UNCLASSIFIED

SYSTEM OVERVIEW GUIDE FOR HSIN-NEXTGEN SPIRAL 2

NUMBER REV
X 1.3

1 June 2009

System Overview Guide
for the
Homeland Security Information Network
Next Generation System
(HSIN NextGen)
Spiral 2

Prepared for:

Department of Homeland Security

Prepared Under Contract Number:

HSH QDC-08-J-00134

Prepared by:

GENERAL DYNAMICS

One Source

Page 1 of 138

Copyright 2009, General Dynamics One Source, LLC.
Sponsored by the United States Government, Contract No. HSHQDC-08-J-00134.



UNCLASSIFIED

SYSTEM OVERVIEW GUIDE FOR HSIN-NEXTGEN SPIRAL 2

NUMBER REV

X 1.3

1 June 2009
TABLE OF CONTENTS

3 I 0 ] = 11
1.1 TDENTIFICATION 1tvtusaneusenensenensensnsenssssnsssenssnenssnenssnssssnssssnssssnsssensssenssnenssnenssnsnsenses 11
1.2 SYSTEM PREPARATION 4.uvutstusnesessnsssssssssssessssssssssssssssesssssssssssssssesssssssssssssssnsnssssssnes 11
1.2.1 Communities Of INtEreSt StIUCKUINE ....cuivnirieiieiiiiiieiie e e s e ens e ear e ssrensans 12
1.2.1.1 TR (o] T AN (=T 1 12
0 A 6 ) 3 12
0 TR T U o 0] ) 13
00 o [ 13
0 JR 0 1Y gl Vo0 11 | 14
2 REFERENCED DOCUMENTS....cctccttestmrtnssnssnnssnssnssnnssnssnssnnsnnsnnsnnnnnns 15
2.1 GOVERNMENT DOCUMENTS 4 1tutueueuensarssenenenenensssssssssssesesesssssssssssseessssssssssssesenensnssrsnes 15
2.2 NON-GOVERNMENT DOCUMENTS 4t tueuentnsasessssnenensnsssssssssssenensssssssssssesenssssssssrssssenensnss 15

3 USER TESTING SUPPORT......c.osssmmmmmmmmmmsmnmsnnmsnsssssssnssssssssssssssssnssnns 16
4 FUNCTIONALITY ...occormmmmsmmmsmnmsmmssnmssnsssssssssssnssssssssssssssssnsssnsssnsssnns 17

4.1 LOGGING ON TO THE HSIN NEXTGEN PORTAL 1uvvuveuieuienrennrersrerenresenrensensensessssnsensensens 17
0 R O 1Y Y1 17

L O < 1 o P PP 17
R T = o o= [ = 17
4.2 NAVIGATING WITHIN THE HSIN NEXTGEN PORTAL...vueueururererenrenrenrenrenrenresnssnrenrensens 20
e R O 1Y Y1 20
4.2.2 SO UPD ittt ittt e 20
N TR = o o= [ = 20
4.2.4  FUNCHONAITY...cvii e 20
4.3 PORTLETS VISIBLE ON ALL PAGES ..vuuvuuiunienrenrsnrenrenrensensenrssssnssnsensenrenrsarssnssnsanssnrenrens 22
N T8 Y1 22

L T8 0 N 0 Y= 1Y 22
4.3.1.2 SOIUP it 23
0 T8 0 TR = o T [ 23
4.3.1.4  FUNCHONAIILY c.cvi et 23
G 0 AV o] o TU ] o= =T S 23

L 70 R Y= 1Y 24
4.3.2.2  SBIUP ittt 24
N 709 0 TR = o Tl L1 ] 24

N T T o U1 T u o] o= |1 Y2 24
LG TG T O T N - ] 1< 25
0 T8 T8 R Y= 1Y 25
4.3.3.2 SOIUP t ittt 25
0 T8 70 TR = o T L1 ] 25
4.3.3.4  Contact List FUNCHONAIILY ...ccuvvveniieiii e 26

Page 2 of 138

Copyright 2009, General Dynamics One Source, LLC.
Sponsored by the United States Government, Contract No. HSHQDC-08-J-00134.



UNCLASSIFIED

SYSTEM OVERVIEW GUIDE FOR HSIN-NEXTGEN SPIRAL 2

NUMBER REV

X 1.3
1 June 2009
4.3.3.5 Chat RoOOm FUNCHONAIILY ....oveeeeieieeeee e e e 31
L T S Y o 1 38
LG T s N O 1V <Y o =Y 38
L G T o N 38
L T TN TR = (0 1ol <Y (1] (T 38
4.3.4.4  FUNCHONAIILY c.uuniiiiee e e e e e e e s 38
4.4 310107 LS 42
I O AV < VY 43
L Y < | o 43
L T = o 1ol [ 43
4.4.4  FUNCHONAIITY . ..uiiieeee et e e s e e s e e e s e e e e e e e rrn e e e ennanes 44
4.4.4.1  Navigate FOIAErS ......coiviiriiiiiiiiie e e e e 44
Ny V1 TV 5 7o T0 ) {1 0= 45
4,4.4.3  Search for BOOKMArkS.....ccuviuiiiiiiiiiiiiiiiiin e e a s e eaas 45
S Vo [ 1o o [T 46
o o |1l o] [ [T 47
4.4.4.6  Merge FOIAEr .....cccvuuiieiiie st 47
oy B 1= 1< (N o] [ [ R 48
S Y AV [ I = 7o o] 40 =1 o R 48
N N o 11 ol =0T (1 T= | R 49
4.4,4.10 Delete BOOKMArK. .. .uiiuiiriiuiiiiriiiiiriiir s s e ear s earsansarensenns 50
4.4.4.11 MY ENEHES ccvuiieiiii i 50
4,4,4.12 RECENE ENTIES 1vuivuiieiiiiiiiiirii i san s s s e s e e s s en s earea s rasaranrenrenns 50
4.5 Y I 0 - 50
T R O 1Y Y1 51
4.5.2 SO UPD ittt e rans 51
Y0 TR = o o= [ = 51
4.5.4  FUNCHONAITY...cviii i 52
4.54.1 Day, Week, Month, Year and Events VIEWS........ccceviiiiiiiiiiiiiienineneee e, 53
T 0 AV [ I Y=o | 56
TR S0 TR = 11 ol == o 58
4.5.4.4 Change Event PermiSSIONS. ......c.viiuiiuiiiiiiiniiie st ssssseesseaesa e ea e eaeeans 58
4.5.4.5  DElete EVENE...ccuiiiiiiiiirii i v e s s s e e e e 58
4.5.4.6  EXPOIL EVENL. ... e 58
4.5.4.7  EXPOrt All EVENTS ....cuiiiiiiii ittt 59
S T N o 1] o0 gl < | 59
4.6 DOCUMENT ACCESS +vuvuveueurenenrensarenreeuresnsensasensasensasensesenrenensensnsenenrenearensarensanenrenes 59
4.6.1 Cabinets and Home Cabinet.......vvuvieiiiiiiiiiirir e e e 59
T80 0 I 1= 1Y 60
4.6.1.2  SOIUP .ttt 60
T80 0 TR = o Tl [ ] 60
Y0 T U1 T u o] = | ) Y2 61
4.6.2  SUDSCIIPLIONS. ..cuuii it 73
T8 A R © Y= 1Y 73
T80 2 U | o o g 1 o 73
4.6.2.3  UNSUDSCIIDE. 1uuiuuiiiinieeienisnssrssessrenrenssarsassnsssanrensen s rrarsarsanssnssnrenrenns 73

Page 3 of 138

Copyright 2009, General Dynamics One Source, LLC.
Sponsored by the United States Government, Contract No. HSHQDC-08-J-00134.



UNCLASSIFIED

SYSTEM OVERVIEW GUIDE FOR HSIN-NEXTGEN SPIRAL 2

NUMBER REV

X 1.3
1 June 2009
4.6.3  INDOX tuiiruiiiiiiiiii s raaas 74
e TG 0 © 1< o1 74
4.6.3.2  Viewing Tasks and NoOtfications .........ccovveeuiiiieiiiii e 74
4.6.3.3  Accepting and Performing @ Task .........occeeuuiiireeniinieeeiene e eeenne e e 74
4.6.4 Document and IMage LibrarieS. .....ccuuiiiiiiieiiieeiie e e e e 75
4.7 D112 £0] PP 75
4. 7.1 OVEIVIEW truiiruiituietnieiietietsetsessesseasessessessessesseasensensenesennsennsennsennsennns 75
L A Y U | o 75
N T o ool 8] OO 75
4.7.4  FUNCHONAIILY . ...iiiiiti e e e e e e e e e e e e e e e e e ennanns 75
4.7.4.1  BasiC USEr SEarCh........cuuiiiiiiiiiii it aa e 75
4.7.4.2  Advanced USer SEArch ........uviiiuuiiiiiii it 76
4.7.4.3  Basic Organization SEarch ..........coeeeeuiiiiiiiiiiiieceie e e e 77
4.7.4.4  Advanced Organization SEarch.........ccceiiveruieiieeiiien e e e 79
4.8 MEETING ROOMS ..uitiitiititsesesensssse s ssssss s e s enssansass s s ssssa s e s enssnssnnennsansensensens 80
4.8.1  OVEIVIEW truiiruiiiuieiieiiet s et s et s et s et s et s et s et s et s ea s ea s ea s eansensenseasensennaennannnns 80
L A Y < | o 80
LS TN T o ool [ ] = 80
4.8.4  FUNCHONAIY...ccvuiii i 81
4.84.1 Meeting ROOM OVEIVIEW ...uivuniiiiiiiiiiie i sies s e se s s s se s s e sas s s e s e nneeneenns 82
4.8.4.2 Meeting Roles and PEermiSSIONS ........cuvveuiiiiiiieriieiiesseesnesseeseesne e eneenns 82
4.8.4.3 Meeting ROOM Library......ccocuviiiiiiiiiin it 84
4.84.4 Create Meeting ROOM .....cuiiiiiiiiiiie et aas 84
4.8.4.5 Starting @ MeetiNg......cuiiiuiiiiiiii i 88
4.8.4.6 Entering Meeting ROOM......ccuiiiiiiiiiiiii ittt r e 88
4.8.4.7 Controlling Meeting AtLENAEES .....cuivuiiiiiiiiiiiie e 90
4.8.4.8 Place a Meeting on Hold........cccuviiiiiiiiin e 91
4.84.9 ENd @ MEELING....cuiiiiiiiiiiii i 91
4.8.4.10 Updating Meeting Information .........ccccuiiiiiiiiiiiniiin e 91
4.8.4.11 Managing Meeting Participants.........ccoiuiiiiiniiiiiin i, 93
4.8.4.12 Managing Meeting Content.......ccociiiiiiiiiiiii e 94
4.8.4.13 Sharing CONENT ... .cuuiiiiii e e 94
4.8.4.14 Sharing DOCUMENES ....cuuiiuiiiiiii et aas 96
4.8.4.15 Sharing Whiteboards ..........ccoiiiiiiiiiiii e 97
4.8.4.16  File Share POC........cciiireiiiriiiirs e e s s s srn s s e s s rn s e s ernseeen 99
4.8.4.17 Displaying WED Pages.......cicuiiiiiiiiiiiiiiii s 100
4.8.4.18 Taking Meeting NOLES ........iiiiiiii e e 101
4.8.4.19 Chatand Q & AN Meetings.......uoivireemiiieieiie e e eeens 102
4.8.4.20 PoIlING AtEENAEES ... eeeeei e e e enas 106
4.9 MEMBERS ... evuetuseeuseeaseeaseeaserasennsennsennsennsesnsennsennsennsennsennsennsennsennsennsrnnsennsensennnns 107
LT R O 1V = TN 107
LT Y (1 | o N 107
L TR T o ool T[] = N 107
T S U] Vot o] =1 11PN 107
4.10  MESSAGE BOARDS ...uvvuieeuieenseenseenseensessnssesnsessessessennsennsennsenssenssenssrnnsennsennsennns 109
4.10.1 OVBIVIBW. 11ttuiiieiieet s s e s s e s s e s e e s s s e rn s e ra s e r s s rn s e rnn s snnsarnnnannnnsns 110

Page 4 of 138

Copyright 2009, General Dynamics One Source, LLC.
Sponsored by the United States Government, Contract No. HSHQDC-08-J-00134.



UNCLASSIFIED

SYSTEM OVERVIEW GUIDE FOR HSIN-NEXTGEN SPIRAL 2

NUMBER REV

X 1.3
1 June 2009
4.10.2 1Y o T 110
4.10.3 PrOCEAUNE ..ot 110
4.10.4 10 g ot o o= 1 PP 111
4.10.4.1  Add CategOrY.....cceeeuiieieeii e it e e e e e e e e e e e e e e e e e e eenan 111
4.10.4.2  Edit Cat@gOry ... iieeeuiieieeiieiee it e e e e e e e e e e e e e e eean 112
4.10.4.3  SUubSCribDe t0 Category....cuuuiiieeeriiieiirae e eeree e e e e e e e e e e e eenas 113
4.10.4.4 Delete Category . .cuuuiieieriiieeeera e e e erra e e erra s e e ee e e e eeaa e e e eeneeeeeeneaaeenas 113
4.10.4.5 View Category DetailS.........coeeuriiiiieiiiieeeie e e 113
4.10.4.6 Change Category PermisSiONnS.........ccuuevieereuirieeeenneeeenneeeeeeneeeeeenneeeeeens 114
4.10.4.7 Add Message Thread ........ooeveeeriiieeeiieeeeeiee e e e e e e e e e e eenas 114
4.10.4.8 Viewing Threads and MeSSAgeS.......cuuuurirrrruirirerrrinirrrrninsesernseeseennaeeeeenes 115
4.10.4.9 RepPly 10 MESSAGE ..evuuiiiirieiiiiiiii i et eerre s e e rr e e e e s e e e e e e rr e eenan 116
4.10.4.10  Edit Message Thread .........cuuviieirruiiieiriinieeeie e e e e e e eerne s eeenas 117
4.10.4.11  Subscribe to Message Thread .........ccovevveiiiiiiiiiniieire e e 118
4.10.4.12  Change Message Thread PermiSSions..........ccuvurirrernssrrernnseseeennnsseeenns 118
4.10.4.13  Delete Message Thread.........covvveeriiiieriiinieeeiie e e e e eeeas 118
4.10.4.14  MOVE THIr€AA ....ccvuiiiii it e ea e e 118
4.10.4.15  SPIEt TRread.....oocviiiei i e 118
4.10.4.16  SEArCh MESSAGES. .. cuuiiruiiriitietiieiarete st st st st s s e s s ere s s e aennas 118
4.10.4.17  Viewing & Modifying UsSer's POStS .......cccueviiiiiiiiiiiiiiiccin v seaas 119
4.10.4.18  Viewing & Modifying Subscriptions ........ccccccciviiiiiiiiiiiiiin s 119
4.10.4.19  RSS FEEAS ...cvvuiiiriiiiri i s s s e s e s e s ra s s s e e rn e rann s 120
4.10.4.20  BaAN USEI cuuuiieeiiiiriiiriisirsssr s ssn s rsssssn s sssssssnssrnn s s rnnssssnnssnnnsssnnnss 120
411 NEWS /RS . eiitiiiiiiiiirsiir s s s s s s s s s e s e s s s ra s s ra s e rn s e ran e s enn s e rannsernnsennn 120
4.11.1 OVEIVIBW. 11 etuiiirsiiet s s e s s e e s s e s e e s s s e rn s s ra s s sr e s e en s s rnn s rennsernnssnnnnnns 120
4.11.2 1T U o JS PN 120
4.11.3 o (0Tl [ ] =P 121
4.11.4 FUNCEIONAIIEY ..cee e 121
4.11.4.1 Read NEeWS ArICIES...uiiireiiiirisiiriiei s e e s res s rn s ran s rn s ern s e rnn e 121
4.11.4.2 Add and Remove News Subscriptions ........cccccoviiiiiiiiii i 121
4,12 POLLS & POLLS DISPLAY ...uiiiiiruuiiiienseeennnssseenn s s e eesnssesesns s s ssann s s seannsssrennnssanenns 122
4.12.1 L@ 1Y T 122
4.12.2 1S o 123
4.12.3 o (0Tl [ ] P 123
4.12.4 FUNCEONAIITY ..cee e 123
4.12.4.1 Create Poll Question and RESPONSES .......ciiuiiriiiiiiiiiiiiiieer e eeanas 123
4.12.4.1 Make Poll Available to USErS ......ccivvriiiiriiienieirissessseenssens s snnssennnsennnes 125
4.12.4.2 ResSpond t0 POIl......ccuiiiiiiiii e 125
4.12.4.3  VieW POIl RESUILS......uiiireiiiiriiiiri e s s ers s s ess e rn s rns e s ern s enn e 125
4.12.4.4 View Poll Summary & Individual VOteS........cccviiiiiiiiiiin e 125
4.12.4.5 Edit QUESHION....c.uiiiriiirii i e 126
4.12.4.6 Delete QUESHION .....cvuiii i 127
4,13  SURVEYS (CONTENT RATING) tuuetueuuieunrennsennsesnsesnsessensesnsesnsessessennsennsenseenseennennns 127
4.13.1 OVBIVIBW. 11ttuiiirsiei s s e e s s s e s s s e s s ean s e s s e er e s sr e s s rn s e rannsernnsernnsannnnnns 127
4.13.2 1L | o T PPN 127
4.13.3 o (0Tl [ ] 127

Page 5 of 138

Copyright 2009, General Dynamics One Source, LLC.
Sponsored by the United States Government, Contract No. HSHQDC-08-J-00134.



UNCLASSIFIED

SYSTEM OVERVIEW GUIDE FOR HSIN-NEXTGEN SPIRAL 2

NUMBER REV

X 1.3
1 June 2009
4.13.4 10 g ot o o= 1 PR 128
4.14  SURVEY FORMS..ceuuiiiruiiruiinisiisuisnissiasssassssassssns s ssaa s saasssannsssansssannsassnssssnnsanns 128
4.14.1 L Y= R 128
4.14.2 1Y o T 128
4.14.3 PrOCEAUIE ..ot 129
4.14.4 FUNCEIONAIEY «ce e e e e 129
4.14.4.1 Create SUIVEY FOIM.....ccu e e e e s ra e an s 129
4.14.4.2 Complete SUVEY FOrM. ... e e e e e e e e eeas 132
4.14.4.3 EXpOrt SUrVEY Data ........ooieviiiiiiiiiiiie e 132
4.14.4.4 Delete SUNVEY Data........ccuoiiiiiiiiiiiiiiiee e e e e e e 133
L 0 T I 133
4.15.1 L@ 1 Y1 OO PP PPN 134
4.15.2 1Y o PP 134
4.15.3 PrOCEAUIE ..ot 134
4.15.4 FUNCEONAIEY cvve e e 134
T T A I T 8 PN 134
4,15.4.2 View Task DetailS........cciiiiiiiiiiiiiiii i 135
4.15.4.3 Create TasK ... 136
L T o [ 1= PP 137
4.15.4.5 ReASSIN TaASK .. iuuiiiiiiiiiiiiiiir e 137
4.15.4.6 Complete Task......cccooviiiiriiniiiiii 138
4.15.4.7 Delete TaASK .....uiiiieruiiiiiiii i s 138

LIST OF FIGURES

Figure 1 - HSIN Portal COI STrUCIUIE.........coiiie e 12
Figure 2 - HSIN NeXtGen 10gin Page........ueeiivreiiiie e sieeesiee e e et sve e snee e saee e 18
Figure 3 - Example National LeVel Page........ccecovuveiiiee e 19
Figure 4 - User's private My Home WelCOmMEe Page ........ccovveiiieeiiiie e 21
Figure 5 - COIL WEICOME PAGE ... .vveeiiiieeeiie ettt ettt ettt eae e e srae e e anaee e 22
Figure 6 - Alert displayed inred boX on right ...........ccoeeiiieiii e 23
Figure 7 - Announcement POrtIEt ............cveiiiiei i 24
Figure 8 - Chat client displaying user’s contact list..........ccccvervrriuieiineiiieiiienieeniee e 26
Figure 9 - Selecting user's status for contacts t0 SEE .........ccceevvvveiiieeiiiie e 27
Figure 10 - AddiNG @ CONACE ........eeeiiiieiiie et e e e e 28
Figure 11 - EdIting @ CONLACE.........ccoiiiieiiie e 29
Figure 12 - Chat WINAOW ........ccoiiiiiiiie ettt 29
Figure 13 - Chat window ShOWing SeNt MESSAJE ..........eeeivreeiirieeiiieesire e e e sreeesaee e 30
Figure 14 - Send message t0 CONLACT...........coiviiiiiie e 31
Figure 15 - Creating @ Chat FOOM .........coiiuiiiiiie e 32
FIGUIE 16 - Chat FOOM ....ueiiiiiec ettt e e e e saee e 33
Figure 17 - Chat rO0M PrOPEITIES ......vvviieeiiiiii ettt e e e st e e e e e 34
Figure 18 - Invite USers to JoiN Chat FOOM .........cccuiiieiiiiiie e 35

Page 6 of 138

Copyright 2009, General Dynamics One Source, LLC.
Sponsored by the United States Government, Contract No. HSHQDC-08-J-00134.



