you and
your work. Therefore, you must tell Forum which forums to track before the "My summary"
page can display them.

To initialize or modify the settings of your "My summary" page, do the following:

1. On the "My summary" page, click on the Preferences toolbar item on the blue toolbar.

Forum displays the User Preferences page. This page contains the following sections:
e "Show the Summary page as the default home page" checkbox

Click on this checkbox to have Forum display your "My summary" page as soon as
you log in. (Otherwise, Forum displays the workspace page.)

o "Show the selected discussion forums" checkboxes

Click on this checkbox to have your "My summary" page track discussion forums.
Then click on the checkbox to the left of the each discussion forum you want to track.
The list of discussion forums that may be tracked is divided by workspace. By
default, the checkboxes for all discussion forums to which you have access within all
workspaces are checked.

If you remove the check from this checkbox, then Forum removes the discussion

tracking section from the "My summary" page. To display the tracked forums again,
click on the checkbox to select it again.

e "Show today's calendar events..." checkbox and select boxes

Click on this checkbox to have your "My summary" page track calendar events. Click
on the checkbox to the left of the calendars that you want to track. The list of
calendars that may be tracked is divided by workspace. By default, the "My
summary" page displays calendar appointments for the current day.

“My summary" Page 13
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Again, if you remove the check from this checkbox, Forum removes the calendar
section from the "My summary" page. To display calendar entries again, click on the
checkbox to select it again.

e “Show the Tasks summary” checkbox

Click on this checkbox to have the “My summary” page track new or modified tasks
in the Tasks forum.

e "Show the Chat summary..." checkboxes

Click on the checkbox, and then click on the checkbox to the left of the chat rooms
whose sessions you want to track. When you do this, the "My summary" page
displays all of the chat sessions in that room that are scheduled for the current day.

Again, if you remove the check from the checkbox, Forum removes the chat section
from the "My summary" page. To display the chat rooms section again, click on the
checkbox to check it again.

¢ "Show the Messaging summary" checkbox

Provides you access to messaging from your "My summary" page, including a list of
the users who are currently "listening" for messages from other users.
2. Select and deselect items as you wish.

3. Click on the OK button at the bottom of the page.

Forum displays your "My summary" page with the items you specified, for example:

Widget Company

o

SiteScape “=Forum

Schroeder Beet Tracker | Web files | Site map | Bookmarks | Search all | Help | Logout

Chat rooms v | Messaging

Discussions and document-sharing forums

Hew entries Forum name

2 Company & Campaigns (Open Dizcussion)
3 Company Announcements (Open Discussion)
1 Engineering Discussion Forum
3l Help Desk
1} Resume Tracker
#H calendar: 29 Oct 2002 #Today This week
When Description Where Calendar
4:00 PM-4:30 PM - Company-wide meeting San Francizco office § conference call Widoet Company Calendar
Tasks
Task Forum Due date

Mo tasks are due today.
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To modify your settings, click on the Preferences toolbar item again, and change your
selections.

“My summary" Page 15
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Chapter 3: Common User Tasks

In Chapter 1, you were introduced to the tasks that users would likely use immediately upon
entering Forum. This chapter provides information about additional common tasks that make
using Forum easier and more efficient for you.

In This Chapter

This chapter offers instructions for performing the following common tasks:

Topics Description

Search for an Entry You may want to locate discussion topics,
replies, or documents that contain a specific
word. For example, a search for “java” would
bring up a list of all discussion-forum topics,
replies, and documents that contain the word
“‘java.

View New or Modified Entries Discussion forums use icons and toolbar items to
allow you to view new or modified entries. You
can view them one at a time, or you can view a
list of them.

Use the Calendar Use Calendar, both private and group, to track
events, daily or weekly appointments, and
synchronize those entries with Outlook

Use Tasks The Tasks page helps you keep track of your
work by using tasks and reminders.

Modify Information in Your User Profile You may need to update your personal
information, e-mail address, picture, and more.

Search for an Entry

You can locate discussion topics, replies, or documents that contain a specific word or words
by using the Forum search feature. You can search across all forums or in a single forum.
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Search all forums
To search for an entry across all forums in the workspace, do the following:

1. Click on the Search all toolbar item located in the upper-right corner of the page.

SiteScape == Forum

Site map | Bookmark=sl) Search all JHelp | Logout

Tasks ! | Chat rooms % | Messaging

The search page appears.

Search text [Advanced Search Farm.. ]

[T This query uses advanced search operators: AND, OR, AND NOT, MEAR, () and *

Sortby. ™ Relevance € Entry nurnber

OK Cancel Help

2. Enter a search string in the "Search text" box.

If you are new to using this search engine, begin by typing words you are looking for,
such as the following:

orange juice julius drinks QJ
To search for an exact phrase, enclose the phrase in double quotes, as follows:
"orange j ui ce"
3. Choose to use special operators to narrow your search results. See the Use Special
Operators to Narrow your Search section for a complete explanation.

4. Click on the Relevance or Entry Number radio button to tell Forum how to sort the
results of the search.

By default, Forum orders the search results by relevance. This means that the entries that
are more relevant to your search text (they contain more instances of your words) appear
at the top of the results list. The entries that are less relevant appear toward the bottom of
the list.

5. Click on the OK button.
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In addition to searching for entries that contain your search text, Forum also searches the
contents of files (such as Microsoft Word or PDF files) that users upload into forums.

The search results appear in the same window. To view an entry, click on its title.

If you prefer to limit your search to a single forum, view the forum first (for example, view a
discussion), then click on the Search toolbar item.

Widget Company

Wiclget Campany

Schroeder Beet Tracker | Web files | Site map | B

4 User tutorial for Widget Company

Forum then searches through only the currently displayed discussion.

If you need to search based on more criteria than a search string (for example, based on a
search string, a date range, and by author), click on the Advanced Search Form link. Forum
remembers whether you used the standard or advanced search form, and presents the same
form to you the next time you do a search.

Use Special Operators to Narrow your Search
You can use the following special operators in your search:

e AND

Finds documents containing all of the specified words or phrases.For example, peanut
AND butter finds documents with both the word peanut and the word butter.

e OR

Finds documents containing at least one of the specified words or phrases. peanut OR
butter finds documents containing either peanut or butter. The found documents can
contain both items, but both are not required.

e AND NOT

Excludes documents containing the specified word or phrase. peanut AND NOT butter
finds documents with peanut but not containing butter. NOT must be used with another
operator, like AND. The search engine does not accept 'peanut NOT butter’; instead,
specify peanut AND NOT butter.
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e NEAR

Finds documents containing both specified words or phrases within 10 words of each
other. peanut NEAR butter would find documents with peanut butter, but probably not
any other kind of butter.

e Wildcard character (* )

The asterisk is a wildcard; any letters can take the place of the asterisk. Bass* would find
documents with bass, basset, bassoon, and more.

You must type at least three letters before the *. You can also place the * in the middle of
a word. This is useful when you are unsure about spelling. Colo*r would find documents
that contain color and colour.

View New or Modified Entries

Forum has a very useful feature for displaying only those entries or replies that you have not
seen. This can save time scanning forums for new or modified entries. New or modified
entries are called unseen. To view unseen topics or documents, use the Next unseen, List
Unseen, and Unseen icon features.