UNCLASSIFIED

SYSTEM OVERVIEW GUIDE FOR HSIN-NEXTGEN SPIRAL 2

NUMBER REV

X 1.3

1 June 2009
Figure 19 - Specify Jabber server to search for chat rooms ............ccccoveiiienie e, 36
Figure 20 - Search for chat rooms reSUIES...........ooviiiiiiiei e 36
Figure 21 - Search POILIEt ..........ooiieie e 38
Figure 22 - SEarch reSUIRS ..........ooouiiiiiee e 39
Figure 23 - Advanced SEarch PAGgE ........cuoiueeiiieriieeiie et 40
FIQUIE 24 - SAVE SEAICN.......eiiiie e 42
FIQUre 25 - SAVEA SEAICNES........coiuiiiiieiie ettt 42
Figure 26 - BOOKMArk POrtIEt .........ooviiiiiiie e 44
Figure 27 - Displaying the contents of a folder ... 45
Figure 28 - Bookmark Search RESUILS...........ooouiiiiiiiiiiieie e 46
Figure 29 - Add FOIAET .........ooieie e 46
FIgure 30 - Edit FOIRT .........oiiiiiieee e 47
Figure 31 - Add BOOKMATK ..........cuoiiiiiiiiiie it 48
Figure 32 - Edit BOOKMAIK .........ccviiiiiiiiiiie it 49
Figure 33 - Calendar portlet displayed on Welcome page of each user's My Home......... 51
Figure 34 - Calendar DAy VIEW ...........oieiiiieiiiie e ciee e steeesea e stee e sae e e e snaee e 52
Figure 35 - Calendar Event Detail VIEW ............cocuveiiiii e 52
Figure 36 - Calendar WEEK VIBW .........ccoiuiiiiiiie e 53
Figure 37 - Calendar MONtN VIEW .........cocviiiiiie et 54
Figure 38 - Calendar YEar VIBW ..........ceeiiuireiiiie e ciieestee et a e ee e siae e sae e eesnnee e 55
Figure 39 - Calendar EVENIS VIEW .........cocviiiiiic it 56
Figure 40 - Add EVENE PAGE....cceiiieeiiie ettt e ae e e e snaee e 57
Figure 41 - Cabinets portlet displaying cabinets............ccccceeiiiieiiie i 60
Figure 42 - Cabinets portlet displaying contents of Temp cabinet .............cccccocveevinnnne, 61
Figure 43 - Home Cabinet portlet showing folder containing two sub folders and a file .61
Figure 44 - Create FOIAEr PAgE ......ccocvvieiiiie ettt 62
Figure 45 - Create Folder INfO Page ........ccvveiiiieiiiie e 63
Figure 46 - Import File SEIeCtiON ..........ccoviiiiiei et 63
Figure 47 - Import Object Definition ...........ccooveiiiii i 64
Figure 48 - Create DOCUMENT PAJE ...vvveiveeeiiieeeeiiieeeeie e stee st e tae et srae e s e e saee e 65
Figure 49 - Create Document INfO Page ........ccvveiiiie it 66
FIQUIE 50 = VEISION PAJE ...ecuvveeeieiieeciiee e ettt e ettt e et e st e e e stte e e s e e e et e e e stb e e e snaaeesnaeeesnaeeeanes 68
Figure 51 - General Properties PAgE........cuieiiueeeiiiieeiiiee et siee et e e 69
FIgUre 52 - PErmiSSIONS PAJE .......vveeiieeeirie e et e eitie e e ette e e st e e st e e s tae e s ste e e e snaa e e snaeeesnaeeeanns 70
FIQUIE 53 - HISTOIY PAJE .. .ccviee ettt ettt e e srae e e e e anaee e 71
Figure 54 - BaSiC USEr SEAICK ........ccouiiiiiie it 76
Figure 55 - User SEarch RESUIL ............cooiiiiiiiec et 76
Figure 56 - Advanced USer SEarch ...........ccccveeiiiii it 77
Figure 57 - Basic Organization SEarch...........cccocvivii i 77
Figure 58 - Organization Search ReSUIS...........cccoiviiiiiiiiic e 78

Page 7 of 138

Copyright 2009, General Dynamics One Source, LLC.
Sponsored by the United States Government, Contract No. HSHQDC-08-J-00134.



UNCLASSIFIED

SYSTEM OVERVIEW GUIDE FOR HSIN-NEXTGEN SPIRAL 2

NUMBER REV

X 1.3

1 June 2009
Figure 59 - Organization USEIS...........coiiiiiieiiieiiie ettt 78
Figure 60 - Organization SUDOIrganizationS .............ocveiuierieniie e 79
Figure 61 - Advanced Organization SEArCh............coccviieiiiiiie i 79
Figure 62 - ConNECt Pro CHIENT ........couiiiiiiie e 81
Figure 63 - Change Attendee ROIE...........ooiiiiiee 83
Figure 64 - Meeting LIDIArY .......ccvoiiiiiiiiiie it 84
Figure 65 - Create Meeting from Meetings library ...........cccccooviiiiniiie i 85
Figure 66 — New Meeting INfOrmation............ccooiiiiiieiiienie e 86
Figure 67 - New Meeting PartiCIPANntS ..........cooveieiiiiiiiieiieeiee e 87
Figure 68 - New Meeting INVILAtIONS .........ccoiiieiiiiiieiiieiie e 88
Figure 69 - Start Meeting from HOME PAgE........ccoviiiiiiieiieeee e 89
Figure 70 - Start Meeting from Meeting LiDrary .........ccccoveiiieiiininiiie e 90
Figure 71 - Update Meeting INfOrmation .............ccoooieiiiiiieiiie e 92
Figure 72 - Update Meeting PartiCipants............cccuvoiriiieiieiiie e 93
Figure 73 - Whiteboard OVErIaY ..ot 98
Figure 74 - Q & A Chat POU ....cccuieeeciee et sree e 103
Figure 75 - Linking Q & A pod to Chat Pod ..........ceeiieeeiiie e 104
Figure 76 — Participant asks @ QUESTION ............eeiiiieeiiee e 104
Figure 77 — Presenter anSWers @ QUESEION .........ecovveeeiieeeiieeesiinessiveessiveeesnvneesneeesneee s 105
Figure 78 - Question and Answer appear together in Chat pod............ccccceovveviiieiinnnnn, 105
Figure 79 - Members POILIEL ...........oovieeie e 108
Figure 80 - USEr DELailS..........ceiiieeeiiie et 109
Figure 81 - Message Boards POrtIEt ............cccvveiiiii i 111
Figure 82 - Add Category PAgE.......ccouureiiireiiiiieeitieeesieeesieeeseeesstae e s streessnnaeesneeesneeens 112
Figure 83 - Edit Category PAGE .....eeeiveeeiiiee it e ettt e e st e e seeestae e st e e s stae e s snaa e e sreeesneeens 113
Figure 84 - Category DetailS PAgE .......ccovvvieiiiiieiiiie e 114
Figure 85 - Add Message Thread...........cccveiiieiiiiie i 115
Figure 86 - Category detailS............coiuiieiiiiiiiie et 116
Figure 87 - Thread MESSAgES .......uveeiiieeeiiee ittt e ettt e e s e st e et e e s tee e s stae e e e e e saeeesneee s 116
Figure 88 - Message Thread With REPIY .......cvveiiiieiiiii e 117
Figure 89 - Message Search reSUILS.............cocvveiiiee i 119
Figure 90 - SUDSCIIPLIONS PAGE ....vveeiviieeiiiee it ettt e st e st e et e e stre e srre e e sbeeesaee e 119
FIgUre 91 - RSS POITIEL......ccveeiicee e 121
Figure 92 - RSS portlet Configuration Page ...........ecovuveeiieeeiiiiee e 122
Figure 93 - Control Panel POIIS PAgE..........ccoiuiviiiiiie e 123
Figure 94- Add QUESLION TOIM.......cciiiiiiie e 124
Figure 95 - Control Panel Polls Item with @ QUESLION ..........cccvvviiiiiiiiee e, 125
Figure 96 - QUESLION DEtailS.........cccoviiiiiiiiie e 126
Figure 97 - Page Ratings POItIEt .........oooiiiiiiie e 128
Figure 98 - Page Ratings portlet after two users have rated page content .................... 128

Page 8 of 138

Copyright 2009, General Dynamics One Source, LLC.
Sponsored by the United States Government, Contract No. HSHQDC-08-J-00134.



UNCLASSIFIED

SYSTEM OVERVIEW GUIDE FOR HSIN-NEXTGEN SPIRAL 2

NUMBER REV

X 1.3

1 June 2009
Figure 99 - Web Form portlet displaying a simple survey of user’s suggestions........... 129
Figure 100 - Web Form Setup General Page ..........cooveiveiieiiieniiesiee e 130
Figure 101 - Web Form Setup Form FieldS page.........cccooiviiiiiniiiiie e 131
Figure 102 - Web FOorm EXpOrt Data PAgE .......veeiveeriieiiieiieiiiesie e 133
Figure 103 - Task LiSt POITIET .........ccviiiiiiiiieii e 134
Figure 104 - Task List with Due Today filter ... 135
Figure 105 - Task LiSt MaXimizZed...........cooiiiiiiiieiiieie e 135
Figure 106 - Task DELailS ..........oiiiiiiiiiie e 135
FIQUIe 107 = AQd TaSK.....coiiiiiieiii e 136
Figure 108 - SeleCt Task ASSIGNEES ........eeiuieriiieieeiii ettt 136
FIQUIE 109 - EQIT TASK ... .eiiiiiiieiiieitie ettt 137
FIQUIe 110 - DEIEtE TaSK .....veeiieiiieiiie ettt 138

Page 9 of 138

Copyright 2009, General Dynamics One Source, LLC.
Sponsored by the United States Government, Contract No. HSHQDC-08-J-00134.



UNCLASSIFIED

SYSTEM OVERVIEW GUIDE FOR HSIN-NEXTGEN SPIRAL 2

NUMBER REV
X 1.3

1 June 2009

Revision History

Revision Description Incorporated
Date Initials
0.8 Initial Release 20 May 2009 JJB
1.0 Completed Meeting Rooms and added Polls and 22 May 2009 JJB
Surveys (Content Rating)
1.1 Updated Feedback & added Survey Forms 26 May 2009 JJB
1.2 Updated per reviewer feedback 30 May 2009 JJB
1.3 Updated Announcements. 1 June 2009 JJB

Page 10 of 138

Copyright 2009, General Dynamics One Source, LLC.
Sponsored by the United States Government, Contract No. HSHQDC-08-J-00134.



UNCLASSIFIED

SYSTEM OVERVIEW GUIDE FOR HSIN-NEXTGEN SPIRAL 2

NUMBER REV
X 1.3

1 June 2009

1 Scope

This document will familiarize the reader with Spiral 2 capabilities of the Homeland
Security Information Network Next Generation (HSIN NextGen) system.

1.1 Identification

This document covers general user functionality of the Spiral 2 HSIN NextGen system.
It will describe how to login to the HSIN NextGen portal, how to navigate among
Communities of Interest (COI), and how to utilize portlet applications to accomplish
general user functionality.

This document will not cover administrative functions such as:
e creating Communities of Interest (COI)
e creating, configuring and adding content to COI pages
e creating and managing user accounts, roles, and organizations
e nominating & vetting users for membership in COI
e managing system and content permissions
e system usage reports & metrics

Formal training for administrative functions will be developed by SIM-G.

1.2 System Preparation

The information contained in this document is relevant to a deployed and configured
Spiral 2 HSIN NextGen system. A minimal configuration of the system is described
below to facilitate utilization of the information of this document prior to adoption of the
Spiral 2 HSIN NextGen system in a production environment. Configuring the HSIN
NextGen system as described in this section is a task for system and COIl administrators
and cannot be performed by general users.
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Communities of Interest Structure
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|
. C O' Qil and Gas Sector Rail and Pipsline Sector
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Offshora Drilling il Delivery Railway Surveillance Fipeline Monitoring

Residential
Delivery

Figure 1 - HSIN Portal COI Structure

HSIN NextGen system content and functionality is partitioned into sets of Communities
of Interest (COI). These COls represent a grouping of individuals with a common area
of interest or related missions. Communities span both the commercial and government
sectors and are intended to allow individuals within communities to share information
relating to DHS objectives. The Web Portal represents these COls as a hierarchy of
organizations to which user accounts are added as members.

1.2.1.1 Mission Area

A Mission Area is a top level COl in the HSIN NextGen system. A Mission Area COI will
have a set of portal pages populated with portlets that will provide access to content and
functionality specific to the Mission Area. A Mission Area will have a corresponding
Content Management System (CMS) repository folder which is defined such that content
posted to the Mission Area folder will be visible to all the Mission Area’s child COls.

1.2.1.2 COils

A hierarchy of COls stems from a Mission Area. Each COl is a child of either the
Mission Area or another COIl. Each COI will have a set of portal pages populated with
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portlets that will provide access to content and functionality specific to the COI for its
members. Each COIl will have a CMS folder associated with it such that content posted
to the COI's folder will be accessible to all the COI's members and child COl members.

1.2.1.3 Sub-COls

A COlI can have multiple Sub-COls under it. These Sub-COls cannot have any child
nodes and do not have a set of portal pages associated with them, but they can have
CMS folders created for them. These Sub-COl folders can have “Ad Hoc” document
folders created under them which can either inherit permissions from their parent Sub-
COl folder or be assigned their own permissions. Members of a Sub-COl are also
members of its parent COI so that they can access the parent COI's portal pages.

Roles

The HSIN NextGen system uses a role construct for regulating user activity in the
system. A role is a set of permissions which in turn are defined as allowable actions on
resources. COI members are assigned to one of three roles to determine their
permissions for the COl's resources:

e Viewer — defines permissions granted to general members of the COIl. The
permissions granted to this role will be limited to view portlet and Content
Management System (CMS) content for their specific COIl. For example, in the
context of the Calendar portlet, a user with the Viewer role would be given view
access to the COI calendar, but not be allowed to add, edit or delete events,
configure the portlet, or export event data.

e Contributor — defines permissions granted to the contributors of content for a
COl. Users given this role inherit the Viewer role permissions plus they can add,
edit, and delete portlet and CMS content for their specific COl. Continuing the
example of the Calendar portlet, a user with the Contributor role would be given
view access to the COIl calendar as well as be allowed add, edit or delete events.

e Admin — defines permissions granted to designated administrators of a COI.
Users given this role inherit both the Viewer and Contributor role permissions
plus they can configure the portlets for the COIl as well as have full control over
the CMS folders associated with their COIl. Continuing the example of the
Calendar portlet, a user with the Admin role can view, add, edit, delete events,
configure the portlet, and export event data.

Note that a user can be a member of two different COls and have a different role for
each. Their role within a COI defines their permissions for that COI only and does not
translate to any other COI they may be a member of. For example a user can have the
Viewer role for COIl A, and the Contributor role for COIl B. In this case the user has
different permissions in the different COls.
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COI CMS administrators can create sub groupings of the Contributor role on the CMS.
These sub groupings of the Contributor role can then be granted the appropriate
permissions to “Ad Hoc” document folders created under Sub-COIl folders on the CMS.

User Accounts

Each COI (except the Mission Area COI) will have user accounts assigned to be
members of it. Upon gaining membership to the COI, user accounts are be assigned to
one of the roles described in the Roles section above within the COI.

User accounts can be assigned to more than one COI and can be assigned different
roles in each COI.
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3 User Testing Support

GDOS will support the User Acceptance Testing (UAT) activity by providing support
personnel available on site with additional support personnel available via email or
telephone. The GDOS support personnel will document findings of the UAT activity and
generate a report based on the feedback for delivery to DHS and FEMA.
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4 Functionality

This section describes the general user functionality provided by the HSIN NextGen
system. It provides sections that describe how to login to access the system and how to
navigate through the system to access information and functionality specific to a
Community of Interest (COI) as well as to an individual user. Sections are included
describing how to use application portlets on various pages to accomplish tasks such as
being notified of alerts, announcements and the national threat level, accessing
documents from the Content Management System (CMS) repository, chatting with other
users, conducting online meetings, participating in discussion boards, accessing a
calendar of upcoming events, reading current news articles, accessing links to relevant
Web sites, and working on tasks.

4.1 Logging on to the HSIN NextGen Portal

This section provides instructions on logging into the HSIN NextGen portal and provides
an overview of what the user will see upon successful login.

Overview

Connecting to the HSIN NextGen system is done through a Web browser. Once the
user has navigated to the appropriate URL, they can enter their credentials and access
the system. The HSIN NextGen system utilizes single sign on technology so that once a
user provides credentials to access the portal the user will not be prompted to provide
credentials to most other systems accessed through the portal’s applications.

Accessing Meeting Rooms (Connect) and Chat (Jabber) will prompt the user to re-enter
their credentials.

Setup

Prior to a user logging on to the HSIN NextGen system, it is assumed that the system
administrator will have created an account for the user, added the user’s account to the
appropriate COls so that the user can access COI portal pages and content, and add the
user’s account to the appropriate COIl and CMS roles so they can have the proper
content access rights.

Procedure

Open a Web browser (supported browsers include Internet Explorer 6 & 7 and Mozilla
Firefox 2) and enter the URL for the HSIN portal. Enter the user name and password
which were supplied by the system administrator and click the “Log In” button or simply
press the “Enter” key on the keyboard.
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Homeland Security Information Network
Welcome to HSIN

Mew Look with Improved Security

User Name:
Your existing HSIN Username
and Password remain unchanged. Password:

DO NOT PROCESS CLASSIFIED INFORMATION ON THIS SYSTEM

1. artment of Homela ity

Figure 2 - HSIN NextGen login page

After successful login, all users are directed to the National Level landing page. This
page, maintained by DHS Ops will contain information, news, announcements, training
information, etc. pertinent to all HSIN users.
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Figure 3 - Example National Level page

Significant Risk of Terrorist ftacks.

Every web page displayed in the HSIN NextGen portal will have a top banner which
displays the Department of Homeland Security logo and the name of the currently
selected content tabs. The top banner also contains several buttons which you will see
at the top of all pages:

¢ HSIN Home - click this button to go directly to the HSIN home page.

e FAQ - click this button to see the Frequently Asked Questions (FAQ) which
might help you resolve a question you have about using the HSIN NextGen
system that other users have also had questions about.

e Help - click this button to see Help documentation which might help you resolve a
guestion you have about using the HSIN NextGen system.

e Feedback — click this button to provide feedback to or ask a question of the HSIN
help desk via a form in which the user enters their name, a rating (Excellent,
Good, Satisfactory or Poor) and a textual comment / question.

e Logout — click this button to logout of the HSIN NextGen web portal.

e Welcome menu — in the upper right of the page is a button labeled “Welcome
UserX!” where UserX is replaced by the user name. Clicking or hovering the
mouse pointer over this button displays a menu of items:

o HSIN Home — navigates to the HSIN Home page.

o Control Panel — allows the user to access a number of their account
settings such as which roles and organizations they belong, the web
pages displayed in their private space, and Web Content.
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o My Account — navigates directly to the user account control panel item.

o Toggle Edit Controls — toggles the setting to show or hide the Edit

controls on each portlet. The Edit controls appear as the & icon and are
visible by default on all portlets within the user’s private My Home pages.
The edit icon will also be displayed on the portlets within the COI pages if
the user is a member of the COI Admin role.

Four other items are visible on all pages:

e Search box — enables searching the HSIN NextGen site for keywords entered in
the search dialog followed by clicking the “Go” button.

e National Threat Advisory — displays the current threat level.
e Chat — used to conduct Instant Messaging (IM) with other users.

e Announcements - displays incoming announcements & notifications sent by an
authorized user.

4.2 Navigating within the HSIN NextGen Portal

This section provides instructions on how to navigate among the various Community of
Interest (COIl) pages as well as the user’s private pages.

Overview

The HSIN NextGen system portal is arranged into a set of tabbed pages corresponding
to the Communities of Interest (COIl) to which the user is a member as well as a tab for
the user’s personal space. Each tab is further subdivided into a set of sub tabs
corresponding to functionality and content available in the context of either the COIl or
the individual user. Tabs will not be displayed for COls which the currently logged in
user is not a member.

Setup

It is assumed that the user is a member in at least one COI.

Procedure

Multiple tabs appear under the Homeland Security icon on the top left of the HSIN
NextGen page. One of these tabs will be labeled “My Home” and the other tabs will be
named for the COI they pertain to.

Functionality

Click the “My Home” tab. The tab’s background color will darken and three sub tabs will
be displayed: Welcome, My Documents and My Bookmarks. The first sub tab,
Welcome, is selected by default as indicated by its darker colored background. The user
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can select one of the other sub tabs to display their content or the user can select the
tab of one of the COls displayed to the right of the “My Home” tab.

My Community # HSIN Home Welcome Henry Zhong!

Welcome
FAQ Help Feed Logaut

Search ﬂ

.7 DHS Press Room
¥ 5113109 11:00 AM

Department of Homeland Security Mews

= Secretary Goes to Florida with New FEMA, ICE Leaders |® Holllelalld Sec.llrit.},

ELEVATED oo o=

Significant Risk

f 513709 11:00 A

Homeland Security Secretary MNapalitano plans to visit Florida on #ay 22 to see hurrcane preparedness
efforts underway and law enfarcement activities at the Miami port of entry, Joining her will be new
FEMA &dministrator W, Craig Fugate and new ICE Assistant Secretary John Morton—both confirmed fMay

Entries
12 by the Senate.

O Secretary Mapolitano's Testimony on FY 2010 Budget Request

@ Announcements

£ Secretary Napolitano's Testimony on FY 2010 Budget Request

i Calendar

Sumimary Day Week wonth Tear Events Export / Import

Thursday May 14, 2009 Add Event

$ M T W T F s Permissions

i 4 B & 7T 8 9 Time Title Type

o 1 12 13 15 16 There are no events on this day.

17 18 19 20 21 22 23 chowing O results,

HEIN Welcome My Documents My Bookmarks

Figure 4 - User's private My Home Welcome page

Selecting one of the COI tabs to the right of the “My Home” tab updates the Web
browser to display the contents of that COI.
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Department of Homeland Security Mews

 Secretary Mapolitano's Media Briefing on HIN1 Flu
Outbreak
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& Homeland Security

Remarks by Secretary Mapolitano at today's media briefing on the H1N1 flu outbreak

[ Secretary Mapolitano’s Testimony on Oversight of the Department of Homeland Securit;

O Tara 0'Toole to be Hominated as Under Secretary for Science and Technolo:

Figure 5 - COI Welcome page

4.3 Portlets Visible on All Pages

Several portlets appear in the right hand column of all pages in the HSIN NextGen
system. This provides quick access to portlets that can be utilized in all contexts as well
as ensures that critical information such as national threat advisory level, alerts and
announcements will be visible to users independent of their current activity.

Alerts
This section provides instructions on how to see and dismiss alerts from any web page.

4.3.1.1 Overview

The Alerts portlet displays incoming messages sent by a COA Admin user. The Alerts
portlet is hidden from general users until an alert is received. COI Admin users will have
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access to the Alerts portlet at all times which allows them to send alerts after providing a
message and selecting who to target the alert to.

43.1.2 Setup

A COI Admin user should send an alert to all users so they can see the alert displayed in
the Alerts portlet.

4.3.1.3 Procedure
Navigate to a COIl or My Home page to see the Alert portlet, if an alert has been sent.

My Community # HSIN Home Welcome Henry Zhong!

My Documents — —_—
FACG Help Feedback Logout

My Documents by Bookmarks

Documentum Home Cabinet

Earthquake in L.A. Mark as Read
Home Refresh

Henry Zhong
Henry Zhong

L.A office will be closed.

Actions: Properties Mew Document hew Folder Delete Import Add to Clipboard Move Here Copy Here Link Here
Wiew chipboard  Start Workflouw Actions

M folders found,

[T Thumbnails IShOW Files j

Sort by: Name | Size | Format | Modified | Checked Out By SSp
[ tesat @ checkout

Size: 1KE Format:  Modified; 47/09 5:01 Pi Add to Clipboard Actions Ja b be r
.\‘:;

Figure 6 - Alert displayed in red box on right

Search | E

ELEVATED o= om

4.3.1.4 Functionality

When an alert is received, the alert message will be displayed in the right hand column
within a red box on all web pages. The alert will remain displayed until it has been
dismissed by the user or expires.

The user can dismiss an alert by clicking the Mark as Read link next to the alert
message in the Alerts portlet.

Announcements

This section provides instructions on how to see, mark as read, and reshow
announcements from any web page.
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4.3.2.1 Overview

The Announcements portlet displays incoming announcements & notifications sent by a
COI Admin user. COI Admin users can utilize the Announcements portlet to send
announcements after providing a message and selecting who to target the
announcement to.

4.3.2.2 Setup

A COI Admin user should send a few announcements to all users so they can see the
announcements displayed in the Announcements portlet.

4.3.2.3 Procedure

Navigate to a COIl or My Home page to see the Announcements portlet.

l'g"f‘-" Announcements el

[l — X -

Entries

This is a test of the HSIN bhark as Read
Announcements System
=| Henry Zhong
If thiz were an actual announcement, yau
wiould be instructed to walk showly away from
your computer until further notice,

FEMA User Acceptance Testing 3how
Starting Next Week

Figure 7 - Announcement portlet

4.3.2.4 Functionality

Multiple announcements can be displayed by the Announcements portlet at one time.
Announcements are displayed until they are dismissed by the user. Users dismiss
individual announcements by clicking the Mark as Read link next to the announcement
title. Marking an announcement as read hides the announcement message so only the
title is displayed and replaces the Mark as Read link with a Show link.
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Users can revisit dismissed announcements by clicking the Show link next to the
announcement title. Dismissed announcements will remain available until they expire.
Announcement expiration is determined by the user that sent the announcement.

Chat / Jabber

This section provides instructions on how to collaborate with one or more users through
a Chat client. With the Chat client, users are able to:

e add and remove users to and from their list of contacts

e see the status of their list of contacts

e set the status their contacts see for them

e initiate a chat with one of their contacts

e create and configure a chat room so that multiple users can chat together at once
e invite users to chat room

e join and exit chat rooms

e chat privately with an individual user while in a chat room

e delete a chat room

e remove and ban users from a chat room

4.3.3.1 Overview

A user can use the Chat client to conduct Instant Message (IM) conversations with
individual users or with a group of users through a chat room.

4.3.3.2 Setup

It is assumed that the system administrator will have configured the Jabber server so the
users can conduct chats.

4.3.3.3 Procedure

Users access the Chat client from any COI or My Home web pages by clicking the Open
Chat link displayed under the Jabber icon on the right hand side of the page. A new
Web browser window will pop up prompting the user to enter their Chat login credentials.
After supplying valid credentials, the Web browser will display the Chat client.
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Figure 8 - Chat client displaying user’s contact list

Chats can also be initiated with individual users through the Members portlet as
described in the Members section of this document.

4.3.3.4 Contact List Functionality
The primary display of the Chat client displays the user’s list of contacts.

4.3.3.4.1 View Contact List

Contacts can be organized into groups which can be expanded and contracted in the

display to aid finding a desired contact. Each group displays a count of the number of
contacts within it and the number which are currently available to chat with. Contacts

which do not belong to a group will be placed in the Unfiled group.

The status of each contact is displayed as an icon to the left of the contact’s nickname.

¥ - User is online [i- User doesn't want to be disturbed
@- User is willing to chat ? - User is offline

9 - Useris away P - User is invisible

& User is not available . User hasn't authenticated the user

4.3.3.4.2 Set Status

Users can set their status by clicking the status icon displayed to the left of their user ID
above their contact list in the Chat client. Clicking their status icon allows them select
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their status and optionally provide a status message. Once they select their status and
click the Set button, all users will see the updated status value in their contact lists.

‘2 JWChat - henry.zhong - Microzsoft Internet Explorer [~ [=] 55

-

= Unfiled {0f1)
# thomas.compter

= ﬁ

Figure 9 - Selecting user's status for contacts to see

Users can also set a different status for themselves per user. To set a user’s status
differently for an individual contact, right click the contact in the contact list and select
Presence which allows the user select their status and optionally provide a status
message just for this contact. Once they select their status and click the Set button, the
contact will see the updated status value in their contact lists, but other users will
continue to see the user’s global status.

4.3.3.4.3 Add Contact

Add a contact by clicking the EI icon which allows the user to enter the ID of user to
add to the contact list in the Send subscription to text field and optionally modify the
message that will be sent to them. Clicking the Send button adds the new user to the
contact list in the Unfiled group with a nickname identical to their user ID.
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Z} JWChat - henry_zhong - Microsoft Internet Explorer O] =]

~ Unfiled {0/2)

& admin

& thomas.compter

Figure 10 - Adding a contact

4.3.3.4.4 Edit Contact

Edit a contact by right clicking contact in the contact list and selecting Edit User. A new
Web browser window will open displaying the contact’s nickname and list of groups for
the current user and the list of groups the contact currently belongs to. The user can
edit these values and then click the OK button to save the changes. The user can
create a new group by entering its name in the Group text field and clicking the > button
to add the contact to the new group. Contacts can be added and removed from groups
by selecting the group and clicking the > or < buttons.
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‘3 Edit properties for thomas.compter@hszin106._hzin.gd-ais.com - ... |/ [=] |55

Figure 11 - Editing a contact

4.3.3.4.5 Remove Contact
Remove a contact by right clicking contact in the contact list and selecting Remove.

4.3.3.4.6 Chat with a Contact

Start a chat with a contact either by clicking the contact in the contact list or right clicking
the contact in the contact list and selecting Start Chat. A new Web browser window will
open as seen below.

2} Chat with thomas.compter - EMC Ruler - M. [ [=] 7

Figure 12 - Chat window
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The text field at the bottom is where the user can enter text to send to the contact. After
entering text, the user presses the Enter key on the keyboard to send the text to the
contact. The text sent will appear in the text area above the text field indicating the
message was sent.

2} Chat with thomas =10 x|

4 thomas.compter - EMC Ruler

<henry.zhong= hello

b | =

Figure 13 - Chat window showing sent message

The contact receiving the text will have a flashing icon next to the sending user’s
nickname in their Chat client contact list. The receiving user can click the flashing icon
or the sending user’s nickname to open a chat Web browser window with a display very
similar to the display of the user sending the text.

Both users can add and send text to each other in the lower text fields of their windows
and see each other’s messages in the text area above. Each set of text is prefaced with
the nickname of the user that sent the message.

Clicking the [ icon next to the text field at the bottom of the window will expand the text
field to allow the user to see a larger area to enter text to send to the other user and a
Send button which can be clicked to send the text.

The chat window can be closed at any time by either user. If a user sends text after the
other user has already closed their chat window, the window will redisplay itself with the
newly received text.

4.3.3.4.7 Send Message to Contact

A single message can be sent to a user on the contact list by right clicking the contact’s
nickname and selecting Send Message which displays an area where the user can
provide a subject and message body.
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Figure 14 - Send message to contact

Once the user clicks the Send button, a new Web browser window will display the
message on the recipient’s screen. In addition to displaying the message subject and
body typed by the sender, the window also displays buttons such as Start Chat, Reply,
and Quote.

Clicking Start Chat will open a chat session between the two users just as if a chat had
been started from the contact list.

Clicking Reply allows the recipient to send a message, again consisting of a subject and
body, back to the original sender.

Clicking Quote behaves similarly to Reply, except the original message is included in the
reply prefaced with the > character on each line.

4.3.3.5 Chat Room Functionality

Chat rooms can allow more than two users to participate in a conversation. Chat rooms
can be temporary or persistent. Persistent chat rooms have the contents persist even
when no users are in the chat room. When users join a persistent chat room they can
see all the text that was exchanged in the chat room even if all the previous participants
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have left the room. Once all participants leave a temporary chat room, all the text that
was exchanged is lost. Only the chat room’s creator will know if the chat room is
temporary or persistent.

4.3.3.5.1 Create Chat Room

Create a chat room by clicking the ﬂ icon which displays an area for the user to enter
the room name and optionally a password and then clicks the Join button.

Z} JWChat - henry_zhong - Microsoft Internet Explorer O] =]

Figure 15 - Creating a chat room

If the Jabber server does not have a room with the supplied name, a new chat room will
be created and added to the user’s contact list under the Chat Rooms group. A new
Web browser window will be displayed showing the chat room and a popup dialog will be
displayed informing the user that a new room has been created but needs configuration.
The user can click the OK button on the popup dialog to configure the room or click the
Cancel button to accept the default configuration.
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4.3.3.5.2 Use Chat Room

After creating or joining a chat room, the user can use the Web browser window which
was displayed for the chat room, as shown below.

; hzin@conference_hsinl 06_hsin. gd-aiz. com/henry_zhong - Microsoft Inte - II:Ilil
Topic: | 1 moderators
@ henry.zhong
henry.zhong has become available =
i
=l
;I Madify List

| Canfig || Invite || Send | I j

Figure 16 - Chat room

Text can be entered in the text area at the bottom of the window which will be sent to the
room when the user presses the Enter key on the keyboard or clicks the Send button.
The sent text will be displayed in the upper text area for all users in the room to see.
The list of users currently in the room is displayed on the right side of the window along
with their current status. The Config button and Modify List menu in the bottom right
corner of the window are only displayed for chat room moderators.

4.3.3.5.3 Configure Chat Room

A chat room can be configured by the user whom created it. If the user is still
participating in the chat room, they can configure it by clicking the Config button to
display the properties will be displayed shown below. After setting the desired properties
the user can click the OK button to save the changes or the Cancel button to discard the
changes. The Destroy button in the properties dialog can be used to delete the chat
room.
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Figure 17 - Chat room properties

To configure a chat room which the creator is no longer participating, click the ﬂ icon
which displays an area for the user to enter the name of the room to configure and the
password if applicable and then click the Join button. Once the chat room window is
displayed, the user can click the Config button to display the properties window in which
they can change the chat room’s properties and clicking the OK button to save the
changes.

4.3.3.5.4 Invite Users into Chat Room

Once a user has joined a chat room, the user can invite other users to join the room if
permitted by the chat room’s configuration by clicking the Invite button on the chat room
window. An area will be displayed which allows the user to select one or more users
from their contact list to send the invitation to. The selected users are highlighted. The
user can also enter textual Reason which will be sent to the selected users as part of the
invitation to enter the room. The invitation to join the chat room is sent when the user
clicks the Invite button.
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3 hzinf@conference.hzinl 06_hszin_gd-aiz. com/heny.zhong - Microsoft Intermnet Explorer =l

1 moderators
@ henry.zhong

henry.zhong has become available

admi
thomas. compter

Figure 18 - Invite users to join chat room

4.3.3.5.5 Join Chat Room

Users join a chat room by accepting an invitation to join the chat room or by searching
for the chat room to join.

Invitations to join a chat room are displayed in a new Web browser window. The
invitation will display the name of the chat room, the ID of the user who sent the
invitation, and optionally a Reason the inviting user specified. The invited user can
accept the invitation by selecting Join or reject the invitation by selecting Decline and
optionally entering text as to why they decided to decline the invitation. After selecting
Join or Decline, the invited user clicks the Submit button in the invitation window. If the
invitation was accepted, a new Web browser window will be displayed showing the chat
room in which the user can participate.

The user can search for a chat room to join by clicking the ﬂ icon which displays an
area for the user enters the room name and optionally a password and then clicks the
Join button. If the Jabber server already has a room with the provided name and the
password matches the password assigned to the room when it was created, the user will
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join the chat room and a new Web browser window will be displayed showing the chat
room in which the user can participate.

The user can search for public chat rooms to join on a sever by clicking the ﬂ icon
which displays an area in which the user can click the Open Search button next to the
Search for Rooms label which displays an area in which the user to specify which

Jabber server to search in the text field between the Search Server label and the Search
button.

conference.hsinlia.hsin.gd-a

Figure 19 - Specify Jabber server to search for chat rooms

After entering the Jabber server information, the user clicks the Search button to perform
the search. A list of rooms will be displayed as the search results. The user can Join a
room by selecting it and the clicking the Join button.

Room Description

bi=in

Figure 20 - Search for chat rooms results

4.3.3.5.6 Exit Chat Room

Exit a chat room by closing the Web browser window displaying the chat room.

4.3.3.5.7 Chat Privately with Chat Room Participants

If the chat room has been configured to display a list of participants to all users,
individual users can initiate a private chat with another chat room participant by either
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clicking their nickname in the list of chat room participants or by right clicking their
nickname and selecting Start Chat. A new Web browser window will be displayed to
allow the two participants chat just as if they had initiated a chat from the contact list.

4.3.3.5.8 Delete Chat Room

Chat rooms that do not have the Mark room persistent property are automatically
deleted when all participants leave the chat room by closing the Web browser window
for the chat room.

Chat rooms can be destroyed at any time by their creator by joining the chat room and
then clicking the Config button to display the properties window. The chat room’s
creator then clicks the Destroy button to permanently delete the chat room.

4.3.3.5.9 Chat Room Roles

Chat rooms have two roles for users in them: moderators and participants. By default
the chat room creator is the sole moderator of a chat room and all users who join the
chat room are participants. The moderator of the chat room can promote other users to
the moderator role by adding them to the Moderator, Admin or Owner list by using the
Modify List menu under the list of chat room participants.

Selecting the list from the Modify List menu displays a table of the users in the list and a
text field labeled Nick to facilitate adding users to the list. To add a user to the list, type
their nickname in the Nick text field and click the Add button. To remove a user from a
list select the user in the list and then click the Delete button. After adding and removing
the desired users, click the Save button to actually make the changes.

While adding a user to the Admin or Owner list promotes them to the moderator role,
removing the user from the Admin or Owner list does not remove them from the
Moderator list or role. To remove a user from the Moderator list, it is necessary to add
them to the Members list. Adding a moderator to the Members list has the effect of
demoting them to regular participant status.

4.3.3.5.10 Removing Users from Chat Room

A chat room moderator can temporarily remove users from the Chat rooms by removing
them from the Voice list by using the Modify List menu under the list of chat room
participants. Selecting the Voice list from the Modify List menu displays a table of the
chat room participants. Removing a user from the Voice list temporarily removes them
from the chat room. Remove a user from the table by selecting the user in the table and
then click the Delete button. Click the Save button to actually make the changes.

4.3.3.5.11 Banning Users from Chat Room

A chat room moderator can ban users from a Chat room by adding them to the Ban list
by using the Modify List menu under the list of chat room participants. Selecting the Ban
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list from the Modify List menu displays a table of the banned users and a text field
labeled Nick to facilitate adding users to the list. To add a user to the list, type their
nickname in the Nick text field and click the Add button. To remove a user from a list
select the user in the table and then click the Delete button. After adding and removing
the desired users, click the Save button to actually make the changes.

Banned users are removed from all lists other than the Ban list and are disconnected
from the chat room. Banned users cannot reconnect to the chat room, even by
invitation, until a moderator removes them from the Ban list.

Search

This section provides instructions on how to use the Search portlet to find content in the
HSIN NextGen portal and Content Management System (CMS). The Search portlet
provides users with both basic and advanced search capabilities across a broad range
of informational sources with a single query. Searches performed by the user return a
single, organized search results that can be grouped by ranking, information source, etc.
The Search portlet allows users to save searches for repeated execution at a later time.

4.3.41 Overview

The Search portlet allows for basic search through a simple interface while also
providing the capability to use advanced search features such as: Boolean query
operators (AND, OR, NEAR, CONTAINS, etc.), case sensitivity, case insensitivity, wild
character support, and support for phrases ().

4.3.4.2 Setup

Administrators specify which sources the Search portlet can perform searches on.

4.3.4.3 Procedure

Users access the Search portlet from the right side any HSIN NextGen web page.

search | Go

Figure 21 - Search portlet

4.3.4.4 Functionality

The user can perform a basic search by entering a search term in the text field between
the Search label and the Go button. The user clicks the Go button to perform the basic
search. The Search portlet displays a count and list of the results of the search ordered
by most relevant to least relevant. The user can change the ordering of the results by
clicking one of the Sort by criteria displayed at the top of the results list.
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Resutts for “homeland” in HSIN_QA, Google-English, websynergy
50 Total | Edit Search  Save
7 $UlUpags 1 or 5 LI Items per page: [, -

Sort by: pame | Title | wviszion srea | Document Type | COIName | Status | Retention Date | Ranking | Source | Format | size | modified | Lock Qwner | Summary | Discussion Status | Room | SSp

0 Department of Homeland Security | Preserving our... % @ save to Repository Actions
Source: Google-English

Summary: Official organization home, Includes news on latest threats, advisories, planning tips, and job

opportunities,

[ s epartment of Homeland securit s @ Save to Repository Actions

Source: Google-English
Summary: Governmental agency works to prevent terrorist attacks within the United States, reduce
America’s wunerability to terrarism, and minimize the damage from ..

Figure 22 - Search results

The following information is displayed for each search result (if applicable):
e Name - the name of the object.
e Size — the size of the object.
e Version — the version of the object.
e Modified — the date the object was last modified.
e Path — the path to the object.
e Summary — a brief summary of the object.

The user can click the property icon © to view the properties of the search result. The
following are the properties displayed: Format, source, size, site, hame, summary, full
content size, cached-URL, related-URL, and URL. Click Close to close the properties

page.
The user can click the name of the search result to view the item.

The user can click Edit Search to update the parameters to conduct an advanced
search.

When the user has finished with the search results, they can save the search for later
use by clicking the Save link or click the Close button at the bottom of the search results.

4.3.4.41 Advanced Search

Advanced Search lets the user adjust various parameters such as locations, properties,
date, size, object properties, and versions as described below. An advanced search is
initiated from the search results of a basic search by clicking the Edit Search link and
then updating the search parameters on the General tab.
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Advanced Search:
General | My Saved Searches | All Saved Searches
Contains homeland
Locations: @& HEIM_QA; Google-English; websynerzy Edit
0 Current location only: H3 M _Ca
Object Type IDocument [hsin_document) j
Properties -
IName j Icontams j Remove
Add another property
Date IModiﬁed s & IAnytime -
£ FromDate
To  |Date
Size IAny Size j
Additional: [T Fing hidden objects
[T Find all versions
I Include recently modified properties or properties containing a word fragment
Search | Clear | Cancel

Figure 23 - Advanced Search page

The Contains field is populated with the search term from the basic search. The user
can update this value to search for a different term.

The Locations selection specifies where to search for results. The user can click the
Edit link to change the locations. This allows the user to set search locations to multiple
repositories, sub-directories, and multiple external locations. After clicking the Edit link,
the user can select folders from repositories in the Available Repositories list by clicking
on the + sign to expand the repositories. The user can then browse the repository’s
folder structure to find the desired folder to search. The user selects the folder and
clicks the > button to include the folder in the search. Items in the Included in Search list
can be removed by selecting them and clicking the < button. External sources are
selected from this page in a similar manner. Once both Included in Search lists are set
to the desired values, click the OK button.

The user can specify the desired Object Type to limit the result set to.

Properties can also be used as search criteria. For the first property to search, in the
Name field in the Properties area, select the property to search for from the dropdown
list. In the second field, select an operator, which determines the relationship to the
search value. For example, to find all files written by John Brown, specify the Authors
property is “John Brown”, or contains “Brown”, or starts with “John”. Enter search values
in the next field.

Page 40 of 138

Copyright 2009, General Dynamics One Source, LLC.
Sponsored by the United States Government, Contract No. HSHQDC-08-J-00134.



UNCLASSIFIED

SYSTEM OVERVIEW GUIDE FOR HSIN-NEXTGEN SPIRAL 2

NUMBER REV
X 1.3

1 June 2009

For each subsequent set of property values you want to search for, perform the
following:

e Click Add another property. This adds another line for specifying property values.

¢ In the first field in the new line, select the relationship between this property, and
the preceding properties specified in the search. Select one of the following:

o AND: This indicates the search must match both the values for this
property, and the values for the preceding properties.

o OR: This indicates the search must match either the values for this
property or the values for the preceding properties.

¢ In the Name field, select the name of the property to search for.

¢ In the next field, select an operator, which determines the relationship to the
search value. For example, to find all files written by John Brown, the user could
specify the Authors property is “John Brown”, or contains “Brown”, or starts with
“John”. Enter the search values in the next field.

To remove a property from the search, click on the Remove on the line item for that
property.

To search by date when a file or folder was created or modified, use the Date dropdown
list to select one of the following: Accessed, Checkout Date, Created, Effective Date,
Expiration Date, Last Review Date, Modified, or Retain Content Until. Select an option
from the list to specify when the file or folder was last accessed, modified or created. By
default, the date range is Anytime. Choose the appropriate date range from the
dropdown list which lists Within the previous day, Within the previous week, Within the
previous month or Within the previous year. To set the date range, click the radio button,
and select from date, and to date by clicking on the icon beside it. When the search is
saved, the data range gets saved.

To search by file size, select the search criteria from the dropdown list.

The Additional section lets the user find hidden objects or all versions. To find hidden
objects, select Find hidden objects. Hidden objects are only visible to users with Read or
Write permissions for the object. The search displays only the objects the user has
permission to view. To find all versions of a file, select Find all versions.

After specifying all the search parameters, the user clicks the Search button to perform
the search. Results will be displayed in the same format as the Basic search.

4.3.4.4.2 Saved Searches

Searches can be saved and rerun with the same parameters to return updated results.
To save a search, click Save Search from the search results display. Enter a name and
description for the search and click OK.
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Save Your Search:

Hame *

Drescription: homeland

¥ Include Results
[T Make Public

OK | Cancel

Figure 24 - Save Search

To run a saved search, click Edit Search and then select the My Saved Searches tab or
the All Saved Searches tab. My Saved Searches lists all the saved searches which the
user has saved with Description, and Modified date and time details. All Saved
Searches lists all the searches made by different users. It lists owners, Description, and
Modified date and time details of the search. Click Search to display the search results,
Edit to edit the search, or Remove to delete the search. When deleting a search, the
user selects the version(s) to delete and clicks OK.