The unseen features comprise one of several methods that you can use to keep track of new
or modified information. There is no right or wrong way to track recent activity; try the
various methods, and choose the one that best fits your working style.

You can use the Unseen features for a single discussion forum, for all discussion forums to
which you have access in a workspace, or for all discussion forums to which you have access
in your zone (through the “My summary" Page). When you use the Unseen features in a
single discussion forum, you see new or modified entries (or a list of these entries) directly.
When you are viewing your Workspace or “My summary” page, Forum displays a summary
or count of recent activity in the discussion forums.

Use List Unseen

1. From the Workspace page, click on the List Unseen toolbar item on the blue toolbar.

Widget Company

Widpet Company YWorkspace

Schroeder Beet Trag

aiilg sk sl By summary | DIScUssions v
=er profile | List uzers | Wizard:s | List unzeen | Sel

Workspaces C

-*|_I:_| Widget Company Workspace

i

20 View New or Modified Entries



Common User Tasks

Forum displays a summary of activity in all of the discussion forums you have access to
in that workspace.

Widget Company

) SiteScape == Forum

Schroeder Beet Tracker | Web files | Site map | Bookmark= | Search all | Help | Logout

Workspace | My summary | Discussions w | Calendars % | Tasks ! | Chat rooms v | Messaging

Unseen entries List titles of unseen entries

ap (] Widget Company Workspace
[Z CompanyAd Campaigns (Open Discussion
Company Announcements (Open Discussion
Corporate Policies and Procedures (Read-Only

Manager tutarial forWidget Sompany
Lser tutarial forvWidoet Compary

{tt) Chat Room for Widoet Compary

1
o
a
a

Engineering Workspace
Compary Benefits Updates
Engineeting Discussion Fordm

Help Desk
Marketing Campaign 2002

=

= oo |—

2. Review the count of new or modified entries in each of the discussion forums, and
choose one to investigate (generally, one with a high activity count).

3. To see a list of the new or modified entries in a discussion forum, click on the linked
number that represents the count, which is located to the left of the forum's title (see
above).

A list of “unseen” entries (entries you have not read yet) appears.

Widget Comp

Widget Comp r

SiteScape ~=Forum

Schroeder Beet Tracker | Web files | Site map | Bookmarks | Search all | Help | Logout

Chat rooms + | Messaging

tem Title Replies  Author Activity date
COcompany Announcements (Open Discussion)
- ! 3. () Health insurance update SiteScape Forum Administratar 10029502 01:28 P
mi 2. [E) Companyvacation days SiteScape Forum Administrator 10729502 01:27 P
i 1. ) Company pichic SiteScape Forum Administrator - 10729502 01:27 P
Mark entries seen Selectall Clear all

% checkedentries ¥ allentries onthis page £ all entries OK |

Close |
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In this list, you can click on the titles of new or modified entries you wish to see, using
your browser's Back button to return to the list. When you are finished viewing all the
entries you care to see, you can scroll down to the “Mark entries seen” area, select "all
entries," and click on the OK button.

View Unseen Entries from the Summary List

As another option, you can view each new or modified entry one by one by doing the
following:

1. In the summary list, click on the title of the discussion forum whose new or modified
entries you wish to view.

Widget Cﬂmpany

WWidget Company W

Schroeder Beet Tracker | Web files | S

Unsean entries List titles of unsee
> Widiet Company Wurkspace

2 . comps g 5[l

a

1 l

0 [l Manager tutorial for Widget Comparny
0 [E Usertutorial forWidget Cormpany
0 (&) Chat Roorm forvidget Company

The discussion forum appears.

SiteScape == Forum

Schroeder Beet Tracker | Web files | Site map | Bookmarks | Search all | Help | Logout

Tasks !

Chat rooms w# | Messaging

en | Listunseen | 5

E User filters IND“E
Addinodity/delete fiters

Unseen Muniber W Type Task Title Replies  Author Auctivity date
H 3 D Health insurance update SiteScape Forum Administrator 10729702 01:28 P
' 2. [z Company vacation days SiteScape Forum Administrator  10/29/02 01:27 PM
! 1 ) Campany picnic SiteScape Forum Administrator 10729702 01:27 P

“Wigsn entry number: I 0K | Top of page
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2. Do one of the following:

e Scan the left side of the folder listing for the Unseen icon (a red exclamation point). To
view entries, you can click on the title of new or modified entries that are of interest to
you.

e Click on the Next Unseen toolbar item in the blue toolbar. You can click on this
toolbar item to view the new or modified entries one by one, from the oldest to the
most recently created or modified.

After you view an entry (or use the List Unseen list to mark it as "seen"), its Unseen icon
disappears.

Mark All Entries as Seen

If you find that you have more unseen entries in a forum than you want to view, you can set
all of the entries as seen, or set as seen all entries created before a specified date, by doing the
following:

Enter the forum whose entries you want to set seen.
2. From the Tools menu, select “Set seen entries.”

On the “Mark entries...” page, mark all of the entries as seen, or mark as seen all entries
created before a certain date.

4. Click on the OK button.

From now on, unseen entries include new and modified entries from today (or from the
date you specified) onward.

Manage Entries

There are several kinds of entries that you can add to a forum:

1. A discussion topic
2. AURL

3. A document entry
4

A survey

As the owner of an entry, you can change it, delete it, or reply to it.

Delete an Entry

By default, to delete a discussion topic or document, you must be the user who created that
entry (or you must have administrative privileges to delete entries). This section describes
how to delete a discussion topic that you created. The process for deleting other entries
(documents, surveys, URLSs) is identical.

Manage Entries 23



Common User Tasks

To delete a discussion topic, do the following:

1. Access the discussion topic, and click on the Modify/delete toolbar item on the left side
of the blue toolbar.

Forum displays a drop-down menu.
2. In the menu, click on the Delete link.

The "Delete items from..." page appears. It includes a list of only the folders and entries
that you have the right to delete.

3. Click on the title of the discussion topic you want to delete.

If you choose, you can select multiple items by Ctrl+clicking on the titles of the entries
you want to delete. (Ctrl+clicking is the method used on Windows systems to choose
multiple items in a select box. If you are using another system, use the method supported
on that system.)

4. Click on the OK button.

Forum displays a confirmation form that tells you that this action cannot be reversed.
(There is no "undo" button.)

5. Ifyou have specified the correct topic title or titles, click on the OK button on the
confirmation form.

The topic you selected has been deleted.

Delete a Reply

When you delete a discussion topic (or any discussion entry), you automatically delete all of
its replies.

To delete an individual reply, do the following:

1. Click on the title of the entry that includes the reply.
2. Click on the title of the reply.

3. Follow the instructions in the previous section and delete the desired reply.

On the "Delete items from..." page, the software includes a list of replies to that entry that
you are allowed to delete. Replies are indented from the entry to which they are replying,
and their entry numbers reflect that they are replies. So, for example, a discussion topic
may have an entry number of 6. Its first reply appears indented in the deletion list, and it
is numbered 6.1.
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Use Bookmarks

Bookmarks allow you to keep track of discussion-forum entries that interest you, so that you
can return to them easily in the future. Once you have added a bookmark, Forum remembers
it. The next time you log in, click on your bookmark in the Bookmarks list, and Forum takes
you to the appropriate entry.

Add a Bookmark

To add a bookmark, do the following:

1. Click on the title of an entry you wish to bookmark.
2. From the Attach drop-down menu, select Attach Bookmark.

Forum displays the blue Bookmark icon just below the entry title.
3. Click on the link just above the entry title to return to the folder listing.
The new bookmark appears to the left of the entry in the folder listing.

View a Bookmark

When you want to view a bookmarked entry, you can use the Bookmarks page or the "My
summary" page.

To view a bookmarked entry using the Bookmarks page, do the following:
1. Click on the Bookmarks link, located in the upper-right corner of the page.

Forum displays the Bookmarks page. You can click on a column heading to sort your
bookmarks by entry number or by discussion forum.

2. Click on the title of a bookmarked entry.

Forum takes you to the entry in the discussion forum.

To view a bookmarked entry using the "My summary" page, do the following:

1. Click on the "My summary" tab.
2. Click on the Bookmarks toolbar item.
3. Select a bookmarked entry from the drop-down list.

Forum takes you to the entry in the discussion forum.
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Use Tasks

The Tasks feature helps you to keep track of your work using two types of entries, as follows:

Tasks

Activities that are assigned to users. Forum indicates when the task is started, almost due,
completed, or overdue. Optionally, Forum can send e-mail to assigned users to inform them
of the creation or the due date of the task.

Reminders

Provide documentation of events that users need to remember. Forum sends e-mail
notifications on or before the dates of the events. You can remind yourself or others of
deadlines, errands, meetings, and more.

You can also add a task to a discussion-forum entry. In this way, the entry can provide
documents or discussion replies that are useful or necessary for the completion of the task.

Add a Task or Reminder

To add a task or reminder to the Tasks page, do the following:

1. Click on the Tasks tab.
The Tasks page appears.

2. From the Add drop-down menu, select Add a task or Add a reminder.
The "Add a task" or "Add a reminder” form appears.

3. Fill in the items on the form, including the title, description dates, assignees, priority
level, and so on.

4. Click on the OK button.
The new task or reminder appears in the appropriate section.

Sometimes a task or reminder may be directly related to the content of an entry in a
discussion forum. In this case, it is helpful to place the information in the entry itself, so that
people can view the task or reminder and the content of the entry at the same time.

Associate a Task with a Discussion

To add a task or reminder to a discussion-forum entry, do the following:

1. From the discussion forum, click on the title of the entry to which you want to add a task
or reminder.

The entry page appears.
2. From the Add menu, select Add a task or Add a reminder.
The "Add a task" form or the "Add a reminder" form appears.
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Enter the task or reminder information.

When you add a task to a discussion-forum entry, you can choose from two different
attributes:

o Private: Only the task creator and the assignees can see the task.

o Public: By default, anyone who has the right to view the discussion forum can see the
task as well.

By default, users can add both public and private tasks to discussion-forum entries.
However, managers may turn off access to this feature.

Click on the OK button.

The entry page reappears, with the task or reminder information below its title.

Complete a Task or Reminder

Task or reminder assignees can move their tasks or reminders to the Completed state to
show that they have finished the work.

To move a task or reminder to the Completed state, do the following:

1.

Click on the Tasks tab.

The Tasks page appears.

Click on the name of the task or reminder you want to move to the Completed state.
The task or reminder appears.

From the "Change state to:" drop-down list, select Completed.

Note: You cannot change the state of a reminder if the reminder has not been sent yet.
Click on the OK button.

Click on the Close button at the bottom of the page.

The Tasks page reappears. The task or reminder is now in the "Completed tasks" section.

Edit a Task or Reminder

When you edit a task or reminder, you can change many of its attributes, including its title,
description, due date, and more.

To edit a task or reminder, do the following:

1.

Click on the Tasks tab.

The Tasks page appears.

To the far right of the task or reminder you want to edit, click edit.

You can also click on the Modify button on the task or reminder's entry page.
The "Modify..." form appears.

Make your changes to the form.

Use Tasks
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4. Click on the OK button.

The entry page reappears, displaying your changes.

Delete a Task or Reminder

If you do not plan to restart a task or reminder, you can delete it. Once you delete the entry,
you cannot undo the deletion.

To delete a task or reminder, do the following:

1. Click on the Tasks tab.
The Tasks page appears.

2. Click on the checkboxes of the tasks or reminders you want to delete.
Click on the Delete selected tasks button.

The Tasks page reappears. The selected tasks or reminders have been deleted.
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Use the Calendar

This section provides information about common tasks for new calendar users.

Viewing Your Personal Calendar

In addition to any workspace calendars that your zone manager creates, each user can have a
personal calendar. You can choose to keep this calendar private or to allow other users to
view your calendar entries.

When initially registering as a new user, you are given the option of creating a personal
calendar by clicking on the “Create a Personal Calendar” checkbox.

Upload a personal file | Browse... |

(examples: resume ar CY)

-rPersonal resources

[T Create a personal calendar

If you did not create a personal calendar when you first registered, and you would like to
have a personal calendar now, you may create one by modifying your User Profile. If you are
unable to perform this task, contact your zone manager.

After you create a personal calendar, a link to it appears in the Personal Space section at the
bottom of your Workspace page, as follows:

Workspaces
:ﬁ-j: Endineering Warkspace

(] Executive Manadement Warkspace

(] Marketing Workspace

(] Personal Space

@ndar far Schrned@

wigh File System

Click on this link to access your personal calendar.

You can also navigate to your personal calendar (or any calendar that you are able to access)
by doing the following:

1. Click on the Calendars tab.

A drop-down list of calendar titles appears.

Use the Calendar 29



Common User Tasks

2. Click on the name of your personal calendar. You personal calendar is always the last
menu item on the list and appears below a dividing line, as the following picture shows:

icker | Web files | Site map | Bookmarks | Search all | Help | Logourt
Cal

Messaging

F Widoet Company Calendar

Calendar for Schroeder ElEI)

rren

Viewing a Specific Day

To view a specific day, do the following:

1. On the calendar, enter the day, month, and year in the text boxes in the lower-right corner
of the calendar page.

2. Click on the Go button.
Our software displays the appointments for that day.

Scheduling an Appointment

To schedule an appointment on a calendar, you need to be the calendar's owner, or you need
to have permission to add calendar entries. (By default, you are allowed to add appointments
to your personal calendar.)

To schedule a single appointment, do the following:

1. On the calendar, click on the Add Entry toolbar item.

Our software displays the "Add a calendar entry" form for the day you are currently
viewing.

2. If you want to add an entry for another day, specify that day in the Date section.
Otherwise, Forum schedules the appointment for today.

3. You must provide a title, a start time, and an end time for your entry. All of the other
information on this form is optional.

To enter a time, you can either use the drop-down menu or click on a link in the list of
provided times. If your entry does not start at the beginning of the hour, you can click on
the links at the far right, which provide fifteen-minute increments. For an all-day event,
click on the Set an all-day event link. Our software places the phrase "AllDay" in both
the Start Time and End Time drop-down menus.

If you want your entry to recur daily, weekly, or monthly, click on the More options
button to access the "Repeating entry" section of the form. See the next section for more
information about adding repeating entries.