Advanced Search:

General | My Saved Searches | All Saved Searches |

Repository I HE IR _Cu j

-

Items per page: 10
Hame A Description Modified

searchl ﬁhnmeland B2 10:01 PM Edit  Remowe  Search

Close

Figure 25 - Saved Searches

4.4 Bookmarks

This section provides instructions on how to use the Bookmarks portlet within the user’s
private web pages as well as within the COI's Bookmarks page. The Bookmarks portlet
organizes a collection of bookmarks to web pages in a folder hierarchy and provides a
keyword search function for users to find bookmarks.
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Within the user’s private pages, the user can use the Bookmarks portlet to:
e Browse bookmark folders
e View bookmarks
e Search for bookmarks
e Add, edit, and delete bookmarks and folders of bookmarks
e Merge bookmark folders

Within a COl, only users with either the Admin or Contributor roles can add, edit, and
delete bookmarks and folders of bookmarks and merge bookmarks in the Bookmarks
portlet.

Overview

The Bookmarks portlet can be found on the COI Bookmarks pages and on the individual
user's My Home Bookmarks sub tab page. Each instance of the Bookmark portlet has
its own set of bookmarks which are made available to users.

Setup

The Bookmarks portlet is installed by default on each user's My Home Bookmarks page
and each COI's Bookmarks page. No special setup is required. Users who should be
allowed to add bookmarks and folders to the COI Bookmark portlet should be members
of either the COI Admin or COI Contributor roles.

Procedure

Use the Bookmarks portlet by navigating to a COI's Bookmarks page or the user's My
Home and click on the Bookmarks sub tab. The Folders tab of the Bookmarks portlet is
selected by default. A search text area will be displayed with a search button. An Add
Folders button will be visible if the user has permissions to add a folder.

Any top level folders that have already been created will be displayed along with a count
of the number of folders and bookmark entries they each contain.
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Ifl Bookmarks
Folders My Entries Recent Entries
Search Search Entries

Folder # of Folders # of Entries
I3 Foldert . )

Test Folder - =

Folder2
i} | :

Subfolders: Subfolder -

Showing 2 results.

Figure 26 - Bookmark portlet

Functionality

All COI users have the ability to browse and view the bookmarks contained in the
Bookmark portlet contained in the COI’s Bookmarks page. Users belonging to the COI
Admin or COI Contributor roles can add, edit, and delete both bookmarks and the folders
which contain them in the Bookmark portlet placed on their COI’s Bookmarks page.
Individual users have full control over the content of the Bookmarks portlet contained
within their own My Home Bookmarks page.

4.4.4.1 Navigate Folders

Clicking a folder’'s name displays it contents which can be bookmarks as well as sub
folders.
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E Bookmarks 4a Return to Full Page

Folders My Entries Recent Entries
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Folder2

Search Entries Add Subfolder

Search |

Folder # of Folders # of Entries
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Showing 1 result.

Entries

Search Search Entries Add Entry

Visits Priority Modified Date
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Showing 1 result.

Figure 27 - Displaying the contents of a folder

4.4.42 View Bookmark

When displaying the contents of a folder that contains one or more bookmarks, the
bookmarks will be listed on the Entries sub tab. Clicking any part of the entry opens the
associated bookmarked location in a new Web browser window.

4.4.4.3 Search for Bookmarks

To perform a search for bookmarks, the user enters a search term in the Search text
field which is displayed on the initial Folders page as well as on each page displaying a
folder (or subfolder) contents. If a search is performed on the initial Folders page, all
bookmarks will be searched. Searches performed on a subfolder page will restrict the
scope of the search to the current folder and all of its subfolders.
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The search terms can match tags, bookmark name, or words in the bookmark’s
description. After entering a search term and clicking the Search Entries button, a list of
brief summary bookmarks matching the search term are displayed. A score is assigned
to each search result based on the result’s relevance to the search terms. The user can
click on the result to display the bookmarked location in a new Web browser window.

Ii Bookmarks 4 Return to Full Page
motor Search File Entries
# Folder Entry Score
il Subfolder Tovota *m*
2 Foldert ord i vl i iy < ¥ Actions

Showing 2 rezultz.

Figure 28 - Bookmark Search Results

4444 Add Folder

The Add Folder or Add Subfolder buttons will be displayed within a folder’s contents
page if the user has permission to add a sub folder. Clicking the Add Folder button will
display a page for the user to enter a hame and description for the folder. Additionally,
the user can configure permissions for the new folder.

Name

Description

Permiz=ions Configure »
Save Cancel

Figure 29 - Add Folder
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4.4.45 Edit Folder

If the user has permission to edit a folder’s properties, either the Actions button or Edit
icon L=l will be displayed to the right of the folder’s entry in the list of folders currently
being displayed. Clicking the Edit icon or selecting the Edit item from the Actions menu
will display a page which the user can edit the folder’s information on. The user can
change the name or description of the folder by updating the text displayed to the right of
the Name and Description labels.

Folder

Parent

select Remove [T Merge with Parent Folder
Folder
Name Folder1
Tezt Folder ;l
Dre=cription
[
Save Cancel

Figure 30 - Edit Folder

The user can also change the parent folder by clicking the Select button to the right of
the Parent Folder label. A popup dialog will be displayed listing the folders for the user
to select as the new parent folder of the folder being edited. If the desired new parent
folder is displayed the user clicks the Choose button to the right of it. If the folder the
user desires to select is not displayed, it might be a sub folder of one of the folders being
displayed. In that case the user must navigate the folder structure in the popup dialog
until the desired parent folder is displayed at which point the Choose button to its right
should be clicked. Clicking the Choose button closes the popup dialog and displays the
name of the selected folder between the Parent Folder label and Select button. If the
user changes their mind about the selection, the Remove button can be clicked to
remove the new parent folder selection.

After the user has made the desired changes to the folder they click the Save button to
update the folder. The Cancel button aborts the changes to the folder.

4.4.4.6 Merge Folder

To move the contents of a folder into the parent folder, enter the edit the folder page as
described above and select the Merge with Parent Folder checkbox. Selecting this
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checkbox and then clicking the Save button will move the contents of the current folder
to the parent folder and deletes the current folder.

4.4.4.7 Delete Folder

If the user has permission to delete a folder, either the Actions button or Delete icon O
will be displayed to the right of the folder’s entry in the list of folders currently being
displayed. Clicking the Delete icon or selecting the Delete item from the Actions menu
will prompt the user to confirm deletion of the folder. Clicking OK will delete the folder
and its contents.

4.4.4.8 Add Bookmark

The Add Entry button will be displayed within a folder's contents page if the user has
permission to add a bookmark entry in the folder. Clicking the Add Entry button will
display a page for the user to enter a name, URL, description as well as tags for the
bookmark. Assigning tags to a bookmark makes it easier to find in searches.
Additionally, the user can configure COl members as well as guest users’ permissions
for the new bookmark. Default bookmark permissions allow COl members and guest
users to view the bookmark.

Entry

Folders »

Folder2

MName

URL

De=scription

Tags Add Tags Select Tags

Or

Permizzions Configure »

Save Cancel

Figure 31 - Add Bookmark
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4.4.49 Edit Bookmark

If the user has permission to edit a bookmark, either the Actions button or Edit icon %)
will be displayed to the right of the bookmark’s entry in the list of bookmark entries
currently being displayed. Clicking the Edit icon or selecting the Edit item from the
Actions menu will display a page which the user can edit the bookmark information on.
The user can change the name, URL, description and tags of the bookmark.

d Bookmarks 42 Return to Full Page
Entry
Folders »
Folder2
Folder - Select
Folder?
MName GM
URL hitp:ifwesw . .gm.com
General Moters Corporation ;I
Dezcription
]
Visitz 1
cars
Tags
Add Tags ar Select Tags
Save Cancel

Figure 32 - Edit Bookmark

The user can also change the containing folder by clicking the Select button to the right
of the Folder label. A popup dialog will be displayed listing the folders for the user to
select as the new folder of the bookmark being edited. If the desired new folder is
displayed the user clicks the Choose button to the right of it. If the folder the user
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desires to select is not displayed, it might be a sub folder of one of the folders being
displayed. In that case the user must navigate the folder structure in the popup dialog
until the desired folder is displayed at which point the Choose button to its right should
be clicked. Clicking the Choose button closes the popup dialog and updates the name
of the selected folder between the Folder label and Select button.

After the user has made the desired changes to the bookmark they click the Save button
to update the bookmark. The Cancel button aborts the changes to the bookmark.

4.4.4.10 Delete Bookmark

If the user has permission to delete a bookmark, either the Actions button or Delete icon
@ will be displayed to the right of the bookmark entry in the list of bookmarks currently
being displayed. Clicking the Delete icon or selecting the Delete item from the Actions
menu will prompt the user to confirm deletion of the bookmark. Clicking OK will delete
the bookmark.

4.4.4.11 My Entries

Clicking on the My Entries tab displays the bookmarks created by the user. Users
always have permission to edit and delete bookmarks they created.

4.4.4.12 Recent Entries

Clicking on the Recent Entries tab displays the bookmarks created recently.

4.5 Calendar

This section provides instructions on how to use the Calendar portlet within the user’s
private web pages as well as on a COI's Welcome page. The Calendar portlet can be
utilized within a COI to maintain and communicate the schedule of COI events.

Within the user’s private pages, the user can use the Calendar portlet to:
e view events for the day, week, month, and year
e view a list of all events
e add, edit, delete events
e import and export events

Within a COl, only users with either the Admin or Contributor roles can add, edit, delete
and import events or export all events.
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£ by Horme

Welcome Ky Docurments tdy Bookmarks

i Calendar

Summary Day Week Month fear Events Export f Import

Thursday May 14, 2009 Add Event

Permissions

i 4 5 & 7 38 9 Time Title Type

o 11 12 13 16 16 There are no events on this day.

718 19 24 21 2 23 Showing O results,

Figure 33 - Calendar portlet displayed on Welcome page of each user's My Home

Overview

A user can see a summary of events in the Calendar portlet. The portlet offers multiple
views for the user to see events. Users who have permissions to add events can add
onetime and reoccurring events to the calendar. Users who have permission to Export
All Events can export the events to a file for import to an external calendar application
such as Microsoft Outlook. Users have all permissions to their “My Home” Calendar.

Setup

The Calendar portlet is installed by default on each user's My Home Welcome page and
each COI's Welcome page. No special setup is required. Users who should be allowed
to add events to the COI Calendar portlet should be members of either the Admin or
Contributor roles.

Procedure

Navigate to a COlI that the user is a member of or to the user’s private “My Home” web
pages. Click the Welcome sub tab to display the Calendar portlet. The initial view of the
Calendar portlet shows today’s date, a small image of the current month and a list of
events for the day. If the user has Add Event permissions, a button labeled Add Event is
displayed above the list of the day’s events.
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Functionality

The small image of the month highlights the current date and shows a small dot image
below days of the month that have events scheduled on them. The user can click on
any of the days of month displayed on the calendar to switch to the detailed view for the
date selected.

m Day Week Konth ear Events Export ! Import

I All Eventz vI

& May 14, 2009 =

Add Event Today

Figure 34 - Calendar Day view

The user can click on an item in the list of events for the day to see the detailed view of
the event. Depending on the user’s roles and permissions, an Actions button might
appear to the right of items in the list of events. Clicking on the Actions button can give
the user event choices such as Edit, Export, Permissions, and Delete depending on the
user’s roles and permissions.

From: SM4/05
Duration: 3:00 PM — £:00 PM (Time Zone Sensitive)

Title AllHands Meeting
Dezcription:
Type: Meseting

End Date: Mone

Figure 35 - Calendar Event Detail view
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45.4.1 Day, Week, Month, Year and Events Views

As mentioned above, selecting a day of the month in the small image of the month is
one way to see the detailed view for a date. Another way to see the detailed view for a
date is to click the Day tab within the Calendar portlet. The day detailed view shows all
events for the day as a box covering the time for the event. Events with duration of “all
day” are displayed at the top of the display. Each box will display the title of the event
and the start and end time of the event if one is specified. Clicking the title of an event
will display the event details. An edit icon will be displayed within the event box if the
user has permission to edit the event.

A combo box at the upper left of the day detailed view enables the user to filter the
displayed events based on their type. The day being displayed within the day detailed
view can be changed using the previous and next arrow controls at the top left of the day
detail display. Clicking the “Today” button returns the day detail display to the current
date. If the user has the Add Event permission an Add Event button will be displayed.

Selecting the Week tab within the Calendar portlet shows all events for the week.
Controls are similar to the day detail view except that it is not possible to edit events
from the week view. If the user has the Add Event permission, in addition to the Add
Event button being displayed a small add icon will be displayed in the top right corner of
each day that the user can click to add a new event to the day. Clicking the day of the
week (Sunday, Monday, etc.) or the date will display the day detail view for the day
selected.

Week Month YWear  Events Export / Import

AllEvents 'I
4 Week of 5/10/09

Add Event Today

S
510 a s a8 sz a8 | 513 B 514 B | 515 a [+

5186

3:00 PM All Hands Meeting

Figure 36 - Calendar Week view

Selecting the Month tab within the Calendar portlet shows all events for the month.
Controls are similar to the week detail view. Clicking a day’s date will display the day
detail view for the day selected.
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< May, 2009

Add Event Today

tonsey ey
1 a2 [+

3 [Week 19] B4 s o s oz g B9 o
10 Week 20 g n o 12 8 13 o |14 |15 8 |1s [+
3:00 PM All Hands Meeting
17 [Week 21 218 o 19 B 20 a2 Q22 B 23 [+]
24 [Week 22] o 25 oz B |27 o |28 o2 B30 o
2:00 PM Training
31 [Week 23 a

Figure 37 - Calendar Month view

Selecting the Year tab within the Calendar portlet shows a small calendar image for
each month of the year. Days with events on them will have a small dot icon below
them. Controls are similar to the week detail view.
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Summary Day Week Month Year
@ [2000 5] [aiEvents <]

January February March

4 5 6 7 & 9 10 8 9 10 11 12 13 14 8 9 10 11 12 13 14
112 13 14 15 16 17 15 16 17 18 189 20 2 15 18 17 18 18 20 2
18 19 20 21 2 23 24 22 23 24 X% ¥ F 28 22 23 24 X% % F 28
25 26 27 28 2B W A 28 a0 A

April May June
S M T W T F § S M T W T F § S M T W T F §
1 2 3 4 102 1 2 3 4 5 &

2 6 7 & 585 10 M 3 4 5 & 7 & 3 r & 9 10 1 12 13
12 13 14 15 168 1F 18 o 1 12 13 14 15 16 14 15 16 17 18 19 20
13 20 20 2 23 24 25 17 18 19 20 21 22 23 A 2 23 24 35 B A
26 27 28 23 30 24 25 2% X 28 3t 28 29 30

H

July August September

Figure 38 - Calendar Year view

Selecting the Events tab within the Calendar portlet shows a list of events similar to the
list of daily events shown in the initial Summary tab view, but all events are displayed,
not just the ones for the current day.
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Sumrmary Day Week Month Year Events Export / Import

Add Event
Date Time Title Type
1409 3:.00 PM — 4:00 P All Hands Meeting Meeting 4 _’31" Actionzs
S20/09 2:00 PM — 3:00 PM Training Training 4 4 ® pctions

Showing 2 rezulis.

Figure 39 - Calendar Events view

4.5.4.2 Add Event

If the user has the permission to add events to the calendar, adding an event can be
done by clicking the Add Event button on any of the Calendar portlet tabs except Year

and Export / Import. After clicking the Add Event button, the Add Event page is

displayed on which the user can specify the date and time the event begins and the
duration of the event. The user should specify a meaningful event title and description.

Selecting an event Type helps users find specific types of events in the Calendar
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Events »
Add Event
Start Date | May 31 2l [=2008 2| 7 [+ zl]:30 2 [am ]
Duration 1 =] Hours |00 =| Minutes
All Day
Event =
Time Zone
[

Sensitive L
Title MNew Event

=
Description

=

Type IAnni'.rersary "I

Permizzionz Configure »

Save Cancel

Repeat

% peyer Do not repeat this event.

© Daily
i Weekly
0 Menthly
i “early
@ No end date
End Date
€ End by | May =l f31 =] |2010 <] B 112 |59 = |em =
Reminders

Remind mel 15 Minutes 'I before, and again I 5 Minutes v| before the event by:

Do not =end a reminder

Email Addres= (admin@example.com)
SMS

Al

Ica

MSH

M

i T B Bha B B0 e

Figure 40 - Add Event page
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When adding an event, the event creator can set permissions on the event to specify
who can view, edit, delete and set permissions on the event by clicking the Configure
link next to the Permissions label.

By default the new event is a onetime event, but it can be changed to be a reoccurring
event by selecting the reoccurrence interval under the Repeat sub tab of the Add Event
page. An event can reoccur daily, weekly, monthly or yearly either indefinitely (no end
date) or to end on a specific date.

Click the Save button on the Add Event page after entering the event information and
optionally setting permissions for the event.

By default, users are granted permissions to edit and delete events they create.

4.5.4.3 Edit Event

If the user belongs to a role with permissions to edit an event, editing an event is done
by selecting Edit from the Actions button to the right of the event on the Summary or
Events tab or by clicking the edit icon on the Day tab. The Update Event page is exactly
the same as the Add Event page except that the user cannot specify the Permissions of
the event. Click the Save button on the Update Event page after modifying the desired
event information.

4.5.4.4 Change Event Permissions

If the user belongs to a role with permissions to modify the permissions of an event,
changing permissions for an event is done by selecting Permissions from the Actions
button to the right of the event on the Summary or Events tab. Select the permissions to
give to or deselect permissions to remove from the specified roles. Click the Submit
button to save the updated permissions for the event.

45.45 Delete Event

If the user belongs to a role with permissions to delete an event, deleting an event is
done by selecting Delete from the Actions button to the right of the event on the
Summary or Events tab. The user must confirm the deletion for the event to be removed
from the calendar.

4.5.4.6 Export Event

Exporting an event is done by selecting Export from the Actions button to the right of the
event on the Summary or Events tab. After selecting Export, the Web Browser will
prompt the user to Save or Open the iCalendar File containing the event information.
This file can be imported into an external calendar program such as Microsoft Outlook.
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4.5.4.7 Export All Events

If the user belongs to a role with permissions to export all events, exporting all events is
done from the Export / Import tab. Under the Export / Import tab there is an Export sub
tab with a text field for specifying the name of the file to export the events to. After
entering a name, click the Export button which will cause the Web Browser to prompt the
user to Save or Open the iCalendar File containing the events information. This file can
be imported into an external calendar program such as Microsoft Outlook.

4.5.4.8 Import Events

If the user belongs to a role with permissions to import events, importing an iCalendar
file containing one or more events is done from the Export / Import tab. Under the
Export / Import tab there is an Import sub tab with a text field for specifying the file to
import events from. The user can specify the file location or click the Browse button to
locate the file. After specifying the file, click the Import button which will cause the
event(s) contained in the file to be imported to the calendar.

4.6 Document Access

The HSIN NextGen system provides a Content Management System (CMS) capable of
managing all types of content across the enterprise within a common information
infrastructure. Information stored in CMS repository is accessed by multiple portlets.

The HSIN NextGen system Welcome page provides access to the Cabinets portlet.
Each user’s private My Documents page provides access to the Home Cabinet and
Subscriptions portlets. Users can optionally add the Inbox portlet to their private pages
to process CMS workflow tasks. Each COI has a Document Library and Image Library
page which provides access to the powerful Webtop application.

The highest level of file storage in the Content Management System (CMS) repaository is
the repository’s cabinets. Each cabinet contains folders and files. Folders can contain
sub folders and / or files.

Each COIl has a cabinet and folder structure defined for it based on its defined structure.
There will be a cabinet for each Mission Area under which folders will be created for
each COI. Sub-COr's will have folders created for them under their parent COl folder.
COIl CMS administrators can add “ad-hoc” folders below the lowest level COI folder.

Each user will have a folder under a Users cabinet. The user is free to create any
hierarchy of folders and subfolders under their personal folder in the Users cabinet.
There is no limit to how many levels of sub folders can be created.

Cabinets and Home Cabinet

This section provides instructions on how to use the Cabinets and Home Cabinet
portlets to access CMS content. These portlets can be used to:
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e view, create, rename, set permissions, and delete folders and files
e import and export folders and files
e check out a file for modification
e checkin a new version of afile
e copy, move and link files and folders
Additionally, the Cabinets portlet can be used to create cabinets.

46.1.1 Overview

Files stored within the CMS repository are modified by first checking them out, modifying
them with an application, and then checking them back in. Functionality provided by the
Cabinets and Home Cabinet portlets to manipulate the cabinets, folders, and files of the

CMS repository is identical except that the Home Cabinet does not provide the ability to

create cabinets.

46.1.2 Setup

Cabinets and folders should be created in the CMS repository for the COls and Sub-
COils and users given the appropriate permissions to them.

4.6.1.3 Procedure
The Cabinets portlet can be found on the Welcome page of the HSIN NextGen system.

Home Refresh
HEIM_34 ¢ Henry Zhong
HSIMN_QA : Henry Zhong

Actions: Start Work flow Actions
Cabinets ltems per page: I B0 'l
B Archive W DHS

B dmadmin & Home

B Hsn 0r W ntegration
B pickLisT W Resources
¥ system  ® Temp

[ & Templates

Figure 41 - Cabinets portlet displaying cabinets
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Documentum Cabinets

Home Refresh
HEIM_Cub : Henty Zhong /Temp

Temp

Actions: Properties Mew Document Mew Folder Delete Import
Start Workflow

Actions
[ ACL REE[i[‘aﬁDI‘II--' Jobs
[ LDIF

[ show Files -]
Mo files found.

Figure 42 - Cabinets portlet displaying contents of Temp cabinet

The Home Cabinet portlet can be found under a user’s private set of pages titled “My

Home”. The Home Cabinet, along with the Subscriptions portlet, can be found on the
My Documents tab.

Documentum Home Cabinet

Home Refresh
Henry Zhong

Henry Zhong

Actions: Properties Mew Document Mew Folder Delete Import Add to Clipboard
Start Workflaw

Actions

[ misc docs |~ timesheets

| show Files -

Sort by: Mame | Size | Format | podified | Checked Qut By SSp

D document
Size: 1KE Format: Modified: 572309 10:20 P

& check out
&dd to Clipboard Actions

Figure 43 - Home Cabinet portlet showing folder containing two sub folders and a file

4.6.1.4 Functionality

The following functionality applies to both the Cabinets and Home Cabinets portlets,
except that only the Cabinets portlet can be used to create cabinets.
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46.1.4.1 Cabinet Creation

To create a new cabinet in the Cabinets portlet, navigate to the repository location to
create the cabinet then click New Cabinet. If New Cabinet is not displayed then click the
Actions link and then click the New Cabinet link on the Actions page. In the Create tab,
enter the name of the new cabinet and the type of cabinet. Additional information about
the cabinet can optionally be entered in the Info tab and permissions can be set on the
Permissions tab. Click Finish to create the cabinet.

4.6.1.4.2 Folder Creation

Folders can be created in a cabinet or folder. To create a new folder the user navigates
to the location in the cabinet or folder to create the new folder and clicks on the New
Folder link. If New Folder is not displayed then click the Actions link and then click the
New Folder link on the Actions page.

Hew Folder: Create

. Create | 2. Info | 3. Permissions

HSIM_Cé S Temp

Hame *

Type IFl:uIl:IE!r [dm_folder) j

[+] Show optionz

Previous

Ilext| Finish| Cancel|

Figure 44 - Create Folder page

On the Create tab, the user types the name of the new folder and enters other
information as desired, such as the type of the new folder. Additional options can be
displayed by clicking the Show Options link, which will display a Subscribe to this folder
checkbox which the user can select. Additional information, such as Title, Subject and
Keywords, for the folder can optionally be entered on the Info tab and permissions can
be set on the Permissions tab.
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Mew Folder: Info

. Create | 2. Info | 3. Permissions

HSIM_Ch /Temp

Hame: test folder *
Title
Subject
Keywords: Edit

Owner Hame: Edit Henry Zhong
» Show More

Previous

Hext | Finish | Cancel |

Figure 45 - Create Folder Info page

The user clicks Finish after entering all the information about the new folder.

4.6.1.4.3 Import

User can import content into the repository from local or networked computers by either
browsing for files or by selecting a folder and importing all its contents, including files in
the folder’s subfolders. The folder directory, however, is not imported. Instead, the files
appear together at the same level of the repository location the user is importing to.

To import an item into the repository, navigate to the location in the repository to where
the item should be imported then click Import link. If Import is not displayed then click
the Actions link and then click the Import link on the Actions page. Click either the Add
Files or the Add Folders button which will open a dialog window in which the user
browses the local computer’s file system to locate the item(s) to import. After adding
one or more files or folders to the Selected Files/Folders list, the user clicks the Next
button to display the Object Definition page.

Import: File Selection:
Selected Files/Folders:

|, Wwhelcome. brp

Add Files Add Folders Femove

Previous

Ilext| Finish| Cancel|

Figure 46 - Import File Selection
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The user then specifies the Name, selects a Mission and Partner Areas, and selects a
COIl Name for the item. The user can change the Type and Format for the item from
their default values. Optionally the user can select a Region and State Name for the
item. The user can optionally specify values for Document Type, Document Status,
Start, End and Retention dates as well as specify if the item is Shared With Other COI.
If there is more than one item being imported, the user clicks the Next button to display
an Object Definition page for the next item(s). After completing the Object Definition
page for each item to import, the user clicks the Finish button to import the items.

Import: Object Definition:

File: DWWy Documentsihy Pictures’screens \HE IR 1080 elcome. bmp

Mame: Welcome bmpg .

Type ID::u:ument (h=in_document) j

Format: [BMP Image (Windouws, O5./2) -]

Mission and Partner Areas I "| *

CO Hame

Region

[
|

State Mame G
[l
|

Document Type

Document Status

Start [rate: Date @1200:00 A
End Date: Date (E~|12:00:00 Am

Shared With Other col: [ 5]
Retention Date: Date @1 2:00:00 Ak

Actual Authors: Edit

Finish | Cancel

Figure 47 - Import Object Definition
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4.6.1.4.4 Export

The user can export files from the repository to local or networked computers. A copy of
the files is saved to the location the user chooses and the originals remains in the
repository. To export files, navigate to the file and click Export link next to the file. If
Export is not displayed then click the Actions link and then click the Export link on the
Actions page. The user will be prompted to choose a location for the file. Select the
location to export the file and click Save.

4.6.1.4.5 Document Creation

The user can create a new document by navigating to the location to create the new
document and clicking the New Document link. If New Document is not displayed then
click the Actions link and then click the New Document link on the Actions page. If the
Choose An Item page is displayed, then the user must select a template for the new
document and then and click OK.

Mew Document: Create

1. Create | 2. Info | 3. Permissions
HSIN_Qé Temp

Hame -
Type ID-:u:ument (hzin_library_doc) j
Format I hlone j

[+] Show options

Previous Ilext| Finish| Cancel|

Figure 48 - Create Document page

The user then specifies the Name and a Type of the new document. Additional options
can be displayed by clicking the Show Options link, which will display a Subscribe to this
file checkbox which the user can select. After specifying the name of the new document,
the user can click the Next button to display the Info page on which the user must select
a Mission and Partner Areas as well as a COI Name for the item. Optionally the user
can select a Region and State Name for the item on the Info page. The user can also
optionally specify values for Document Type, Document Status, and Retention Date as
well as specify if the item is Shared With Other COIl. The user can click the Next button
to specify Permissions for the new document or click the Finish button to create the new
document with the default permissions.
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Hew Document: Info

1. Create L. Info 3. Permissions

HSIM_id / Temp

Hame: [document test *
Mission and Partner Areas Ij *
0l Name: [ 3] +
Sub Ol Name: [ 3]
Region I j
State Mame G
Document Type I_;l
Retention Date: Date @1 2:00:00 &6
Actual Authors: Edit
Start Date: Date @1 2:00:00 &M
End Date: Date (B =] 2:00:00 &M

Shared With Other COI I *I

Keywords: Edit

Previous Next| Finish| Cancel|

Figure 49 - Create Document Info page

46.1.46 View

Viewing allows the user to see the contents of a file but not to modify it in the repository.
Viewing lets the user view the contents of a file without having to check it out, or when it
is locked by another user, or when the user does not have adequate permission levels
assigned to allow them to edit the file. To view a file in read only mode, the user locates
the file in the repository and then clicks the file name or the thumbnail (if present).
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4.6.1.4.7 Check Out

To edit a file the user must first check it out from the repository. Checking out a file locks
it in the repository so that no one else can edit it and copies the file to the user’s
computer. The user can access the file on their computer by navigating to their
checkout directory and opening the file. To check out a file navigate to the file then click
Checkout on the file’s line item. If Checkout is not displayed then click the Actions link
and then click the Checkout link on the Actions page. Click OK to check out the file.

4.6.1.4.8 Cancel Check Out

If the user chooses to cancel checkout, any changes made since they checked out the
file are discarded, and the file is unlocked in the repository. To cancel checkout,
navigate to the file or files in the repository then click Cancel Checkout next to the file. If
Cancel Checkout is not displayed then click the Actions link and then click the Cancel
Checkout link on the Actions page. Click OK to confirm cancellation of the check out.

Cancelling checkout is normally done by the user whom checked out the file, however
an administrator can also cancel a user’s checkout to release their lock on the file so that
another user can checkout and lock the file.

46.1.49 ChecklIn

Users can only check in a file if they have the file checked out. Users cannot check in
files that have been locked by other users. Checking in a file makes it the current
version of the file which users will access by default. Users can optionally access
previous versions of the file.

To check in files, navigate to the file in the repository and click Checkin on the line item
for the file. If Checkin is not displayed then click the Actions link and then click the
Checkin link on the Actions page.

Then enter the checkin details such as version choice, version label, and description.
Selecting the same version overwrites the original file with the new version. Selecting a
minor version increments the decimal part of the version number (for example, from 1.4
to 1.5). Selecting a major version increments the whole version number (for example,
1.4t0 2.0). Select a minor version increment if the user only made minor changes to the
document. Select a major version increment if the user changed more than 15% of the
document’s content.

The user can also select to change the format of the object using the drop-down list.
The user can check the Full Text Indexed checkbox to turn full text indexing on
(checked) or off (unchecked). The user can retain their lock on the file by checking the
Retain Lock checkbox to retain (checked) or not retain (unchecked) the lock on the file
when the check in completes.
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Checking the Make this the current version checkbox makes the object being checked in
the current version and checking the Subscribe to this file checkbox subscribes to the
object being checked in.

The user selects the file to check in by clicking the Browse button and navigating to then
highlighting the object to check in followed by clicking the Open button followed by the
OK button.

4.6.1.4.10 View Versions

To display a list of all the versions of a file, navigate to the file and click the Versions link.
If Versions is not displayed then click the Actions link and then click the Versions link on
the Actions page.

HEIM_Qd 3 Henry Zhong fHome MHenry Zhong fdocument
D document

Versions Close

Yersions [tem: per page: (10 -

[ 1.0,curRENT ©  Checkout

Description: Size: 1KE Format: add to Clipboard Actions
Modified: 5/25/0% 10:20 PM Discussion:

Path: fHomeSHenry Zhong

Figure 50 - Version page

4.6.1.4.11 Properties, Permissions and History

Properties are descriptive characteristics, such as creation date, format, or lifecycle
state. All repository items have properties. If the user has the proper permissions, they

can access and modify properties. Open an item’s properties through the icon i ]
The properties page often includes multiple tabs with each tab covering the settings that
govern a particular functionality. The general properties tab includes things such as the

item’s name, creator, version number, and keywords. Keywords are the words that
identify a file in a search.
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HSIH | Permissions | History

D document 7]
Type: hzin_document

Format:

Mame: [document *

Mission and Partner Areas IDHS *I *

COl Name: [GPD = -

Region

|
State MHame m
|

Document Type

L |

Document Status

Start Date: Date @1200:00 A
End Date: Date (B ~|12:00:00 Am

Shared With Other col: [ 5]
Retention Date: Date @1 2:00:00 A

Actual Authors: Edit

OK | Cancel

Figure 51 - General Properties page

If a property value is editable, the value can be edited in one of two ways: either set the
value directly in the property field, or click the Edit link if it appears next to the property to
open a separate page for setting the property’s values.

The Permissions tab, if available, allows the user to set permissions for the object.
There are two types of permissions: basic permissions set the access rights to an object
and extended permissions allow additional functions to be carried out on the object.
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HEIH Permissions Hi““:

Add Permissions for addifional users and groups

D document 7]
Type: hzin_document

Format:

Summary:
Your Permissions: Delete, Fun procedure, Change location, Change state, Change permizsion, Change owner
Permission Set Mame: Select  dm_4501f45430000605
Permission Set Owner: Henry Zhong
Drescription: dm_d50174R450000608

Additional Permissions:
Add Permissions for additional nsers and groups

UserfGroup Permissions Extended Permissions
[T dm_world Read Change location, Fun procedure
[T dm_owner Delete Fun procedure, Change location
[T dm_group Wersion

» Restrictions

Deny users and groups access to this object

» Advanced Permissions
Edit Permissions for Required Groups and Regquired Groap Sets

Search

Figure 52 - Permissions page

The History tab displays the item’s history. The history of an item is a list of events that
have occurred to that item, such as checkout, checkin, and promote. Event information
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includes the user responsible for the event, the date, and time on which it occurred and

other information.

HSIN | Permissions | History |

document

Il

Format:

Type: hsin_document

Lelected version:

1.0,CURREMT

r

Itemz per page: (10 -
Event User Generated Source Event Source Date
Link. Henry Zhong System-generated audit System Unspecific BFA29509 1:45 Ak
Lave Henry Zhong  System-generated audit System Unspecific 529509 1:45 Ak
Unlack. Henry Zhong  System-generated audit System Unzpecific 5725509 10:20 P
Save Henry Zhong  System-generated audit System Unzspecific 5725509 10020 Pé
Check Out Henry Zhong  System-generated audit Swstem Unspecific 5728509 10:19 PM
Lok, Henry Zhong  System-generated audit System Unspecific 528509 10019 PM
Lirk. Henry Zhong  System-generated audit System Unzpecific 5725509 10019 Pé
Lave Henry Zhong  System-generated audit System Unspecific 5725509 10019 PM

ﬂ Cancel

Figure 53 - History page

4.6.1.4.12 Rename

To rename a folder, navigate to through the repository until the contents of the folder are
displayed and then click the Properties link. If Properties is not displayed then click the
Actions link and then click the Properties link on the Actions page. Update the Name
property on the Info tab and click the OK button to rename the folder.

To rename a file, navigate to the file in the repository and then click the Actions link
followed by the Properties Info link on the Actions page. Update the Name property on
the Info tab and click the OK button to rename the file.

4.6.1.4.13 Delete

Only users with delete permission to a file or folder can delete it. To delete files or
folders from the repository, navigate to the item in the repository and then click the
Delete link. If Delete is not displayed then click the Actions link and then click the Delete
link on the Actions page. The user might be prompted to specify what to delete:
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Selected Version to delete only the selected version of the file or All Versions to delete
all versions of the selected file. Click OK to confirm the deletion.

4.6.1.4.14 Clipboard

The Clipboard holds the files the user is moving, copying, or linking to another location in
the repository. The clipboard can hold multiple files at a time.

46.1.4.141  Add to Clipboard

Items are added to the clipboard by navigating to the item to add to the clipboard and
clicking the Add to Clipboard link. If Add to Clipboard is not displayed then click the
Actions link and then click the Add to Clipboard link on the Actions page.

4.6.1.4.14.2  View Clipboard

To view the contents of the clipboard, click the View Clipboard link located at the top of
the portlet. If View Clipboard is not displayed then click the Actions link and then click
the View Clipboard link on the Actions page. Click Cancel to close the clipboard.

4.6.1.4.14.3 Remove from Clipboard

To remove files from the clipboard, the user views the clipboard as described above and
then selects the clipboard item(s) by checking the box adjacent to it. The Remove
button is then clicked to remove the selected item from the clipboard. Click the Close
button to close the clipboard.

4.6.1.4.14.4  Copy from Clipboard

To copy the items in the clipboard to a new location, the user navigates to the location to
copy to and clicks the Copy Here link. If Copy Here is not displayed then click the
Actions link and then click the Copy Here link on the Actions page. If the Clipboard page
appears, the user selects the item to copy then clicks Copy.

Please note that if the user copies a file to a location that already has a file of the same
name, then Copy is added to the filename. If the user copies the file to that location a
second time, wording is added to the filename that indicates the file is the second copy.
For any subsequent copies, the appropriate wording is added to the filename.

46.1.4.145 Link Items

The user can link a file to multiple locations in a repository allowing access to the file
from multiple locations. The file is considered to exist in each of those locations. If a user
checks out the file in one location, it is checked out in all locations. When a change is
made to the file in one location, it is changed in all locations.

To link items they must be in your clipboard. Then the user navigates to the location to
link the item to and clicks Link Here link. If Link Here is not displayed then click the
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Actions link and then click the Link Here link on the Actions page. If the Clipboard page
appears, the user selects the item to link then clicks Link.

4.6.1.4.14.6 Move Items

To move items in the clipboard to a new location, the user navigates to the location to
move the items to and clicks the Move Here link. If Move Here is not displayed then
click the Actions link and then click the Move Here link on the Actions page.

4.6.1.4.15 Sorting Lists and Configuring Columns

The user can sort items in a list according to the fields. To sort files in the repository,
click any of the properties on the Sort by line. To reverse the sort order, select the
property a second time.

The user can specify what columns appear in a list by clicking the Column Preferences
icon EEF to add or remove the property type attributes from the Selected attributes to
display as columns by using the left and right arrow buttons between the lists of Select
attributes to display and Selected attributes to display as columns. The order of
attributes selected to display as columns can rearranged by selecting the attribute to
reposition and then clicking the up and down arrow icons to the right of the page.

Subscriptions

This section provides instructions on how to use the Subscriptions portlet to subscribe to
CMS files and folders they use often or to CMS files and folders they are not directly
involved with but have an indirect interest in. Subscribing lets users keep track of
changes to such CMS files and folders.

46.2.1 Overview

Users can subscribe to and unsubscribe from cabinets, folders and documents. The
Subscriptions Portlet displays the list of items the user has subscribed to. The
Subscriptions Portlet allows users to open or view an item, which the portlet accesses
from its original repository location.

4.6.2.2 Subscribe

To subscribe the user clicks the cabinet, folder or file name in the Cabinets or Home
Cabinet portlet to display its details and then clicks the Subscribe link. If Subscribe is
not displayed then click the Actions link and then click the Subscribe link on the Actions
page. The item will now appear in the Subscriptions portlet.

4.6.2.3 Unsubscribe

To unsubscribe the user locates the cabinet, folder or file to unsubscribe from in the
Subscriptions portlet and clicks the Unsubscribe link. If Unsubscribe is not displayed
then click the Actions link and then click the Unsubscribe link on the Actions page. The
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cabinet, folder, or file is now removed from the user’s subscription list and will no longer
be visible in the Subscriptions portlet.

Inbox

This section provides instructions on how to use the Inbox portlet to receive notifications
and view, accept and complete CMS tasks. The Inbox portlet is similar to the Inbox of
an electronic mail program. When repository users send documents to another
repository user, they are notified in their Inbox. If users participate in a workflow, then
they will receive task notifications in their Inbox. A user must open a task from their
Inbox to accept or complete it.

4.6.3.1 Overview

The Inbox is not included in the user’s private pages by default. To add the Inbox
portlet, navigate to a user’s page and hover the mouse pointer over the “Welcome
UserX!” item in the banner at the top of page, where “UserX” is replaced by the name of
the user, and select Add Application from the menu. The Add Application dialog will be
displayed. The user can locate the Inbox portlet by typing Inbox in the text field or
expanding the Documentum menu item. The Inbox portlet can then be added to the
page by clicking the Add link to the right of its name or by left clicking and dragging the
Documentum Inbox portlet name to the desired location on the page.

4.6.3.2 Viewing Tasks and Notifications

To view tasks and notifications the user clicks the name of the task or notification in the
Inbox portlet list. The Info tab of the selected task or notification is displayed by default.
In the Info tab, the user can view the instructions and view or check out any attached
files.

Notifications only have an Info tab whereas tasks have additional Comments and
Progress tabs. A task has buttons that allow the user to Finish, Delegate, Repeat or
Close the task. Only the buttons for actions that are allowed in the Tasks current state
are available.

4.6.3.3 Accepting and Performing a Task

Before a user can complete or add comments to a task they must first accept it. If the
task has been sent multiple users, then the first user to accept the task is the one who
performs it. Once a user accepts it, the task is removed from the other users’ Inbox.

To accept and perform a task the user opens the task by clicking its name. The Info
page of the selected task or natification is displayed by default.

The user can add comments by click the Comments tab and clicking Add. If the user has
already added a comment, the Edit button will appear. The user types comments in the
Comment field and specifies which recipients to direct the comments to. For subsequent
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recipients specifies that the comment should be sent to all users performing all future
tasks in the workflow. For next recipients only specifies that the comment should be
sent only to the users performing the next task in the workflow. Then the user clicks OK.
These steps can be repeated for as many comments as the user wants to add. To
remove a comment, click Remove.

After adding comments, the user can click one of the buttons (Finish, Delegate, Repeat
or Close) for the action to perform on the task or notification. To close the task without
forwarding it the user clicks Close.

Document and Image Libraries

Users whom need more access to the Content Management System (CMS) repository
than the portlets described above provide can use the Webtop application which is
displayed on the Community of Interest (COI) Document Library and Image Library tabs.

Additional formal training documentation is available for the Webtop application.

4.7 Directory

This section provides instructions on how to use the Directory portlet to search for and
see lists of users and organizations. With the Directory portlet the user can conduct
basic or advanced searches for users or organizations.

Overview

A user can look up and view details about HSIN NextGen users and organizations in the
Directory portlet.

Setup

The Directory portlet can be added to COI pages, such as the Members sub tab page,
and to individual user’s private My Home pages.

Procedure

Navigate to a COI's Members sub tab or to user’s private My Home page containing the
Directory portlet.

Functionality
The Directory portlet supports simple and advanced user and organization searches.

4.7.4.1 Basic User Search

Select the Users tab of the Directory portlet and enter a search term in the text field to
the left of the Search button. Pressing the Search button will search for users with a
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first, last or screen name at least partially matching the search term. Leaving the text
field empty and pressing the Search button will return a list of all users.

BN Directory

IETYC Organizations

Search

Advanced

Figure 54 - Basic User Search

Each search result will show the First Name, Last Name, Screen Name, Job Title and list
of Organizations for the user. Clicking on one of the search results will display detailed
information about the user. If the current user does not have permissions to display the
details of the user, an error message will be displayed.

Users [SIGEGTRElE

todd Search

Advanced »

First Name Last Name ~ Screen Name Job Title Organizations

Todd Bizrnan todd Exercise Support, Mission Support

Shaowing 1 result.

Figure 55 - User Search Result

4.7.4.2 Advanced User Search

Select the Users tab of the Directory portlet and click the Advanced link below the text
field to the left of the Search button. Enter search criteria in one or more of the text
fields below to the First Name, Middle Name, Last Name, Screen Name, and / or Email
Address and select either All or Any in the Match selection menu. Pressing the Search
button will search for users matching the specified criteria. Search results contain
identical information and can access user details the same way as the Basic user
search. The user can return to the Basic search display by clicking the Basic link below
the Search button.
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Users [ROIGEGTRETTES

Match |AIl =] af the fallowing fields:

First Mame Middle Mame Last Mame
|
Screen Mame Email Address
Search
% Basic

Figure 56 - Advanced User Search

4.7.4.3 Basic Organization Search

Select the Organizations tab of the Directory portlet and enter a search term in the text
field to the left of the Search button. Pressing the Search button will search for
organizations at least partially matching the search term. Leaving the text field empty
and pressing the Search button will return a list of all organizations.

Crganizations

| Search

Advanced

Figure 57 - Basic Organization Search

Each search result will show the Name, Parent Organization, Type, City, Region and
Country of the organization. Additionally, a View Users link will be displayed to the right
of each result. If an organization has suborganizations, an Actions button will be
displayed rather than the View Users link. The Actions button will have choices to View
Users and View Suborganizations.
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Organizations

ail Search

Advanced »

Parent Organization City Region Country
Qil il and Gas Sub-COl £5 View Users
0il and Gas Critical Sectors col 4 _}?’Actinns

Showing 2 results.

Figure 58 - Organization Search Results

Clicking on one of the search results will display detailed information about the
organization. If the current user does not have permissions to display the details of the
organization, an error message will be displayed.

Clicking on the View Users link or selecting View Users from the Actions button menu
will display a list of the users who are members of the organization. The list of users
belonging to the organization is displayed in the Users tab of the Directory portlet and
behaves the same as results from searches performed from the Users tab.