4. Click on the Submit Entry button, located at both the top and the bottom of the form.

Your appointment is now scheduled.
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Scheduling a Repeating Appointment

If you want to add a calendar appointment that repeats regularly, you can use the "Repeating
entry" section of the "Add a calendar entry" form.

To add a repeating entry, do the following:

1. Access the "Add a calendar entry" form.

2. Specify a title, a start time, and an end time for your entry.
Optionally, you can specify a location and a description.

3. Click on the More options button.

The "Repeating entry" section appears below the More options button. You may need to
scroll down to view it.

For repeating entries, you must specify both how often (Frequency) and for how long
(Range) an entry is to be repeated.

4. Specify the Frequency.

You can specify a frequency of "every n days/weeks/months" (where "n" is a number you
enter), and you can choose one or more specific days of the week or the month (every
Wednesday and Friday, the second Tuesday of the month, and more).

In the Range section, specify the Start date of the entry.
6. Select one of the End date options:

e Specific end date
Use this option to specify the exact date on which your entry will end.
e No end date
Use this option if you want your entry to recur indefinitely.
e Repeat count
Use this option to specify the exact number of times you want your entry to recur.

By default, the calendar contains 10 occurrences of your repeating entry. You can
specify a different number.
7. Optionally, click on the checkbox and specify a URL to include in your entry.

As another option, you can click on a radio button to include a link to a Forum entry, or
create an entry in another forum and then include a link to it.

9. Click on the Submit entry button.

The Calendar page reappears, displaying your new entry. You can click on the entry title
to see the details you specified.
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Merging Calendars

It is common to use more than one calendar in Forum and WebWorkZone. If you choose, you
can view, in a single calendar, entries from all of the calendars to which you have access. For
example, a corporate calendar ("The WidgetCo Corporate Calendar") can include entries
from other calendars ("Engineering Department Calendar," "Marketing Department
Calendar," and so on). As another example, you can merge your individual calendar with the
corporate calendar so that you can view entries from both at the same time.

The following are the steps required to merge your personal calendar with a workspace
calendar:

1. Inthe Calendars drop-down menu, click on the Calendar for [your name] link to access
your personal calendar.

2. Click on the Tools toolbar item.

Select the Merge Calendars menu item.

Our software displays the Merge Other Calendar Entries form, which provides a list of all
of the calendars that you are allowed to view.

4. In the select box, Ctrl+click all of the titles of the calendars whose entries you want to
appear along with entries from your personal calendar.

Note: Ctri+click is a method used on Windows systems for selecting multiple items in a
list. If you are not using Windows, use the method supported by your system.

5. Click on the OK button.

The specified calendars have been merged.

The Hide merged entries or Show merged entries link in the lower-left corner of the
Calendars page lets you choose which entries appear on your calendar. When your calendar
is first merged, our software displays entries from all the calendars you merged. If you find
that your calendar is now too crowded, you can click on the Hide merged entries link to
view only entries specific to that calendar. The Hide merged entries link is then replaced by
the Show merged entries link. Clicking on the Show merged entries link allows you to
view the merged calendar entries again.

To remove a merged calendar's entries in a more permanent manner, repeat the steps in the
previous list, and, on the Merge Other Calendar Entries form, remove the highlighting from
the calendar whose entries you wish to remove. Using a Windows system, Ctrl+click on
calendar titles to remove the highlighting; if you are using another system, use the method
that works for your system.
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Modify Information in Your User Profile

Occasionally, user information becomes obsolete or out of date. To keep your User Profile
information current, do the following:

1. On the Workspace page, click on the User Profile toolbar item, located on the left side of
the blue toolbar.

Our software displays your registration information.
2. Click on the Modify Profile toolbar item on the left side of the blue toolbar.
The Modify Profile page appears.

3. Modify any of the following values: name, password, organization, E-mail address,
signature, telephone number, personal introduction, language preference, and more.

4. Click on the OK button.

Your user profile has been modified.
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Chapter 4: Co-Authoring a Document

SiteScape Forum provides you and your teammates with the ability to efficiently co-author a
document. Forum provides automatic locking and unlocking of documents that you are
editing, document versioning, in-place editing, multi-level document attachment, and more.

There are two ways you can use SiteScape Forum to co-author a document. You can attach a
file to an entry and make it modifiable, or you can use our prepackaged, specialized forum
created especially for document review. This chapter discusses both of these scenarios.

In This Chapter

This chapter offers instructions for performing the following common tasks:

Task Description

Co-author the Modifiable Document The document becomes available for review to
users who have access to the discussion forum.

Modify the Attachment You can edit a document that has been attached
to an entry, locking it, making modifications,
saving it, and then uploading it.

Modify an Attachment Locally Modify a document by saving it to your disk,
making the modifcation, then reloading the
document.

Reserve-and-Release Method Lock the document while you are making

changes then release it when it is safe for others
to make changes.

Co-author Using the Document-Review A pre-configured forum allows you to
Process automatically send a document through various
states to being.

Add the Document Review Process to an Apply a predefined workflow process to a
Entry standard entry.

Co-author the Modifiable Document

When you are co-authoring a file or document, the simplest way to share the document or
documents is to add the document as an attachment to a topic in a discussion forum. As you
add the attachment, you choose to make the document modifiable by others. In this way, the
document is centrally located and available for modification by those who have access.

To establish the co-authoring environment on SiteScape Forum, perform the following steps:

1. In the discussion forum, add a discussion topic.
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2. On the “Add a discussion topic” form, enter a title for the topic, and add some text
describing the co-authoring task.

Title
|F'Ianning document for 2003

Text

| style =] |Font =l|size =]
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Linusg,

The attached document contains the sections forwhich | am responsible. Please add yvour
sections. These plans must he complete by the end of the month.

Thanks foryaur help.

3. On the “Add a discussion topic” form, click on the “Allow other members to modify this
entry” checkbox.

4. Click on the Browse button to locate the file on your computer, then click on the OK
button.

The discussion topic appears, displaying the attachment. Notice that the attachment has
an Edit link next to it.

(=2 5. Planning document for 2003 Reply

Schroeder Beet  Posted on 10530002 01:33 P
hodified by Schroeder Beet on 10/30002 03357 P
Linus,

The attached document contains the sections forwhich | am responsible. Please add your sections. These plans
must be complete by the end of the manth.

Thanks far yaur help.

Attachments

Project plan doc 10/30/02 03:37 PM

Whenever you want to edit the file, click on the Edit link. The editing applet automatically
opens the file in the appropriate editor for that document. For example, if the file is a
Microsoft Word document, Microsoft Word opens the file; if the file is an Excel spreadsheet,
Microsoft Excel opens the file, and so on.

The editing applet automatically prevents more than one user from editing the file at the
same time. However, if you edit the file locally, you need to reserve and release the document
in order to "lock" it in this way. See the Reserve-and-Release Method section for more
information.
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In some cases, you may be concerned about conducting a more private review process, to
limit the number of users who can see the document as it is revised. In these cases, consider
placing the document in a forum or a workspace with limited access, or use a workflow
process for a finer level of access control.

Modify the Attachment

You can edit this file because as the person who attached it, you have ownership. You have
also allowed others to modify this entry, so any members of the discussion forum can modify
the document by clicking on the Edit link next to the attachment link.

The editing applet automatically reserves the entry, downloads the file, starts it in the
appropriate editor, and then waits for the editing session to end. When you exit the editor, the
editing applet will ask you if you want to save the changes to the forum, and then Forum
uploads the file and unlocks the entry.

If your file extension is not supported by the editing applet, you can use the other method of
file editing, where you manually reserve the entry, edit your file, save the changes, upload
the attachment, and then release the entry. See the Reserve-and-Release Method section for
more information.

In order to use the editing applet, you must have Java Plug-in 1.4.1 installed on your client
machine. The first time you use the editing applet, if you do not have the Java Plug-in on
your machine, you will be prompted to install the Plug-in. The Plug-in is contained in the
installed SiteScape Forum kit, so you do not have to download the Java application from
another source. After installing the Plug-in, you can use all the Java-based features that
Forum provides.

To modify an attachment that you posted to a discussion, do the following:

In the discussion forum, click on the title of the entry containing the attachment.

2. Click on the Edit link to the right of the attachment link near the bottom of the entry
page.
The document appears in the editor associated with that document extension. For
example, afi | ename. doc file brings up the Microsoft Word editor.

3. Modify the attachment as you would any other file in that editor. Save your changes. Do
not change the name of the file, or the editor saves the changes as a new file rather than
the file you want to upload.

4. Exit the editing application. This action returns you to the browser window.

If you leave the browser window for any reason, you lose the ability to upload the
changes you have made to the file in this editing session. You may lose any edits that you
have not saved in the editor.

5. Once you have exited the editing application, you can control the following from the
browser window:
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e Whether to save or discard changes
e Whether to save previous versions of the document

e Whether to lock or unlock the entry
6. Click on the OK button.

Forum saves your changes to the attachment.

Modify an Attachment Locally

If you cannot use the editing applet Forum provides for editing documents and attachments,
there are several possible reasons:

e Perhaps company policy does not allow you to install the Java plug-in required to run the
editing applet.

e The document types supported by the editing applet may not meet your requirements.

If you cannot use the editing applet, you can modify an attachment locally by doing the
following:

1. View the discussion-forum entry with the attachment.

Note: By default, you must be the author (or owner) of the entry in order to attach files to
it or to modify those attachments. If you are not the person who created the entry, contact
your discussion-forum manager to obtain permission to modify the attachment.

2. Right-click on the title of the attachment.
A menu appears.

Note: Right-clicking is the method for opening an alternate-context menu on Windows
systems. If you are using a different platform, use the method that works for your system.

3. Use the Save Target As... link to save the attachment to your local computer.
4. Modify the source file on your local computer.

For example, if the attachment's source file is a Microsoft Word file, use Microsoft Word
to edit the file on your computer, then save your changes. Do not change the name of the
file. (If you change the name of the file and then upload it as an attachment, Forum adds
it as a new attachment instead of modifying the old attachment.)

The remaining steps tell you how to upload the newly modified attachment.
5. View the entry that contains the attachment.

Click on the Attach toolbar item on the left side of the blue toolbar.

In the displayed menu, click on the Attach files link.

Forum displays the "Add attachments" form.

8. Use one of the Browse buttons to locate on your computer the modified source file of the
attachment.
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The file's path appears in the text box next to the Browse button.

The name in the text box should be identical to the name of the attachment. In this way,
Forum can replace the old attachment with the newly modified file.

9. To modify the attachment, make sure that the "Save any previous versions" checkbox is
not checked. Or, if you want to save the previous version of the attachment, make sure
that the "Save any previous versions" checkbox is checked.

Forum posts previous versions with a version number attached to the end of their
filenames.

10. Click on the OK button.

The attachment is now modified.

Reserve-and-Release Method

If you are co-authoring a document and you need to modify it locally, it is useful to reserve
the document entry while you are editing it, so that no one else can modify it at the same
time. After you upload your edits, you can release the entry so that others can continue to
modify it.

To use the reserve-and-release method, do the following:
. View the discussion-forum entry with the attachment.
2. Click on the Modify/delete toolbar item.
In the displayed menu, click on Reserve/release.
A confirmation screen appears, displaying the name of the document.
4. Click on the OK button.

The entry page reappears, displaying the "Reserved entry" icon. No one else can modify
the document while you are editing it.

5. Follow the steps in the Modify an Attachment Locally section to modify the source file
and upload it again.

6. After you upload the revised document, select Reserve/release from the Modify/delete
menu.

A confirmation screen appears.
7. Click on the OK button.

Forum releases the document, making it available for other team members to modify.
The "Reserved entry" icon no longer appears.

Co-author Using the Document-Review Process

The review-process customization allows you to specify the names of users who privately
review a document. During the review, the entry is labeled "In review," and only the
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designated reviewers can view the document. All other individual users automatically see
nothing (it appears as if Forum "skipped a number" and the entry does not exist).

When all of the reviewers indicate that the review is ready, Forum automatically labels the
entry "Public," and other users can then view the document. As another option, the user who
created the entry (its "owner") can end the review before all reviewers agree that the work is
finished. If this happens, SiteScape software labels the entry "Owner made public."

To place a document in a private-review process and work with it to completion, do the
following:

1. View a discussion forum that implements the review-process customization.

2. From the Add menu, click on Add Review Document.

(If you do not see the Add Review Document menu item, ask your manager to
implement the review-process customization for this discussion forum.)

The “Add a new review document” form appears.

Add a new review document OK Cancel | Help |

r Entry title, document, and text
Title
|F'Ianning document for 2003

Review document

|C:1Documents and Settingsischroedenhy Documents\Project plan.daoc Browse. . |
Text

| Style =] |Font =l|size =]

B 7/ U E E E £ i &€ £ T e

Linus, Sally, and Charles,

This document contains the sections forwhich | am responsible. Please review my work,
and add your sections. Thesze plans must he complete by the end ofthe manth.

3. Enter a title for the entry, then use the Browse button to locate the file on your computer.
4. Enter some descriptive text in the Text box.
5. Complete the rest of the form, then click on the OK button.
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SiteScape software displays the "Intitializing the Workflow Process for..." form. You use
this form to designate the users who are allowed to review the document.

Initializing the workflow process for "Planning document for 2003"

Please set up the list of users who should respond to this entry

Enter a list of user names (or wild cards) to build the selection list.

| o

Select the user names to he added Selected Users

{The selection listis empty) |--Nnne--
Add --= |

Remove |

6. In the "Enter a list of user names..." text box, enter a search string that our product can
use to create a list of usernames from which you can select your reviewers.

For example, if you know a username, type it. If you know that the username begins with
"smi", type "smi*". To see a list of all users in your zone (if you are sure that the list is
manageably short), type "*".

7. Click on the OK button located to the right of the text box.

In the "Select the user names to be added" text box, Forum displays the usernames that
match your search string.

8. Inthe "Select the usernames to be added" text box, Ctrl+click on the names of the people
you want to be reviewers.

9. Click on the Add button.

SiteScape software adds the usernames to the Selected Users text box, located to the right
of the Add button.

10. Repeat the previous four steps until the Selected Users text box contains the usernames
of all of the reviewers.

If you mistakenly add someone whom you do not want to be a reviewer, click on that
person's name in the Selected Users text box, and click on the Remove button.

11. Click on the OK button.
Forum displays the document entry with the following table at the top of the page:

Workflow: Review Process: Inreview Can we endthe review and "publish” the g
. document, making it viewwable to others?
liew respohses

Mo, I'm notfinished editing.