Users EIGENTFETLLE

Search

Advanced »

Filter by Crganization: Cil

ﬁ Job Title Organizations
Mark Cazavelan cag il Qil and Gas
David Katz david. katz Qil, Qil and Gas
Eruce Kirchner bruce kirchner Qil, Qil and Gas

Critical Sectors, Functional Test COI, Gas, Qil, Qil and
Gas, Railway and Pipeline

Adrnin Uzer adrnin Adrninistrator

Showing 4 results.

Figure 59 - Organization Users
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Selecting View Suborganizations from the Actions menu updates the Organizations tab
search results table to just contain the suborganizations of the parent organization
search result.

Organizations

Search
Advanced »
Filter by Organization: Qil and Gas
Name ~* Parent Organization Type City Region Country
Gas il and Gas Sub-COl 25 Wiew Users
il Oil and Gas Sub-COl £8 wiew Users

Showing 2 results.

Figure 60 - Organization Suborganizations

4.7.4.4 Advanced Organization Search

Select the Organizations tab of the Directory portlet and click the Advanced link below
the text field to the left of the Search button. Enter search criteria in one or more of the
text fields below to the Name, Street, City, and / or Zip and select either All or Any in the
Match selection menu. The user can also select the Type of organization to search for,
the Country and / or region the organization is located. Pressing the Search button will
search for organizations matching the specified criteria. Search results contain identical
information and can access organization details the same way as the Basic organization

search. The user can return to the Basic search display by clicking the Basic link below
the Search button.

COrganizations

Match [All ] of the fallowing fields:

MName Street City Zip
Type Country Region
IAny 'l j I_L,
Search
& Basic

Figure 61 - Advanced Organization Search
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4.8 Meeting Rooms

This section provides instructions on how to use Connect Pro client to hold online
meetings with multiple users. Online meeting differ from Meeting Rooms provided by
the Chat client in that they support rich content sharing such as files, web pages and
shared whiteboards as well as text and voice communications. With the Connect Pro
client, users can:

e create meeting rooms

e start meetings

e enter a meeting

e control which users can be in a meeting

e place a meeting on hold

e share content such as files, web pages, whiteboards
e take meeting notes

e conduct chat and A & A sessions

e poll attendees

Overview

Meeting participants can be both within the organization as well as external to the
organization. Meeting rooms allow participants to share computer screens or files,
broadcast live audio and video, and patrticipate in interactive online activities.

This section provides a description of the most commonly used functionality of the
Connect Pro client. Additional training documentation is available with more
comprehensive instructions to utilize the full capabilities of Connect Pro.

Setup

To take part in a meeting, users must have a Web browser, a copy of Flash® Player 8 or
higher, and an Internet connection. Each user’s capabilities in a meeting depend on their
assigned role and permissions.

Procedure

Navigate to a COI that the user is a member of and click the Meetings sub tab. A new
Web browser will pop up prompting the user to enter their Connect Pro login credentials.
After supplying valid credentials, the Web browser will display the Connect Pro client.
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ADOBE  ACROBAT CONNECT" PRO My Profile | Help | Logout: Zhong Henry
Home | Content  Meetings  Event Management  Reports  Administration Search |,

|=| My Calendar ﬁ My Meetings @ Resources

My Meetings View | O

Name Start Time  Role

Figure 62 - Connect Pro client

Functionality

Meeting Rooms have a URL location assigned to them by the system when they are
created. Clicking a meeting room’s URL takes the user into the meeting room. Once a
meeting room has been created, it exists until deleted. This allows meeting rooms to be
reused over and over, such as for a weekly meeting.

The meeting room host can leave the meeting room open or close it between scheduled
meetings. If a meeting room is open between meetings, attendees are free to enter the
room at any time to view content.
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4.8.4.1 Meeting Room Overview

Content in a meeting room is displayed in pods, which are panels that contain various
types of media. Individual pods contain a list of those attending the meeting, notes, chat,
files, and video. The meeting room menu bar for the meeting host consists of Meeting,
Present, Layouts, Pods, and Help menus, whereas presenters and participants only see
the Meeting and Help menus.

In the right corner of the menu bar, the colored bar indicates the connection status of the
meeting room. Messages and warnings also appear in this corner. A red circle in the
menu bar indicates that the host is recording the meeting. The Secure Sockets Lock
indicates that the meeting is connected over a secure socket (verifying the host server’s
identity).

Hosts will see a layout navigation bar at the bottom of the meeting room window. The
default layouts are Sharing, Discussion, and Collaboration. When a host clicks a
different layout on the layout navigation bar, the new layout is displayed on every
attendee’s screen.

4.8.4.2 Meeting Roles and Permissions

The user’s meeting role determines their capabilities for sharing, broadcasting, and other
activities in an Connect Pro meeting. There are three roles for meeting room attendees:
host, presenter, and participant.

The creator of a meeting is designated as the host by default. The host can specify each
attendee’s role, including selecting other attendees to be hosts or presenters for the
meeting.

Hosts can set up a meeting, invite guests, add content to the library, share content, and
add or edit layouts in a meeting room. They can promote other participants to the role of
meeting room host or presenter, or give enhanced permissions to a participant without
promoting the participant. Hosts are able to create and manage small group breakout
rooms within a meeting. They can also perform all the tasks that a presenter or
participant can.

Presenters can share content already loaded into the meeting room from the library and
share content from their computer, including Adobe® Presenter presentations (PPT
files), Flash® application files (SWF files), images (JPEG files), and FLV files. They can
share their screen with all attendees, chat, and broadcast live audio and video.

Participants can view the content that the presenter is sharing, hear and see the
presenter’s audio and video broadcast, and use text chat.

The host and presenters have access to a special Presenter Only display area which is
not visible to attendees. Hosts and presenters can use the Presenter Only area to
prepare content to be shared with attendees or to view confidential content that is not
shared with attendees.
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4.8.4.2.1 Change Attendee’s Role

To change an attendee’s role, the host selects the name of the attendee in the Attendee

List pod and clicks the Set User Role button i‘:_UI in the lower-left corner of the Attendee
List pod. Then the host selects the role to give the selected attendee from the pop-up
menu. The host can select to give the attendee the role of Participant, Presenter or
Host. The icon of the attendee changes on all attendees’ screens and the attendee
names in the Attendee pod will be resorted according to role.

Attendeslhst=) = [

My Status:Active | -

{ﬁ, Dawn
L_l_,EIJ:-hn
8 chris

El Cawve

‘ﬁ Sat as Host
d?‘ Set as Presenter
El Set as Participant

= (8]l

Figure 63 - Change Attendee Role

4.8.4.2.2 Change Host’'s Own Role

The host can use the Attendee pod only to demote themselves. To promote themselves,
they must use the Present menu at the top of the meeting room window. The Present
menu is visible to a demoted presenter or participant only if they initially joined the
meeting as a host. To change the host’s own role, click the Present menu at the top of
the meeting room window and select one of the following:

e Make Me a Participant.
¢ Make Me a Presenter.

e Make Me a Host.

4.8.4.2.3 Assign Enhanced Participant Rights

The host can change the rights of a participant to give them control over selected pods.
This enhances a participant’s rights without promoting the participant to the presenter or
host role. To assign a participant enhanced rights, select the name of one or more

participants from the Attendee List pod and click the Pod Options button =lin the
Attendee List pod. Select Change Enhanced Participant Rights and select the pods that
the host wants the selected participants to control in the dialog following by clicking OK.
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4.8.4.3 Meeting Room Library

The Meetings tab in Connect Pro client contains three panes for accessing meetings:
Shared Meetings, User Meetings, and My Meetings. Each pane contains folders and
files with meeting content and recordings. Users can create and manage content in the
My Meetings pane that appears when they are logged into Connect Pro client. Access to
content in the other panes is determined by the meeting library permissions set for each
user by the Connect Pro administrator.

ADOBE ACROBATCONNECTT PRO My Profile | Help | Logout: Butterfield Franklin

Home | Content Meetings | Event Management @ Reports | administration Search .

Shared Meetings | User Meetings | My Meetings | Meeting Dashboard
= Shared Meetings

Meeting List | Edit Information | Set Permissions

New Meating Mew Folder Delats Mave

[ [_shared Templstes

B ‘ﬁ doc review meeting 05/20/2009 6:00 PM  01:00

Figure 64 - Meeting Library

Content placed in the Meetings library is available only for use in meetings. To make the
content to be available for other activities initiated in Connect Pro client (such as events,
seminars, or training), upload the content to the Content library, or move content from
the Meetings library to the Content library.

4.8.4.4 Create Meeting Room

There are two methods to create a new meeting. The first method begins by clicking the
Meeting button in the Create New: line of the Connect Pro client. This method creates
the meeting in the individual user's My Meetings folder. The second method is used to
create a meeting in a different folder. To use this alternative, navigate to the desired
folder in the Meetings library and click the New Meeting button.
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Home Content ' Training Meetings | Reports = Administratio

Shared Meetings | User Meetings | My Meetings | Meeting

] User Meetings > [ user@example.com

Meeting List | Edit Information | Set Permissions

New Meetb New Folder Delete Up One Level

Figure 65 - Create Meeting from Meetings library

Both methods of creating a meeting result in the user being presented with a page that
allows specification of meeting information such as Name, Summary, Start Time,
Duration, Language, and Access permissions. The user enters the appropriate
information and clicks the Next or Finish buttons at the bottom of the page.
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Name: *

Custom URL:

Summary:
(max length=1000 characters)

Start Time:
Duration:

Select Template:

Language: *

Access:

http:f/hsin106.hsin.gd-ais.comy

[Leave this field blank for a system-generated URL, or include a unique URL path, For exarple: "produckderna” will result in

http:ffhsinl06. hsin, gd-ais. corn/productdernaf)

H

|20 =l may =lfzooe =l [os:oo PmE]

01:00 7] hours:minutes

|Shared TemplatesiDefault Meeting Template j

|Eng|ish 'l

© Only registered users may enter the room (guest access is blocked)
& Only registered users and accepted guests may enter the room

© aAnyone who has the URL for the meeting can enter the room

@ Do notinclude any audio conference with this meeting.

© Include audio conference details with this meeting.

Conference Number(s):

Moderator Code:

Participant Code:

W Update infarmation for any items linked to this item.

*-indicates required fields

Cancel < Previous Mext = Finizh

Figure 66 — New Meeting Information

If the user clicks the Next button, a Select Participants page is displayed with two lists:
Available Users and Groups and Current Participants for the meeting. Users can be
added by selecting them in the Available Users and Groups list and clicking the Add
button. By default users will be added as a Participant in the meeting, but they can
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alternately be assigned either the Host, Presenter, or Denied roles by selecting them in
the Current Participants list and clicking the Permissions button. Users can be removed
from the meeting by selecting them in the Current Participants list and clicking the
Remove button. Either the Next or Finish buttons are pressed after the user selected
the participants.

Select Participants
Select Participants

Available Users and Groups Current Participants For doc review meeting
[i&]] administratars Administrators ﬁ‘ & Butterfield Franklin - Host  admin
&) administratars - Limited  Administratars - Limited

&) suthars Asuthars

|1.2.,|] Event Managers Event Managers

&) Meeting Hosts Meeting Hosts

& DS Users DS Users

& 104 hsin hsinl04

& 108 hsin hsin10g

& admin critical critical.admin

& admin dm dmadmin

& admin elec alec.admin

& admin jasper jasperadmin

N =]

Q, Search | | @, Search ||

Cancel < Previous Mext = Finizh

Figure 67 - New Meeting Participants

If the user clicks the Next button a Send Invitations page is displayed allowing the user
to select which participant roles should receive an email invitation to the meeting as well
as enter a Subject and Message Body for the email message that will be sent. Clicking
Finish will create the meeting and send the email invitations specified.

Page 87 of 138

Copyright 2009, General Dynamics One Source, LLC.
Sponsored by the United States Government, Contract No. HSHQDC-08-J-00134.



UNCLASSIFIED

SYSTEM OVERVIEW GUIDE FOR HSIN-NEXTGEN SPIRAL 2

NUMBER REV
X 1.3

1 June 2009

Send Invitations
Send Invitations

This feature allows you to send invitations to your meeting invitees, These invitations include the URL,
start time, end time and description of the meeting,

Send E-Mail Invitations: © Send Invitatons

& Do not send invitations

To: |A|I Hosts, Presenters and F‘ar‘ticipantSj

Subject: sdobe Acrobat Connect Pro - Meeting I

Attach Microsoftd

Dutlook™ calendar

event (iCal) to e-mail M ves

message:

Message Body: Please join me in a Connect Pro Meeting. -

Meeting Mame: doc review meeting

Invited By Butterfield Franklin (admin@exarmple.comm)
When: {meeting-time

Time Zone: {time-zonet

To join the meeting: =l

Cancel = Previous Mext = Fimizh

Figure 68 - New Meeting Invitations

While navigating the pages to create the meeting, the user can click the Cancel or
Previous buttons. Please note that clicking the Cancel button might still result in the
meeting being created. If this happens the user can delete the meeting from their list of
meetings.

4.8.4.5 Starting a Meeting

The meeting room host starts a meeting by entering into the meeting room and then
inviting other users though email or instant messaging to do the same. When the host
user has entered the meeting room, the host can perform tasks to set up the meeting for
attendees, such as specifying phone conference information, accepting or declining
requests to join the meeting, rearranging pods, and typing in notes.

4.8.4.6 Entering Meeting Room

Users do one of the following to enter a meeting room:
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e From the Home page in Connect Pro client, click My Meetings, and click the

Open button for the desired meeting.

¢ In Connect Pro client, navigate to the Meeting Information page for a specific

meeting and click Enter Meeting Room.

e Click the meeting URL in the e-mail invitation that the user received and then

provide their login and password and then click Enter Room.

e Enter the meeting URL in a Web browser, provide login and password and then

click Enter Room.

ADOBE ACROBATCONNECT* PRO My Profile | Help | Logout: Butterfield Franklin

Home | Content | Meetings  Event Management | Reports | Administration

|=| My Calendar E My Meetings @ Resources
My Meetings i - @ doc review meeting
View O
Overview
Name St...  R..
. NMame doc review meeting
@ doc review... 0s.. H..

URL http: f fhsin106.hsin.:

Summary

Figure 69 - Start Meeting from Home page
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ADOBE  ACROBAT CONNECT PRO My Profile

Home | Content Meetings | Event Management | Reports | Administration

Shared Meetings | User Meetings | My Meetings | Meeting Dashboard
= Shared Meetings = ;ﬁ doc review meeting

Meeting Information | Edit Information | Edit Participants | Invitations | Uploaded Content | Recordings | Reports

MName: doc review meeting

SUmMmary:

Start Time: 05/30/2009 6:00 PM

Duration: 01:00

LIRL: http: f fhsin106.hsin.gd-ais.com/r16171109/

Murber of users in room:

Language: English
ACCESS! Only registered users and accepted guests may enter the room
Telephony Information: Audio Bridge:

Enter Meeting Room

Figure 70 - Start Meeting from Meeting Library

4.8.4.7 Controlling Meeting Attendees

While in the meeting room, hosts can invite people to attend a meeting. A host can
choose to block access to a meeting, and allow or disallow requests to enter a blocked
meeting.

The host can invite attendees while a meeting is in progress by either selecting Meeting
> Manage Access And Entry > Invite Participants from the menu bar or by clicking the
Pod Options button in the lower-right corner of the Attendee List pod and selecting Invite
Participants. In the Invite Participants dialog box, the host can either click the Compose
E-mail button to open the host’s default e-mail application and send invitees an
automatically generated e-mail message with the meeting URL or copy the meeting URL
from the Invite Participants dialog box into an e-mail or instant message and send the
message to invitees. The host can then return to the meeting room by clicking Cancel to
close the dialog box.

The host can block incoming attendees by selecting Meeting > Manage Access and
Entry > Block Incoming Attendees in the meeting bar. To allow incoming attendees to
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request entry to the meeting, select Incoming Attendees Can Request Entry. Deselect
this option to disallow requests to enter the meeting. Optionally edit the message for
incoming attendees in the text box and select Save Message to save the message for
future use. Click OK.

4.8.4.8 Place a Meeting on Hold

The host can place a meeting on hold to allow presenters to enter a meeting room while
the meeting is not in session, so that they can prepare materials for the meeting. To
place participants on hold the host selects Meeting > Manage Access And Entry > Place
Participants On Hold in the menu bar then can revise the Message For Participants if
desired, and clicks OK to place the meeting on hold and display the message to
participants.

To find out how many participants are waiting to enter a meeting you have placed on
hold, place the pointer over the Stop Meeting icon at the right of the meeting room menu
bar.

To restarting a meeting that is on hold the host hover the mouse pointer over the hold

meeting icon & in the upper-right corner of the meeting room and in the notification
window click Start Meeting.

4.8.4.9 End a Meeting

The host can remove everyone from a meeting and end the meeting to deny everyone
access to the meeting room, including hosts, presenters, and participants. To end a
meeting the host selects Meeting > End Meeting in the menu bar, optionally revises the
messages, and then clicks OK to end the meeting and display the message to
participants.

To restarting a meeting that has ended the host hover the mouse pointer over the hold

meeting icon & in the upper-right corner of the meeting room and in the notification
window click Start Meeting.

4.8.4.10 Updating Meeting Information

After creating a meeting, the host can update meeting information by clicking the
Meetings tab at the top of the Connect Pro client home page then navigating to the
folder that contains the meeting and clicking the meeting name in the list. In the Meeting
Information page, click the Edit Information link on the navigation bar. Edit any of the
meeting information, such as start time or duration and then click Save.
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ADOBE' ACROBAT CONNECT" PRO My Profile

Home | Content Meetings | Event Management | Reports | Administration

Shared Meetings | User Meetings | My Meetings | Meeting Dashboard
= Shared Meetings = ‘ﬁ doc review meeting

Meeting Information | Edit Information | Edit Particinants | Invitations | Uploaded Content | Recordings | Reports

Mame: * doc review meeting

Summary: =l
(max length=1000 characters)

[
Start Time: |20 2l May =llzo09z [os:poemE
Duration: 01:00 =] hours:minutes
Language: * |English =l
Access: © Only registered users may enter the room {guest access is blacked)

& Only registered users and accepted guests may enter the room

€ anyone who has the URL for the meeting can enter the room

@ Do notinclude any audio conference with this meeting.
© Include audio conference details with this meeting.
Conference Number(s):
Moderator Code:

Participant Code:

¥ update information for any items linked to this item.

*-indicates required fields

Save Cancel

Figure 71 - Update Meeting Information
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4.8.4.11 Managing Meeting Participants
After creating a meeting, the host can change the participants list.

To add meeting participants, select the users or groups to add from Available Users And
Groups list and click Add. For each new participant user or group that added, select the
appropriate permission type (Participant, Presenter, Host, or Denied) from the Set User

Role menu at the bottom of the Current Participants list.

To remove meeting participants, select the users or groups to remove from the Current
Participant list and click Remove.

To change a participant’s meeting permission, select the user or group whose meeting
permissions the host wants to change from the Current Participants list and then select
the new user role (Participant, Presenter, Host, or Denied) from the Set User Role menu
at the bottom of the Current Participants list.

ADOBE ACROBAT CONNECT" PRO

My Profile | Help | Logout: Butke

Home | Content  Meetings EventManagemepDr‘ts Administration Se

Shared Meetings | User Meegtings | My Meetings | Meeting Dashboard
= Shared Meetings = @ doc review meeting

Meeting Inforrmation | Edit Information | Edit Participants | Invitations | Uploaded Content | Recordings | Reports

Available Users and Groups Current Participants For doc review meeting
|i&)| administratars Administrators ﬁ & Butterfield Franklin - Host admin
|l&]) adrinistratars - Limited  Administrators - Limited & Zhang Henry Participant  henry.zhong
&) authars asuthars

ILE.,I]Event Managers Ewvent Managers

&) Meeting Hosts Meeting Hosts

£ DS Users D5 Users

& 104 hsin hsinlo4

& 108 hsin hsin10g

& admin critical critical.admin

& admin dm dmadmin

& admin elec alec.admin

& admin jasper jasperadmin

- =]

@, Search | | @, Search ||

Figure 72 - Update Meeting Participants
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4.8.4.12 Managing Meeting Content

After creating a meeting, users with Manage permissions for the meeting folder can
manage content associated with the meeting. Users can view uploaded content, move
the content to the Content library, or delete uploaded content.

To view the list of uploaded content, click the Meetings tab at the top of the Connect Pro
client home page, navigate to the folder that contains the meeting then click the meeting
name in the list. In the Meeting Information page, click the Uploaded Content link on the
navigation bar to see the list of all uploaded content. To see the information about a
specific item in the list, click the item name. To determine if the content is still being used
in the meeting room, view the Referenced column. A Yes indicates that it is still being
used. An empty column indicates that it is not.

To move uploaded content to the Content library, display the uploaded content as
described above and then click the check box to the left of each file you want to move.
Then click the Move To Folder button on the navigation bar and navigate to the folder
location in the Content library to move the content file by clicking the folder titles or the
Up One Level button. Once the appropriate destination has been selected, click Move
and then click OK.

To delete uploaded content, display the uploaded content as described above and then
click the check box to the left of each file that you want to delete. Click Delete and also
click Delete on the confirmation page to permanently delete the selected content.

4.8.4.13 Sharing Content

Hosts and presenters (and participants who have been given rights) use the Share pod
to display content to attendees, such as:

e Selected items on a user’'s computer screen, including one or more open
windows, one or more open applications, or the entire desktop.

e A document, such as a presentation, an FLV file, a JPEG, or other file format.

e A whiteboard with a variety of writing and drawing tools. Users can share a
stand-alone whiteboard, or a whiteboard overlay that appears on top of other
shared content.

Documents shared in the Share pod can be viewed but not downloaded by attendees.
To enable attendees to download documents, a host or presenter must upload the
documents to the File Share pod.

When a user shares content in the Share pod, attendees see the user's mouse pointer
move in the Share pod window. All activities the user performs in shared window,
application, or document are visible to attendees.

Presenters and hosts must install the Add-in the first time they attempt to upload content
or share a screen. The Add-in is a special version of Flash Player with additional
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features for hosts and presenters. The Add-in provides support for uploading files to the
server and sharing screens during a meeting. It also provides additional audio support.

Note: If you have a pop-up blocker enabled in your browser, the dialog box for
downloading the Add-in will not appear. To correct this problem, temporarily disable the
pop-up blocker.