Change - . : . .
" | Owner made public v| 0K Yes, I'mfinished editing, and I'm
state to: satisified with the dacument.
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The left column of the table indicates that the document is "In review." Only the users
that you specified can view this document. When viewing the folder listing, reviewers
see the document entry with its "In review" label, and other users see nothing (it appears
as if Forum "skipped a number" and the entry does not exist).

The right column contains a question for each reviewer ("Can we end the review...?").
After the reviewers discuss and edit the document, each person can answer Yes to this
question. As soon as every reviewer answers Yes and clicks on the OK button, SiteScape
software automatically labels this document “Public,” and it then allows others to view
and discuss the document. If one or more reviewers answer No or do not answer the
question at all, Forum keeps the entry "In review."

The owner of the entry (the person who created it) also sees a "Change state to" drop-
down list. If the owner chooses the item and clicks on the OK button, it forces an end to
the review process.

If you would like to see how reviewers have responded to the question so far, you can
click on the View responses link in the left column.

12. Review, discuss, and edit the document.

13. When you think that the document is ready for public viewing, click on the Yes radio
button in the right column, and then click on the OK button.

14. When the last reviewer has responded Yes to the question, the entry becomes public.
Users other than the reviewers are now able to view the document entry.

Add the Document Review Process to an Entry

The review-process customization is, in part, a predefined workflow process. If you choose,
you can apply this workflow process to a standard entry in a discussion forum (document,
topic, URL, or survey). To apply this workflow process to a standard document, do the
following:

Add a document entry to the forum.

View the document entry page.

Click on the Tools toolbar item.

Click on the Initiate a workflow process menu item.

A

Our software displays the "Initiate a Workflow Process for..." form.

If you do not see the Initiate a workflow process menu item, ask your discussion-forum
manager to implement this customization.

6. In the "Select the workflow..." section of the form, click on the Review Process radio
button, then click on the OK button.

7. Forum displays the "Initializing the Workflow Process for..." form. Use it as described in
the previous procedure.
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If you have other repetitive business processes that are a part of your work (such as help-desk
work, resume reviews, purchase-order approval, and so on), ask your discussion-forum
manager to define a workflow process that reflects your own unique business process. In this
way, Forum can automate these repetitive tasks and send helpful e-mail reminders to people
who are required to do the next step in the task.
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Chapter 5: Workflow with a Sales Lead Forum

This chapter discusses the specialized forum features available with SiteScape Forum. Your
system administrator can use the prepackaged forums as a beginning for organizing your
company’s workflow process.

In this Chapter

This chapter defines workflow and describes a typical user scenario for using the customized
Sales Lead forum.

Feature Description

What is Workflow? Workflow enables your forum manager to create
entries that automatically move through a well-
defined, orderly process, guided by actions that
specific users take on the entries.

Custom Entries SiteScape provides several pre-defined custom
entries for the user to build on and define to suit
his/her workflow process.

Sales Leads Account Scenario A simple user scenario that walks you through a
typical sales lead workflow.

Filter Entries Only see what you need to, to do your job by
creating and using filters.

Generate a Report The reporting feature can help create status
reports, and so forth.

What is Workflow?

Workflow is the process of defining series of tasks that produce a final outcome. Your Forum
administrator can define different workflows for different types of jobs. In a publishing
setting, a document might be automatically routed from writer to editor to proofreader to
production. At each stage (or state) in the workflow, one individual or group is responsible
for a specific task. Once the task is complete, the workflow can notify the individuals
responsible for the next task and send them the data they need to complete their part of the
process.
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States are the steps in a workflow process. Forum specifies an entry's workflow state in an
extra column in the forum’s folder listing.

You might define these states for a purchase-order workflow process:
e Purchase Request

e Management Approved

e Management Rejected

e Ordered

The flow could be defined as follows:

1. An employee submits a request for a purchase.
2. That person's supervisor must approve or reject the request.

3. If the supervisor approves the order, someone in Purchasing must place the order.

At every state, it is possible to define the process so that only those people who must take
action on the item are allowed to see it. It is also possible to have Forum automatically notify
someone when a workflow entry requires their attention (for example, the supervisor can be
notified through e-mail when one of her employees places a purchase request in a discussion
forum).

Workflow entries are very similar to standard entries. Usually, people perform "work" on the
workflow entry by answering a special workflow question.

SiteScape Forum Administrator Tracker | Web files | Site map | Bookmarks | §

Workspace | Mysummary RGeS0t gl Calendars

Add™ | Attach™ | Modifyidelete™ | Toolz™ | Mext unseen | List unseen | Search | Prewvious topic | Mext tc

Workflow: Purchase Approval: Purchase Request D0 you approve of this purchase request?

i Faspanses " es
T Mo

£ Meed more time to decide

onl

The following are items located toward the top of a workflow entry:

e Process name and state

Identifies the entry as belonging to a certain workflow process ("Purchase Approval"),
and it lists the current state of the entry ("Purchase Request," "Management Approved,"
and more).

e The View responses link (appears only if a question is defined)

Displays a page that lists the users' answers to a workflow question (described next).
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e "Change State to" drop-down box (appears only if defined)

Allows designated users to manually change the entry to another state in the process.

® Question (appears only if defined)

Presents a question for the user or users to answer, with a radio-button list of possible
answers. When a user (such as a supervisor) clicks on a radio button and then the OK
button, the entry moves to another workflow state ("Management Rejected" or
"Management Approved").

Actions that move an entry through the various states in a workflow process include adding a
reply to the entry, answering a question, or manually changing the workflow state.

Custom Entries

Forum and its discussion forums are very customizable. Your forum manager can configure
and customize the discussion forum to meet your exact needs. As another option, your
organization can hire SiteScape to customize the software for you.

There are three types of customized discussion forums: customizations that affect an entire
discussion forum, limited customizations that apply only to individual entries within a
discussion forum, or customizations designed by your forum manager to be unique to your
organization.

Customized Discussion Forums
Customized discussion forums include:

e Filtered Discussion Forums

Require you to select one or more attributes whenever you create an entry. Attributes are
descriptive keywords defined by your forum manager, or they can be a list of registered
usernames. When you view a folder's listing, you can filter the folder according to an
attribute (so that the folder displays only those entries that have that attribute assigned to
them that you requested).

e Discussion-Only Forums

Disable all entry types except for discussion topics, replies, and polls. You cannot add
documents or URLs.

e Moderated Discussion Forums

Disable users from posting new entries until a designated moderator approves of the
entry. Once the moderator approves the entry, the entry becomes visible to all
participants.
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e Private Discussion Forums

Allow you to create private topics that can be seen only by the person who creates the
topic and a group of users defined by the forum manager.

Your forum manager has the ability to define custom commands and workflow processes that
are unique to your organization. Therefore, the steps required to use these customized entries
must be described and documented by the forum managers who create them.

Custom commands are standard discussion entries that have one or more extra items on the
page (for example, lists, tables, or labels that provide specific information, such as the type
of computer you are using or organizational information). Workflow processes are discussion
entries that follow a defined and orderly process, in which certain users, in a certain order,
must take specific actions on the entry. (For example, a purchase-order, document-review,
resume-review, sales-lead, or help-desk workflow process.)

Sales Leads Account Scenario

The sales account manager is a specialized forum that lets you manage and track the entire
cycle of a sales lead. This forum is a customization of the standard discussion forum; it
simplifies the assigning of leads, provides powerful tools to sort a list of leads, and allows the
sales manager to manage and monitor the process.

In this user scenario, the sales account executive uses the customized forum to track leads,
enter new contact information, add notes to the contact card after follow-up, and generate a
weekly status report to send to his sales manager.

Sort Entries

Since the sales account manager's folder-level view can contain many leads, you may want to
see a subset of leads that are of interest to you. For example, you may want to see only your
own leads, all of the high priority leads, or all of the leads entered after a certain date. You
may also want to vary the order of the leads. For example, you may want to see your leads in
order from most recent to oldest.

When you specify that you want to view a subset of leads, you filter the folder-level view.
The sales account management forum has filters that are defined by your forum managers.
These are located in the "Filters" row, just above the list of entries. In addition to these pre-
set filters, you can define your own private filters using the Add/modify/delete filters link in
the "User Filters" row, just above the "Filters" row.

When you re-order the entries according to data in the lead, you sort the leads.

Through the use of filtering and sorting, Forum allows you to view various groupings of
leads according to the data that is most important to you. The settings you choose to filter or
sort entries by affect your view only. After you exit the forum, the settings that you used
remain in place for your return.
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Add a Sales Account Card

In this scenario, leads are entered in two ways:

e Manually by the sales executive

In this case, the sales executive adds a sales account card (a lead) manually. This process
is similar to creating any standard discussion entry.

e Programmatically by a web site application that requests information from potential users
who download the software from the company web site. Potential users must fill out a
form to get the demonstration software. All the data points in the form populate the fields
in the sales leads forum automatically.

To add a sales account card, do the following:

1. In the sales account manager forum, click on the Add toolbar item.

2. Click on the Add a sales account card menu item.

The "Add a new sales account card" form appears.

Add a new sales account card 0K Cancel Help
- Contact information
Company name |
First name |
Last name |
Contact info -
[Job title, _I
nickname, etc.) ;Iﬂ
«»n
Address ;l
wn»
Phone number{s) LI
(wark, cell, fax, etc.)
«»n
E-mail |

3. Complete the form.
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In the Attributes area, the sales executive assigns the account a Sales Executive, a
Priority, and a Probability.

- Attributes

Sales account attributes

Sales Exec Priority Probabhility p
-unassighed- |-unassigned-j |-unassigned-j

He can sort accounts according to any of these attributes. If the forum manager has
created other attributes for this forum, the sales executive can assign them with this form.

The sales executive enters important information about the account in the Discussion text
box. The sales executive can also attach a file and enter keywords for this contact. A user
who does a search using one of the keywords will find this account.

4. Click on the OK button at the bottom of the form.
Forum displays the folder listing with your new entry at the top.

Add a Note

Every contact card includes a notes field. The sales executive can enter any notes and
reminders that he/she may wish to reference when viewing the contact card. These notes are
viewable by all users of the sales account manager forum.

To add a note to a contact card, do the following:

1. From the sales account manager forum, click on the title of the contact card to which you
want to add a note.

2. Click on the Add a Note button in the middle of the contact card entry.
The browser opens a "New Note" text box directly below the button.
In the text box, enter the note you wish to add.

4. Click on the OK button above the text box.

The browser redisplays the contact card. The new note appears as the top entry in the
Notes section of the card.

Daily Update of Tasks and Reminders

The sales executive uses the “My summary” page to begin the day. He or she checks for tasks
and reminders due on the day. For example, the sales executive may have reminders to do
some follow-up calls on a sales lead.
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In addition, the sales executive can see the whole week of appointments by clicking on the

This week link.
™ Calendar: week of 14 Oct 2002 Today # This week
Day When Description Where Calendar

He or she can also send e-mails which can be sent as a reply to this sales lead forum.

Filter Entries

A well-used sales account manager forum holds a lot of data. One of the powers of Forum is
its ability to display only those entries that are relevant to a specific need. This is achieved
most effectively through the combined use of both the filtering and the sorting tools of your
forum.

In addition to the default sorting tools of a standard discussion forum, the sales account
manager forum has pre-set filters that correspond to filter values that you assign to a contact.
You can filter a folder so that it displays entries that fall into a certain category (business,
personal, or employee contacts, for example).

To filter the entries shown at the folder level of your sales account manager, do the
following:

1. From your discussion forum, click on the title of the sales account manager forum.
Your browser displays the top folder of this forum.

2. In the Filters row, click on the name of a filter.
Directly below the Filters row, Forum opens a select box for each filter.

3. Select the filter values you wish to use to filter the entries.

You can filter entries using different combinations of the filter values. For example, if
you have a Category filter and a Location filter, you can select Personal and Spain to
view personal contacts who live in Spain.

4. Once you have selected the filter values you want, click on the OK button just below the
drop-down menus.

Your browser now displays the sales account manager's folder-level view. Only the
entries that have values that match your filter criteria appear.

In addition to viewing selective entries by filtering them, you can also sort entries to view
them in a specific order. For example, suppose that you want to sort your filtered entries in
alphabetical order by title. To do so, you click on the linked Title header at the top of the Title
column in the folder listing. If you want to see these entries in reverse alphabetical order,
click on the Title link again.
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Create Personal Filters

You can add your own user filters to the folder view. These filters are viewable only by their
creator.

To create a user filter, do the following:

1. In the folder-level view, click on the Add/modify/delete filters link in the User Filters
row, all the way to the right.

Your browser displays the Configure Filters page.
2. Click on the Add button.
Your browser displays the "Specify the search command to be used as the filter" page.

3. Give your new filter a name and fill out the form to specify the properties of your search
command. Be as specific as you choose.

4. When you have completed the form, click on the OK button.

Your browser redisplays your folder-level view. The name of your new filter now appears in
the User Filters row, and it is activated.

Generate a Report

You can use the report writer tool to save data from a discussion forum in a format that can
be imported into an Access database or an Excel spreadsheet. The report writer uses the
results of a search query to output a report in a comma-delimited format suitable for input
into Excel or an HTML table suitable for MS Access.

To create a report, for example, a status report for action on weekly sales leads, perform the
following steps:

1. From your sales lead discussion forum, click on the Tools menu.
2. Click on the Report writer menu item.
The Report writer form appears.

3. Select the format of the results: and HTML table (this can be saved as an xIs file) or a
comma-delimited text file.

Select the type of report:
@ HTML table (table name: ‘table’

" Comma delimited text file
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4. Select (or remove checks from) the elements to be shown in the report:

Select the Elements to be shown in the report:
¥ Mumber W Folder W Entry title
¥ Creation date W Modified by
W Waorkflow process M Waorkflow state
W Abstract W All ather attributes

W Entry type
W Madified an
W Keywaords

WV Author

The elements are table heads. You may find that you need only a subset of the data for a

weekly status report.

Enter your search query and search qualifiers, click on the OK button, then save the resulting
output to a file using your browser's 'Save As' facility. Then read that file directly into Excel

specifying a comma-delimited format.

You can use the report writer to generate weekly status reports for sales that are pending,

closed, and still need work.