4.8.4.13.1 Sharing Computer Screens

A user can share their computer screen by either clicking the My Computer Screen
button in the middle of a blank Share pod or clicking the Share button on the Share pod
control strip, and then selecting My Computer Screen from the pop-up menu. In the
Start Screen Sharing window, the user selects one of the following:

e Select Desktop to share the user’s entire desktop. If the user has more than one
monitor connected to your computer, a desktop appears for each monitor.
Choose the desktop that the user wants to share.

e Select Windows to share one or more windows that are open on the user’s
computer. Choose the window or windows that the user wants to share.

e Select Applications to share an application and all its related windows that are
open on the user's computer. Choose the application or applications that the user
wants to share.

Click the Share button at the bottom of the Start Sharing window to begin sharing.

4.8.4.13.2 Sharing Control of a Computer Screen

While screen sharing, a user can pass control of the shared desktop, window, or
application to another presenter. The presenter must request control before the user can
hand over your shared screen to them.

4.8.4.13.3 Requesting Control of a Computer Screen

To request control of a shared screen from another presenter, click the Request Control

button on the Share pod control strip. In the Attendee List pod, hover the mouse pointer
over the name of the attendee whose screen the user wants to control and from the pop-
up menu, select Request Screen Share.

If the request is accepted, a message informs the user that they have been granted
control of the screen. The Request Control button becomes a Release Control button
and the user has control of the shared screen. When the user is finished controlling the
computer screen they can click the Release Control button on the Share pod control
strip (or in the notification window) to return control of the shared screen to the original
presenter.

4.8.4.13.4 Releasing Control of a Computer Screen
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When another presenter requests control of the user’s screen (by clicking the Request
Control button on the Share pod control strip), the user will see a request message in the
upper-right corner of the meeting room window. The user can either click Accept to grant
control of your screen to the requesting participant or click Decline to deny control of
your screen to the participant.

4.8.4.14 Sharing Documents

A host or presenter can share documents that have been uploaded to the Content library
or share documents directly from their computer. If the user turns off sharing, changes
the content in a Share pod, or closes the Share pod, the document is still part of the
meeting room and can be displayed again. If the user deletes a Share pod, the
document is deleted from the meeting room. To edit a shared document, the user must
edit the source document and reload it into the meeting.

4.8.4.14.1 Sharing from Content Library

A host or presenter can load presentations, SWF files, JPEG files, MP3 files, or FLV files
from the Content library on the server into a Share pod in a meeting. In the Content
library, the user can select documents from a shared content folder or from a user folder,
either their own or another user’s. The Content library is available in the Connect Pro
client application.

Library content is shared by doing one of the following:
¢ In the Share pod, click the Documents button.
e Select Pods > Share from the menu bar.
e Select Share > Documents from the control strip at the bottom of the Share pod.

Then click Select From Content Library on the pop-up men and select one of the
following:

e Shared Content displays uploaded content that is available to all account holders
with the appropriate permissions.

e User Content displays uploaded content in individual user folders. To view the
content in another user’s folder, the user must have View permission from that
user.

e My Content displays the uploaded content in the user’s user folder.

e Uploaded Content displays the content that has been uploaded for the current
meeting.

Select the document to share and click Open. The selected document will appear in the
Share pod and the document name will appear in the title bar of the pod.
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4.8.4.14.2 Sharing from Local Computer

The user can load PPT, SWF, JPEG, MP3, or FLV files from their computer into a Share
pod. The files are uploaded to the server and any PPT files uploaded are first converted
to presentations.

Local files are shared by doing one of the following:
¢ In the Share pod, click the Documents button.
e Select Pods > Share from the menu bar.
e Click Share on the control strip at the bottom of the pod.

Then click Select From My Computer on the pop-up menu and select the document to
share and click Open. The selected document will appear in the Share pod and the
document name will appear in the title bar of the pod.

The document is added to the Uploaded Content folder associated with the meeting
room in Connect Pro client. A Connect Pro client administrator can move the document
to the Shared Content folder in the Content library to make the document available for
other meetings.

4.8.4.15 Sharing Whiteboards

A host or presenter (or a participant that has been given rights) can use a whiteboard to
create collaborative text, drawings, and other annotations in a meeting. Whiteboards
can be used in two different ways in a Share pod. A stand-alone whiteboard allows
presenters to create content on a white background. An overlay whiteboard allows
presenters to create content over an existing document in a Share pod, adding
annotations to and drawing on the document. Whiteboards can be laid over
presentations, JPG, SWF, FLV, and FlashPaper documents.
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io | Contact

Introduction

@ Define the subject matter

@ State what the(audience)will learn in

this session

W ¥ slide3/10 ] Stopped

A. Pointer B. Show/Hide whiteboard overlay C. Annotation added using the Pencil tool D. Whiteboard tool options E. Show/Hide
whiteboard tools

Figure 73 - Whiteboard Overlay

4.8.4.15.1 Creating Stand Alone Whiteboards

To create a stand-alone whiteboard in a blank Share pod the user does one of the
following:

¢ In the Share pod, click the Whiteboard button.
e Select Pods > Share.
e Click Share on the control strip at the bottom of the Share pod.

Then select New Whiteboard in the pop-up menu.

4.8.4.15.2 Creating Overlay Whiteboards

To add an overlay whiteboard in a Share pod that is displaying a document the user
does one of the following:
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e Clicks the Whiteboard button in the Share pod control strip.

¢ Clicks the Pod Options button the lower-right corner of the Share pod and selects
Whiteboard Overlay.

e |f sharing an application, in the upper-right corner of the window of the
application, clicks the arrow next to the red Stop Sharing button and select Pause
and Annotate.

e If sharing a user’s entire desktop, clicks the Acrobat Connect Add-in icon in the
system tray (Windows) or icon bar (Macintosh) and select Pause and Annotate.

4.8.4.15.3 Using Whiteboards

To display an existing whiteboard the user selects Pods, then Share and then the
whiteboard name.

To clear a whiteboard, the user presses Control+D or presses the Clear icon & in the
Whiteboard toolbar.

A stand-alone whiteboard is composed of multiple pages. If the user needs to present
multiple whiteboard pages during a meeting, they can use the forward and back arrow
buttons on the Whiteboard toolbar to move between pages.

The Whiteboard toolbar contains several tools to create text and drawings on the
whiteboard including:

« Selection tool & to select shapes on the whiteboard or an area of whiteboard by
creating a selection rectangle around all the shapes to select.

e Pencil tool ¢ to create free-form lines.

e Marker tool - to create free-form think marker lines.

e Line tool /" to draw straight lines between two points.

e Rectangle tool L to create square and rectangle shapes.
e Ellipse tool () to crease circle and ellipse shapes.

e Text tool A to create a floating multiline text field.

e Stamper tool 2L to create a Check Mark, Arrow, Star or Cross shape.

4.8.4.16 File Share Pod

The host and presenters (and participants that have been given rights) can upload files
to share with meeting attendees either from their computers or from the Content library.
Meeting participants cannot upload files; however, the host can change the participants’
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status to allow them to upload files. Participants who want to upload files should ask the
host to change their attendee role or to grant enhanced rights for the File Share pod.

The first step in uploading a file is to make sure the meeting room contains a File Share
pod. If the meeting room does not have a File Share pod, click Pods > File Share > New
File Share Pod. The file can now be uploaded by click Upload File followed by one of
the following:

e Click Select From Content Library and navigate to the folder that contains the file.

e Click Select From My Computer and in the Browse Content window, navigate to
the folder that contains the file.

Then select the file and click Open.

Meeting attendees can download files from the File Share pod to their computers. In the
File Share pod, the users select the file to download and select Save to My Computer. A
browser window opens displaying the Save to My Computer dialog box. The user clicks
the Click to Download button and then clicks Save. The next step is to navigate to the
desired location and click Save. Click Close when the downloading process is complete.

The label for the file in the File Share pod can be changed by selecting the file to relabel
and then clicking Pod Options button in the lower-right corner. Select Rename Selected
from the pop-up menu and then type the new name in the Name box and click OK.

Files can be removed from the File Share pod by selecting the file to remove and then
click the Pod Options button in the lower-right corner and then selecting Remove
Selected from the pop-up menu.

4.8.4.17 Displaying Web Pages

During meetings, hosts or presenters may want participants to view websites. They can
use the Web Links pod to cause attendees’ browsers to open a designated URL.

The first step in displaying a website to participants is to make sure the meeting room
contains a Web Links pod. If the meeting room does not have a Web Links pod, click
Pods > Web Links > New Web Links Pod. It is not hecessary to type text in the Browse
To box; the text is not carried over to the URL name and path boxes in the next step.
Then click the Pod Options button in the lower-right corner and select Add Link. Type
the URL name and URL path in the text boxes and click OK.

To display a web link to all attendees, select a link in the Web Links pod, or enter a URL
in the Browse To box and then click Browse To and a new instance of the Web browser
displaying the URL will open on all users’ screens.

To rename a web link in the Web Links pod, select a URL name in the Web Links pod.
And click the Pod Options button in the lower-right corner. Then select Rename
Selected Link from the pop-up menu and type the new name in the URL Name box and
click OK.
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To remove a web link from the Web Links pod, select a link in the Web Links pod then
click the Pod Options button in the lower-right corner. Select Remove Selected from the
pop-up menu.

4.8.4.18 Taking Meeting Notes

Hosts and presenters use a Note pod to take meeting notes that all attendees can see. It
remains visible in a Note pod throughout the meeting or until a presenter edits the note
or displays a different note. A host can create and display multiple Note pods, each with
its own text. A host can remove the Note pod from view, or switch to a different room
layout that does not contain that Note pod.

The Note pod can be used in several ways:

e Create a single, persistent note that is visible to attendees during the entire
meeting.

e Create multiple notes in a single pod.
e Create multiple Note pods to display different notes.
The contents of a Note pod can be e-mailed.

To create a Note pod, go to the menu bar at the top of the Stage, select Pods > Note >
New Note pod, or choose New Note from the Note pod options menu.

A host or presenter can add a note to a Note pod by clicking anywhere inside the Note
pod and typing the text to appear in the Note pod.

A host or presenter can create more than one note in a Note pod and choose which note
=)

to display by clicking the Pod Options button 22! in the lower-right corner and selecting
New Note from the pop-up menu. They then type note text and click the Pod Options

button 2! and select the Select Note option. Then select the name of the note to display
from the pop-up menu.

A host or presenter can edit the text in a Note pod by click anywhere inside the Note pod
containing the text to edit. Then they can modify the text. To change the size of the

text, click the Pod Options button 2/ in the lower-right corner of the Note pod, and then
select Text Size. Select a text size. To change the alignment of the text, click the Pod

Options button 2! in the lower-right corner of the Note pod and choose an alignment
option: left, center, or right. All changes are immediately visible to attendees. All the text
in a pod uses the same formatting.

When a host or presenter creates a note, it is assigned a default name, such as Note 1
or Note 2. A host can rename a note by double-clicking the note name in the pod and
entering a new one. Alternatively, the note name can be changed by going to the menu
bar and clicking Pods > Organize Pods and selecting the name of the Note pod to
change. Then click Rename, and type a new name.
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A host or presenter can delete a note by clicking Pods > Organize Pod and selecting the
name of the note to delete. Then click Delete and Done.

%)

Hosts can e-mail the contents of a Note pod by clicking the Pod Options button 2=/ in the
lower-right corner and select Email Note.

4.8.4.19 Chat and Q & A in Meetings

A Chat pod can be used to communicate with other attendees while a meeting is in
progress. If a user has a question and does not want to disturb the meeting flow, or if
they cannot speak in a meeting because sound is not enabled on their computer, the
user can send a chat message to the presenters or to another meeting participant. For
example, when a user first enters a meeting room, they can introduce themselves by
sending a chat message to everyone in the room.

A presenter can use more than one Chat pod simultaneously. Chat pods can be set to
display content to everyone or to presenters only. Messages appear in the Chat pod as
they are submitted and are listed sequentially in the pod. Presenters can allow
participants to conduct private chats, to clear a chat, and to turn off chat notifications.

Chat pod content is persistent and remains in a meeting room until deleted. Chat pod
contents can be preserved for future use by e-mailing their content.

A Q & A pod can be used to answer questions posed by attendees. The Q & A pod is
linked to the Chat pod. When an attendee asks a question in the Chat pod, a presenter
can answer in the linked Q & A pod. When a presenter answers a guestion, the question
and answer appear as pairs in the Chat pod.

4.8.4.19.1 Send a Chat Message

The user composes the chat message and addresses it to a specific participant, to all
presenters at the meeting, or to all attendees.

When a user receives a chat message from a meeting participant, their Chat pod shows
the sender’'s name and the message. If the message was sent to everyone, the sender’s
name is followed by the message. If the message was sent only to the user, the sender’s
name is followed by “(privately)”. If the message was sent only to the presenters, the
sender’s name is followed by “(presenters).”

To send a chat message, the user first specifies the recipient by selecting one of the
following options from the pop-up menu at the bottom of the Chat pod:

e The name of a participant to whom you want to send a message

e Presenters

e Everyone

e Submit Question (available if a Q & A pod is linked to the Chat pod)
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Then the user clicks the text box in the Chat pod and types the message to send and

then clicks Send Message button . next to the text box or presses the Enter or Return
key on the keyboard.

4.8.4.19.2 Disable Private Chat Messages

The host can prevent two participants from chatting privately by clicking the Pod Options

button =) in the lower-right corner of the Chat pod and clicking Enable Private Chat For
Participants to disable the default option. A check mark indicates when the option is
enabled.

4.8.4.19.3 Disable Private Chat Messages

When an empty Chat pod is required in a meeting, a host or presenter can clear all

messages for all attendees by clicking the Pod Options button 2/ in the lower-right
corner of the Chat pod and selecting Clear Chat.

4.8.4.19.4 Email Chat Pod Contents

To email the contents of the Chat pod, click the Pod Options button &2 in the lower-right
corner of the Chat pod and select Email Chat History.

4.8.4.19.5 Q& A Pod

The Q & A pod gives hosts and presenters additional control for managing questions
and answers during a meeting. Using this pod, they can redirect a question to the
appropriate presenter and place questions in a queue until ready to answer them.

Selecting a question allows the host or presenter to edit the question, enter a reply, and
send the answer either to all participants or just the sender. Questions and answers
appear as pairs in the Chat (Q & A) pod.

A B C D E
S— — I | | |
Q & A (linked to Chat)| | | | |
Show All Questions |>) |.2&s ||pawn |.> ) )
Dave: When does QBA session begin? P (Dawm)| Selected Question: R - -
Chris: When do we break for lunch? | | |when does Qaa session begin?
F -]
G —yQsA session starts from 11:30 to 12:00 noon
Submitted by: Dave ]
e S (=)
| | |
H | J K

A. Filter options B. Person answering C. Forward D. Presenter list E. Delete question F. Incoming message list G. Answer text box
H. Preview pane I. Answer question to everyone J. Answer question to submitter only K. Pod Options

Figure 74 - Q & A Chat pod
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4841951 AddaQ & A Pod and Link to a Chat Pod

The host or presenter can add a Q & A pod to a meeting room with an existing Chat pod.
The link between the Q & A pod and the Chat pod must be done manually. Once the
two pods are linked, (Q & A) is added to the name of the Chat pod. While the Chat pod
is in Q & A mode, participants can only send messages to the presenters. There can be
a maximum of one Q & A pod in a meeting room.

If the Presenter Only area is not displayed, click Present > Show Presenter Only Area.
Click Pods > Q & A. Select the name of the Chat pod to link to the Q & A pod from the
pop-up menu and click Link. The Chat pod is now linked to the Q & A pod and (Q & A)
is displayed in the Chat pod name.

D B A

This Q & A Pod is not linked to any chat Pod

Please select a chat pod from the list and press the link button.

Chat » || Link

Figure 75 - Linking Q & A pod to Chat pod

4.8.4.19.5.2 Submit a Question

To submit a question in the Chat pod select Submit Question From the pop-up menu at
the bottom of the Chat pod and then enter the message in the text box and click the
Send Message (arrow) button or press Return.

Chat (0 & Al

Dawn: Welcome everyone!
Dave [Submitted gquestion): When
does Q&A session begin?

Question: [EJ

Figure 76 — Participant asks a question

4.8.4.195.3  Answer a Question

To answer questions using the Q & A pod select a question from the Incoming
Messages list. The question becomes highlighted and a duplicate of the question
appears in the Preview pane so that the user can edit it if necessary in the Preview
Pane. The user then types the answer in the text box at the bottom of the pod and clicks
one of the following buttons in the lower-right corner of the Q & A pod:

e Answer question to everyone &he which sends the answer to all meeting
attendees.
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e Answer question to submitter only * ) which sends the answer only to the
attendee who sent the question.

When a question is sent, it is deleted from the Incoming Messages list and appears in
the Chat pod in the “Answered Questions” list.

=S E = = . -
-[ghow All Questions | v] [ D& ] [Dawn | vJ“
Dave: When does QRA session begin? L)' (Davm)| | |Selected Question: - -
When does Q&A session begin?

Chris: When do we break for lunch?

QB&A session starts from 11:30 to 12:00 noon.

|
Submitted by: Dave &2 Qe | @

Figure 77 — Presenter answers a question

P

Dawn: Welcome everyone!
Dave: When does QBA session
begin?

Dawn: Q&A session starts from
11:30 to 12:00 noon.

| e
Tu:[Euhmit question J v] @
Figure 78 - Quéstion and Answer appear togetﬁer in Chat pod

4.8.4.19.5.4 Forward a Question

Presenters can forward a question to another presenter to answer by selecting the
question from the Incoming Messages list followed by selecting a presenter’'s name from
the pop-up menu and clicking the Forward Question To Selected Presenter button.

4.8.4.19.55 Mark a Question as Open
A presenter can mark a question as open by selecting an unanswered guestion from the

Incoming Messages list in the Q & A pod and then clicking the Pod Options button Elin
the lower-right corner and selecting Mark as Open.
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4.8.4.19.5.6 Delete a Question
A presenter can delete a question by selecting a question from the Incoming Messages

%)

listin the Q & A pod and then clicking the Pod Options button ==/ in the lower-right
corner and selecting Delete Question or Delete All Questions.

4.8.4.19.5.7 Show Names with Questions and Answers
To show the submitter name or presenter name in front of the question or answer

%)

clicking the Pod Options button ==/ in the lower-right corner of the Q & A pod and select
one of the following options:

e Show submitter name with answered question.

e Show presenter name with answered question.

4.8.4.19.5.8 Email the Q & A Pod Contents

To email the contents of the Q & A pod, click the Pod Options button £/ in the lower-
right corner of the Q & A pod and select Email All Questions.

4.8.4.20 Polling Attendees

Hosts can use the Poll pod to create questions, or polls, for participants and to view the
results. Only hosts can control poll management and how polls appear to meeting
participants. Hosts can also cast votes. Polls are useful during a meeting if you want
instant feedback on what is being presented. Polls can also be used at the end of a
meeting to find out if participants felt the meeting, content, and presenters were high-
quality.

4.8.4.20.1.1  Starting a Poll

To ask participants to respond to a poll, the host first needs to verify that the Poll pod is
displayed. If the Poll pod is not displayed, click the Pods menu and select Poll > New
Poll Pod. Once the Polls pod is displayed, the host can enter a question into the Poll
pod and click Open Poll.

4.8.4.20.1.2 Close Poll Answer Period

To close the answer period for a poll, the host clicks Close Poll at the bottom of the Poll
pod.

4.8.4.20.1.3 Edit Poll

To edit a poll, the host clicks Prepare in the lower-left corner of the Poll pod and edits the
text and then clicks Open Poll.

4.8.4.20.1.4 View Poll Results
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Hosts and presenters can view poll results. Poll results are updated in real time as
participants continue to cast or change their votes. To view the poll results, click the Pod

Options button 2/ in the lower-right corner of the Poll pod then select Results Settings
and choose an option. The participant names and responses appear in the Poll pod.

4.8.4.20.1.5  Show Poll Results to Participants
The host can show poll results to all meeting participants in one of two ways:

%)

e Click the Pod Options button = in the lower-right corner of the Poll pod and
select Broadcast Results from the pop-up menu.

e Scroll to the bottom of the main area and select the checkbox next to Broadcast
Results.

4.8.4.20.1.6 Navigate Among Polls
The host can create multiple polls and navigate among them by click the Pod Options

%)

button ==/ in the lower-right corner of the Poll pod and choosing Select Poll and select a
poll name to switch to.

4.8.4.20.1.7 Clear Poll Answers
3]

The host can clear poll answers by clicking the Pod Options button 2=/ in the lower-right
corner of the Poll pod and selecting Clear All Answers from the pop-up menu.

4.9 Members

This section provides instructions on how to use the Members portlet to see information
about users in a COl. With the Members portlet, user can see information about
members of the COI and initiate a chat session with them if they are currently online.

Overview
Users can see information about their fellow COI members in the Members portlet.

Setup

The Members portlet should be placed on the Members sub tab of each COI pages.

Procedure

Navigate to a COI that the user is a member and click the Members sub tab to display
the Members portlet.

Functionality

The Members portlet displays a list of all the members of the current COl. A count of the
COIl members is displayed. If the COIl has more members can be displayed on a single
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page, the Members portlet will display paging controls at the bottom of the list to allow
the user to go to Next and Previous pages.

Members Hae®

Thiz organization haz 13 members,

tinal@hzin.gd-ais. com
Send Alert
Chat with Tina

Tina Fretas

eddyl@hzin.od-ais.com
Send Alert
Chat With Ed

Ed Edelbrock

thomas. compteri@gd-aiz.com
Send Alert
Chat With thomas

thomas compter

jan@hsin,gd-aiz.com
Send Alert
Chat with Jan

Jan Kunemunda

mannyl@hzin.gd-ais. com
Send Alert
Chat With Manmy

danny Smith

4 Previous | Mext

Figure 79 - Members portlet
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The following information is displayed, if available, for each user:
e Image
e Full name
e Job Title
e Email address

Additionally, if the user is online, a message “X is online!”, where X is replaced by the
user’s first name, will be displayed.

Clicking the user email address with create a new electronic mail message addressed to
the selected user in the users default email program.

Clicking on the user’s image or full name displays details about the user in the Directory

portlet.
Users

Ed Edelbrock

Email Address
eddyEhsin.gd
-als.com
Organization
Mission
Support

Figure 80 - User Details

“Chat with X”, where X is replaced by the user’s first name, will also be displayed for
each member. Clicking on the link will open the Chat client and initiate a chat session
with the user in the same manner that a chat session is established between two users
from the Chat client Contact List. See the Chat section of this document for details on
using the Chat client.