Generate a Report
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Glossary

The following is a list of Forum and WebWorkZone terminology and definitions:

bookmark

A tool that allows you to keep track of discussion-forum entries that interest you, so that
you can return to them easily in the future.

business card

The portion of a registered user's user profile that is publicly viewable. This usually
includes the person's name, organization, e-mail address, and (optionally) a picture.

chat room

A forum that provides a general category for one or more chat sessions. For example, an
Engineering Workspace may have chat rooms for UI Design, Quality Review, and New
Development. A Marketing Workspace may have chat rooms for PR, TV
Advertisements, Print Advertisements, and more.

chat session

One synchronous (everyone participates at the same time) discussion. When people are
chatting, the session is an active session. When the discussion is finished, the chat-forum
manager can indicate that the session is now an inactive session. Our software stores the
transcripts of all chat sessions in case you need to refer to them in the future.

entries

One piece of information contained in a forum. Examples from a discussion include a
topic, a reply, a document, a URL, or a survey question. Other examples include a
calendar appointment or a chat session.

entry creator

The person who created an entry. This term is also applied to the manager who created a
workspace or a forum.

entry owner

The person who is assigned ownership of the entry. (By default, the entry creator is its
owner.)
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forums

Virtual meeting-places in which you communicate and collaborate with your teammates.
Examples of forums include discussions, chat rooms, tasks, messaging, and calendars.
These online forums are similar to the classic definition of the word:

forum: a public place or medium for open discussions

You access forums by clicking on the forum tab and then selecting the individual forum
from the drop-down list. For example, when you click on the Discussions tab, you see a
drop-down list of available discussion forums. You can then click on the title of the
discussion you wish to view.

The terms forum and resource are interchangeable.

forum manager (Forum only)

A person who performs the initial configuration of a forum and who has the right to
perform management tasks (such as setting access or deleting entries) in that forum.

meeting

One of two kinds of synchronous communication supported by Forum: a chat session or a
meeting in the PlaceWare forum.

personal pages
Pages that contain information for your personal use, such as your personal calendar.

You access your personal pages by clicking on the Workspace tab and then clicking on
the hyperlinked title of the personal page you wish to view.

PlaceWare forum

SiteScape’s integration with PlaceWare, a company that provides web conferencing
services. The Placeware integration allows you to schedule and attend PlaceWare
meetings from within the context of Forum.

You access the PlaceWare forum, if a forum manager has configured it, by clicking on
the Meetings tab and then clicking on PlaceWare Meetings.

reminder

An e-mail message that documents an appointment or event that you want to remember.
Our software can send reminders on or before the date of the event.

resources (WebWorkZone only)

Forums (discussions, calendars, chat rooms, or the messaging window). Sometimes used
to refer to summary pages and tools.

The terms resource and forum are interchangeable.
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resource manager (WebWorkZone only)

A person who performs the initial configuration of a forum and who has the right to
perform management tasks (such as setting access or deleting entries) in that forum.

search

A tool that allows you to search for an entry that contains a search string or that matches
other criteria (a particular author, a creation or modification date, and more).

site map

A tool that displays a list of all of the forums and personal pages available to you in all of
the workspaces in the zone.

summary pages

Forum and WebWorkZone pages that provide a concise display of summary information
about your workspace or about forums that are important to you.

Examples include the Workspace page and the "My summary" page. The Workspace
page gives you a list of all of the forums and personal pages available to you in that
workspace. The "My summary" page allows you to track new or modified entries in the
discussions that are most important to you. The "My summary" page also lists the
calendar entries and chat sessions for the current day or week, and more.

To access the Workspace page, click on the Workspace tab. Forum displays a page in
sections. The left section is a directory tree that lists all of the workspaces that are
available to you. As is standard in most folder directories, a plus sign next to an item
indicates that it can be expanded, and items indented are sub-items of the item above.
The green arrow to the left of the directory tree indicates which item you are currently
viewing. The right frame lists all of the forums to which you have access in that space. To
view a forum, click on its title.

synchronous communication

An online meeting or chat in which two or more people participate and communicate
with one another at the same time over the Internet.

task

An activity assigned to a user. Our software indicates when the task is started, almost
due, completed, or overdue. Optionally, our software can send e-mail to assigned users
that informs them about the creation or the due date of the task.

tools

Items that assist you in using our software regardless of the current workspace. The tools
are located in the upper-right corner of the page and include Web files, Site map,
Bookmarks, Search, Help, and Logout. To access a tool, click on its title.
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user profile

Information about yourself that you specify when you register. This information includes
your name, e-mail address, group membership, a picture (optional), and more. If you
choose, you can modify the information in your user profile.

WebWorkZone

A hosted collaboration service that provides you with online forums, summary pages,
and tools. WebWorkZone enables you to communicate and to work quickly and
efficiently with your teammates.

web conferencing

An online meeting in which you can share the real-time view of your computer screen
with others to demonstrate new software, give a web seminar, and hold a variety of other
types of presentations over the Internet.

web files

A tool that allows you to transfer files across the web or to share files with your
teammates. For example, at work, you can upload documents to your web-file system,
and then access and edit them on your home computer. As another example, you can
share the files in your web-file system with teammates located around the world.

wizards

Specially designed pages that provide extra assistance when performing the most
common management tasks, such as creating workspaces, creating groups, creating
forums, and more.

workflow

A customization that enables your forum managers to create discussion-forum entries
that pass through various states in a work process. These entries automatically move
through a well-defined, orderly process, guided by actions that specific users take on the
entries.

Examples of workflow processes are a purchase-order process, a document-review
process, a customer service desk, and more. The steps through which the entry must
move are called states. At every state, it is possible to define the process so that only
those people who must take action on the item are allowed to see it. It is also possible to
have our software automatically notify someone when a workflow entry requires their
attention (for example, the supervisor can be notified through e-mail when one of her
employees places a purchase request in our software).

Workflow entries are very similar to standard entries in a discussion. Sometimes, people
perform "work" on the workflow entry by answering a special workflow question, which
is located toward the top of the entry. The top of the entry also contains a label specifying
the entry’s current state.
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workspace

A collection of summary pages and forums that one group uses to work toward a
common goal. Consider workspaces to be online office spaces. Just as the Engineering
Department and the Marketing Department may be located on separate floors of an office
building, your zone manager can create an Engineering Workspace primarily for
engineers and a Marketing Workspace primarily for marketing professionals.

One person can be a member of more than one workspace. You can access other
workspaces from the Workspace page.

workspace manager

A person who can perform initial configuration of the workspace by creating discussions,
calendars, and chat rooms; and then specifying who has access to these resources. By
default, the workspace manager also has the right to perform management tasks in all
forums in the workspace.

zone

All workspaces available to your organization, and all of the registered users who can
access one or more of those workspaces. In other words, everything and everybody.

zone manager
Forum

The person who performs the initial configuration of Forum, invites users to participate,
and, by default, has the right to perform management tasks in all workspaces and forums.

WebWorkZone

The person who signs up for WebWorkZone, performs the initial configuration of
WebWorkZone, invites users to participate, and, by default, has the right to perform
management tasks in all workspaces and forums.

zone workspace

The first workspace you enter when you log in. This workspace is the one that is usually
accessible to all members of your organization (additional workspaces are usually
accessible to subgroups within your organization).
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