4.10 Message Boards

This section provides instructions on how to use the Message Boards portlet to conduct
persistent user discussions about variety topics which COl members can review at any
time. With the Message Boards portlet, users can:
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¢ view and subscribe to discussion threads

Users with the COI Contributor role can also use the Message Boards portlet to:
e add, edit or delete files, messages and subcategories

¢ reply to messages
e update thread priority

Users with the COI Admin role can additionally:
e add categories

e move thread

e set permissions

Overview

Users can view and participate in message board discussions by utilizing the Message
Boards portlet. Discussions, called “threads” in the Message Boards portlet, are
grouped into categories.

Setup

Prior to using the Message Boards portlet, a COl Admin user should place the Message
Boards portlet on a COIl page hamed Forums.

Procedure

Navigate to a COI that the user is a member of and click the Forums sub tab to display
the Message Boards portlet. The initial view of the Message Boards portlet shows the
categories containing discussions on a tab named Categories.
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@ Message Boards (- T — N4 ¥ ]
Categories My Posis My Subscriptions Recent Posts Statistics Banned Users
Search Search Messages Add Category Permissions

Category Categories Threads Posis

test -

== 1] 1 2 4 4 1 Actions

one test

Showing 1 result.

Figure 81 - Message Boards Portlet
Functionality

4.10.4.1 Add Category

Adding a category is done by clicking the Add Category button on the Categories tab of
the Message Boards portlet. After clicking the Add Category button, the Add Category
page is displayed on which the user can specify the name and a description of the new
category. The user can specify custom permissions for the new category by clicking the
Configure link next to the Permissions label. After specifying the category name,
description and optionally custom permissions, the user clicks the Save button to create
the new category.
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Categories »
Add Category
Name

[-|
Description

[

Permissions Configure »
Mailing List
Active [T
Save Cancel
Figure 82 - Add Category page

4.10.4.2 Edit Category

Editing a category is done by clicking the Actions button to the right of the category
information in the table of categories on the Categories tab of the Message Boards
portlet. If the user has Update permission on the category, an Edit item will be displayed
on the Actions menu which if clicked will display the Update Category page on which the
user can update the name and description of the category as well as select, remove
from, or merge with the parent category for this category.
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Categories »
Update Category
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Category I Merge with Parent Category
Name test
one test ;l
De=cription
=
Mailing List
Active [T

Save Cancel
Figure 83 - Edit Category page

4.10.4.3 Subscribe to Category

Subscribing to a category is done by clicking the Actions button to the right of the
category information in the table of categories on the Categories tab of the Message
Boards portlet. If the user has Subscribe permission on the category, a Subscribe item
will be displayed on the Actions menu which if clicked will add the category to the user’s
subscriptions listed on the My Subscriptions tab of the Message Boards portlet.

4.10.4.4 Delete Category

Deleting a category is done by clicking the Actions button to the right of the category
information in the table of categories on the Categories tab of the Message Boards
portlet. If the user has Delete permission on the category, a Delete item will be
displayed on the Actions menu which if clicked will pop up a dialog asking the user to
confirm the category should be deleted. Deleting a category also deletes the message
threads and subcategories contained within it.

4.10.4.5 View Category Details

Click on one of the categories in the list on the Categories tab of the Message Boards
portlet to display the details of the category. The category details page shows
subcategories and threads belonging to the category.
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test
Add Subcategory Permissions
Category Categories Threads Posts
Showing 0 results.
Threads
Post Hew Thread
Thread Status Started By Posts Views Last Post
Date: SM5/09 7:15 PM i .
Free KFC today Tim Boss 2 22 - 4 J° Actions

By: Sarah Manager
Showing 1 result.

Figure 84 - Category Details page

4.10.4.6 Change Category Permissions

Changing a category’s permissions can be done by a user with the Permissions
permission on the category. Clicking the Permissions button on the category details
page will display the Permissions page which allows the user to update which roles can
add files, add messages, add subcategories, delete, move threads, set permissions,
reply to messages, subscribe to, update, update thread priority and view the category.

4.10.4.7 Add Message Thread

Adding a message thread is done by clicking the Post New Thread button on the
category detail page. After clicking the Post New Thread button, the Add Message page
is displayed on which the user can specify the subject and body of the new message.
The body of the message can be formatted using the toolbar to select font type & size,
etc. The user can also specify that the message is a question, should be posted
anonymous, be assigned a priority, and assign permissions to the message. Tags can
be added to the message to facilitate searching. The user can attach files to the
message by clicking the Attach Files button. The user can preview the message before
it is added to the category by clicking the Preview button. Clicking the Save button will
add the message to the category so other users with view access to the category can
read it.
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Categories » test »
Add Message
Subject
[Font Hfsz=E] B I U S § @ HdHBHE=E:=E =2 89 ¢ Q
|
Body
Wark az a Question [T &
AnNonymous n e
Priority I 'I
Tags Add Tags or Select Tags Suggestions
Permigsions Configure »
Save Attach Files Preview Cancel

Figure 85 - Add Message Thread

4.10.4.8 Viewing Threads and Messages

The category details page displays a table of the threads in the category. The category
named “test” has its details displayed in the figure below. The “test” category currently

has one message thread named “Free KFC today”.

Categories My Postz Ny Sub=criptions Recent Posts Statistics Banned Users

Cateqgories »
test

Category Categories Threads Posts

Showing 0 resultz.

Threads
Thread Status Started By Posts Views Lazt Post
) Date: S/M15/09 715 PM
Free KFC today Tim Boss 2 22

By: Sarah Manager

Showing 1 result.
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Figure 86 - Category details
Clicking on the thread will display the messages in the thread as in the figure below.
The “Free KFC today” thread currently has one message from the user Tim Boss.

Qﬂ Message Boards
Categories Wy Posts My Subs=scriptions Recent Posts Statistics

Categories » test »
Free KFC today

Threads [ Previous | Next ] g Post New Thread (\ﬁSubacribe = Move Thread

] Free KFC today [& Reply 1 Reply with Quote
315/09 6:48 PM
T irss KFC iz giving free griled chicken out today.
Posts: 2
Join Date: 4/27/08
o Recent Posts T Top Q Edit | Permizzions [ Delete

Figure 87 - Thread Messages

4.10.4.9 Reply to Message

Clicking the Reply link [ Reply in the message will display the Add Message page with
the Subject prefilled with the value RE: prefaced to the subject of the message the user
is replying to. The user enters information just like when adding a new message thread.
The message that is being replied to is displayed at the bottom of the page below the
Save, Attach Files, Preview and Cancel buttons. Clicking the Save button will add the
reply to the category as seen in the figure below.
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@ Message Boards
Categories My Postz Wy Subscriptions Recent Posts Statistics
Categories » test » _
Free KFC today
Threads [ Previous | Next ] o Post Mew Thread ﬁ Subscribe

e

Free KFC today Tim Boss S/15/09 6:48 PM

RE: Free KFC today Sarah Manager SMS/09 715 PM

Free KFC today [} Reply - Reply with Quote
5/15/09 6:45 PM

ImBos=s KFC iz giving free griled chicken out today.

Postz: 2
Join Date: 4/27/09

gl Recent Posts ﬂ‘ Top

RE: Free KFC today @ Reply #» Reply with Quote
S5M5/09 715 PM az a reply to Tim Boss.
T

-
Sarah Manager
Poztz: 1
Join Date: 4/27/09

The local store ran out of chicken zo the offer iz no longer valid.

@ Recent Posts T Too Qm 44 Permissions [l Delete

Figure 88 - Message Thread with Reply

4.10.4.10 Edit Message Thread

Editing a message thread once it has been added to a category can be done by either

the message creator or a COl Admin user. Clicking the “Edit” link | Edit in the message

will display the Update Message page which allows the user to update the message
subject, body, tags and file attachments.
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4.10.4.11 Subscribe to Message Thread

Subscribing to a message thread is done from the category details page by clicking the
Actions button to the right of the thread information in the table of threads on the
Categories tab of the Message Boards portlet. Selecting Subscribe from the Actions
menu will add the thread to the user’s subscriptions listed on the My Subscriptions tab of
the Message Boards portlet.

4.10.4.12 Change Message Thread Permissions
Changing a message thread’s permissions once it has been added to a category can be
done by either the message creator or the COI administrator. Clicking the Permissions

link |~ Femmissiens jn the message will display the Permissions page which allows the user
to update which roles can delete, set permissions, subscribe, update and view the
message.

4.10.4.13 Delete Message Thread

Deleting a message thread can be done by either the message creator or the COI

administrator. Clicking the Delete link [ L=E2 in the message will pop up a dialog asking
the user to confirm the message thread should be deleted from the category.

4.10.4.14 Move Thread

Moving a message thread from its current category to another category is done by
clicking the Actions button next to a thread and selecting the Move Thread item. This
will display a page for the user to select a new category to contain the thread.

4.10.4.15 Split Thread

Splitting a message from a thread can be done by clicking the Split Thread link
Ge 2l Thread jn the message which will display a page asking the user to confirm that a
new thread should be created for the message.

4.10.4.16 Search Messages

A user can perform a keyword search for message threads by entering search terms in
the Search box on the Categories tab of the Message Boards portlet and then pressing
the Search Messages button.
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chicken Search Messages
# Category Me=zzage Thread Posts Thread Views Score
1. test RE: Free KFC today 2 24 whr v vir i oy

Showing 1 result.

Figure 89 - Message Search results

4.10.4.17 Viewing & Modifying User’'s Posts

A user can see all posts they have made by clicking the My Posts tab of the Message
Boards portlet. Click the post to view the details of the thread it was posted to.

4.10.4.18 Viewing & Modifying Subscriptions

A user can view and modify their subscription to categories and threads by clicking the
My Subscriptions tab of the Message Boards portlet. Click the category or thread in the
tables to view their contents. Unsubscribe from a category or thread by clicking the
Actions button to the right of it and selecting Unsubscribe from the Actions menu.

Categories My Posts My Subscriptions Recent Posts  Statistics  Banned Users

Category Categories Threads Posts
test
0 1 2 4 #° Actions
one test - - - =
Showing 1 result.
Thread Started By Posts Views Last Post

Date: SMS09 7:15 PM .
Free KFC today Tim Boss 2 X2 4 -,& Actions

By: Sarah Manager

Showing 1 rezult.

Figure 90 - Subscriptions page
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4.10.4.19 RSS Feeds

Several RSS feeds can be obtained from the Message Boards portlet so the user can
monitor category or thread activity in an RSS Reader such as the RSS portlet. To obtain
the RSS information for an item to watch, select the RSS item from the Action menu next
to the item to monitor.

4.10.4.20 Ban User

A user with the Ban User permission (typically a COIl administrator) can ban users by
clicking the Ban this User link &5 Banthis User ynder the user's information displayed next
to thread messages. After a user is banned, this link will be renamed Unban this User
and the user’'s name will appear in a table on the Banned Users tab of the Message
Board portlet. A user can be unbanned by clicking the Unban this user link

& Unban this User iy gither the list of users in the table on the Banned Users tab of the
Message Board portlet or under the user’s information displayed next to a thread
message added by the user prior to being banned.

411 News / RSS

This section provides instructions on how to use the RSS portlet to read an aggregated
collection of recent articles collected from multiple sources to present current and
relevant information to individual users as well as to members of COls.

The content displayed in the RSS portlet summaries articles from internet sites that the
RSS portlet has been configured to subscribe to. The summary information generally
contains the title of the article with a hyperlink to the full article on the source web site.
The summary information might also contain brief text describing the article, a fragment
of text from the article, or multimedia such as pictures from the article.

Within a user’s private pages, the user can add and remove subscriptions to various
sources of articles. Within the COI pages, only users in the COIl Admin role can add and
remove subscriptions.

Overview

The RSS portlet can be found on the HSIN NextGen Welcome page, COl Welcome
pages, as well as the individual user's My Home Welcome page. Each instance of the
RSS portlet is uniguely configured to subscribe to various web sites that offer
themselves as RSS content providers.

Setup

A user with the COI Admin role will add one or more RSS sources to each COIl instance
of the RSS portlet so that COl members can see articles.
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Procedure

Use the RSS portlet from the Welcome page of the HSIN NextGen system, COI or
navigate to the user's My Home and click on the Welcome sub tab.

Mrss Hees®

- DHS Press Room
™ 5129109 11:00 A
Department of Homeland Security MNews

Over 5500 Million in Recovery Act-Funded @

Preparedness Grants Guidance Announced

f BFE29/09 11:00 Ad

The 1.5, Department of Homeland Security released application guidance for mare than 5500
million in Federal Emergency flanagement Agency preparedness grants for fire station
construction, port and tranzit security—funded by the dmerican Recovery and Reinvestment fct
[ARRAT on May 29, 2009,

I Mapolitano, Fugate Brief President Obama on Hurricane Preparedness

H Text of Secretary Napolitano's Call to Mexican Interior Secretary

Figure 91 - RSS portlet

Functionality

The RSS portlet will show an & icon in its upper right corner if the user has permission
to configure the portlet. For non-administrative users, this is usually only available on
the RSS portlet displayed on their private Welcome page.

4.11.4.1 Read News Articles

The RSS portlet displays a listing of articles which the user can access by clicking the
link. After clicking an article’s link, a new Web browser window opens which will contain
the content of the article.

4.11.4.2 Add and Remove News Subscriptions

To add or remove an RSS news source for the RSS portlet, click the & icon and select
Configuration from the menu. The configuration page will display with the Setup tab
selected by default.

The Setup / Current tab displays a list of URLs of RSS sources that the RSS portlet is

currently subscribed to. To add an additional RSS source, click the Q icon to add a
new row in which to enter the Title (optional) and URL for the RSS news feed. To

remove an RSS source from the list the user clicks the <& icon to the right of its entry.
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Click the Save button on the configuration page to save changes to the subscription list.

LA Permissions  Sharing

Current DA

Title URL =
DHS Press Hoom http: s dhs. govffeeds/press_room. xml £
Show Feed Title 2

Show Feed Published Date W
Show Feed Description

Show Feed Image

Show Feed Item Authar

™

¥

I~
# of Entries Per Feed 3 "I

Feed Image Alignment Right -

Header ¥Web Content Select Remove

Footer ¥Weh Content Select Remove
Save

Figure 92 - RSS portlet Configuration page

4.12 Polls & Polls Display

This section provides instructions on how to use the Polls Display portlet to ask a
guestion of users and tally their responses. Multiple instances of the Polls Display portlet
can be deployed in the HSIN NextGen system to ask multiple questions at the same

time.

Overview

Users with the COIl Admin role can create questions and set of possible responses for
users to choose from if they wish to participate in the poll. All users who participate in a
poll can see a summary of the current voting activity as long as the question remains
posted in the Polls Display portlet.
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Users with the COI Admin role can view the voting summary, which includes the
individual voting record for a question, as long as the question has not been deleted,
even if it is no longer displayed in an instance of the Polls Display portlet.

Setup

After the Polls Display portlet is added to a COIl page, the COI Admin user configures it
to display a question. Before the question can be selected, the question and its set of
possible responses must be created within the Polls page of the Control Panel.

Procedure

Navigate to a COI page which will display the Polls Display portlet containing a question
and set of choices from which the users can respond.

Functionality

4.12.4.1 Create Poll Question and Responses

Creating a question and its set of responses is done from the Control Panel for the COI.
After navigating to a page in the COI, an COI Admin user can access the Control Panel
by clicking the menu labeled “Welcome UserX” (where “UserX” is replaced with the
user's name) in the upper right corner of the web page banner. Then click the Control
Panel item in the menu to display the Control Panel. Next select the Polls item under
the Content category to display the Polls page.

My Account

My Pages Polls

Content —

Add Duestion Permissions
Weh Content
Bookmarks
Question # of Voles Last Vote Date Expiration Date
Calendar

Message Boards Showing O results

Polls

Figure 93 - Control Panel Polls page

To create a new question, click the Add Question button on the Polls page to display the
form on which the user can enter the Title, Description, Expiration Date, and Choices for
the question as seen in the diagram below.
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[
Deszcription

=

Expiration Date [ June Hllzz =l |z00e Bl [0 ] oo B [P Bl = wever Expire

a.
Choices
b Add Choice

Permigsions Configure »

Save Cancel

Figure 94- Add Question form

The Title of the Question should be unique to aid finding it when configuring the Polls
Display portlet. The Description is the actual question to ask the users in the poll. The
Expiration Date is the deadline for accepting user responses. The question creator can
specify that the question never expires by checking the box to the left of the Never
Expire label. This enables a question to be responded to by users as long as it is
displayed in the Polls Display portlet. The Choices are the responses users participating
in the poll can choose from. Enter the first two responses to the right of the a. and b.
labels. To provide additional choices, click the Add Choice button to add choices c, d,
etc. If additional choices are added, a Delete button will be displayed next to them which
allow them to be removed.

The guestion creator can click the Configure link to the right of the Permissions label to
specify who can vote, delete the question, set permissions on the question, update the
guestion, and view the question. The user clicks the Save button to create the question.

The Polls page will display the newly created question in a table on the Polls page of the
Control Panel. The question’s title, # of Votes cast, date of most recent vote, and
expiration date are displayed. The user can return to the Polls page of the Control Panel
to monitor, edit, delete and set permissions on the question.
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4.12.4.1 Make Poll Available to Users

The Polls Display portlet displays a question and possible responses to users to select
from. After the Polls Display portlet has been added to a COI web page, an COI Admin
user can configure it to display a question to the users by clicking the Edit Control & in
the upper right corner of the Polls Display portlet and selecting the Configuration menu
item. The Current sub tab of the Setup tab will display a selection list next to the
Question label from which the user can select the question title to display in the Polls
Portlet. Click the Save button after selecting the desired question’s title from the
selection list to the right of the Question label. Then click the Return to Full Page link in
the upper right corner to return to the Polls Display portlet showing the selected question
and choices.

4.12.4.2 Respond to Poll

The Polls Display portlet displays a question and possible responses to users. If the
user has not already responded to a poll question, they can select one of the provided
choices and click the Vote button. After casting their vote, the user will not be allowed to
vote on the same question again.

4.12.4.3 View Poll Results

All users who have voted in a poll can see the current count and percentage of votes for
each choice by viewing the Polls Display portlet instance. If the Polls Display portlet
instance has been removed from the COI page or configured to display a different
question, the poll results can be viewed from the COI Control Panel’s Polls page until the
guestion has been deleted.

4.12.4.4 View Poll Summary & Individual Votes

COIl Admin users can view summary and individual user voting information from the
Polls page of the COl's Control Panel. After navigating to a page in the COI, a COA
Admin user can access the Control Panel by clicking the menu labeled “Welcome
UserX” (where “UserX” is replaced with the user’s name) in the upper right corner of the
web page banner. Then click the Control Panel item in the menu to display the Control
Panel. Next select the Polls item under the Content category to display the Polls page.

Polls G

Add Question Permissions

Question # of Votes Last Vote Date Expiration Date

Demo Polls 2 SI22/09 10:43 PW Never 4 o7 Actions

Showing 1 rezult.

Figure 95 - Control Panel Polls Item with a Question
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The table will display a row for each question containing the title of the question, the
number of votes it received, the date and time of the last vote cast, and the expiration
date of the question. Clicking any value in the row will display a detailed view of the
guestion which includes the actual question text, the number of votes the question
received, and a table summarizing how many votes and what percentage of the total
votes each choice received.

Polls &

Demo Polls
Do you think the Polls fundicnality is any good?

Total Votes: 2

Charts: Area, Horizontal Bar, Ling, Pie, Vertical Bar

Actual Votes

User Choice Vote Date
Admin User a. ves 5622409 10:42 PM
Bill Uger b. No 5/22/05 10:43 PM

Showing 2 results.

Back

Figure 96 - Question Details

The detailed view of the question also contains a table of the individual votes, which
each row showing the name of the user, the choice selected by the user, and the time
and date the user cast their vote.

4.12.4.5 Edit Question

COI Admin users can edit a question and the set of responses from the Polls page of the
COI’'s Control Panel. After navigating to a page in the COI, a COIl Admin user can
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access the Control Panel by clicking the menu labeled “Welcome UserX” (where “UserX”
is replaced with the user's name) in the upper right corner of the web page banner.

Then click the Control Panel item in the menu to display the Control Panel. Next select
the Polls item under the Content category to display the Polls page.

To edit a question, click the Actions button to the right of the question displayed in the
table and select the Edit menu item. A form will be displayed which looks and acts
identical to the form from which the question was created. The user can modify any of
the information on the form including the question title, description, expiration date and
choices. The text of choices can be changed and additional choices can be added.
Removing choices is not allowed once they have been saved to a question. Clicking
Save updated the details of the question.

4,12.4.6 Delete Question

COI Admin users can delete a question from the Polls page of the COI's Control Panel.
After navigating to a page in the COI, an authorized user can access the Control Panel
by clicking the menu labeled “Welcome UserX” (where “UserX” is replaced with the
user's name) in the upper right corner of the web page banner. Then click the Control
Panel item in the menu to display the Control Panel. Next select the Polls item under
the Content category to display the Polls page.

To delete a question, click the Actions button to the right of the question displayed in the
table and select the Delete menu item. The deletion will happen immediately, without a
request for confirmation from the user, even if an instance of the Polls Display portlet is

currently configured to display the question being deleted.

4.13 Surveys (Content Rating)

This section provides instructions on how to use the Page Ratings portlet to rate the
content displayed on individual pages and to see the average rating for the page.

Overview

The Page Ratings portlet allows users viewing a page to rate the content of the page on
a scale of 1 to 5 stars. The Page Rating portlet also displays the count of users who
have rated the content and the average page rating for the page.

Setup

A COI Admin user places an instance of the Page Ratings portlet on COI pages that
they want to allow users to rate.

Procedure
Navigate to the COI page containing the Page Rating portlet.
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”~ Page Ratings

“our Rating

x'...?x'...?x"“?x"“?x"“? \.'...'.fx'...?x'...?x"“?x"“?
el el el el el e B B e e |
Figure 97 - Page Ratings portlet

Functionality

After reading the content of a COIl page the user clicks one of the stars displayed under
the Your Rating label in the Page Ratings portlet to provide their rating of the content of
the COIl page. To give the page the lowest rating, 1 star, the user would click the left
most star. To give the page two stars, the user would click the star second from the left.
To give the page a medium rating of 3 stars, the user would click the middle star under
the Your Rating label. To give the content a rating of 4 stars, the user would click the
second star from the right under the Your Rating label. To give the content the highest
rating of 5 stars, the user would click the right most star under the Your Rating label.

A count of the number of users who have rated the page content is displayed next to the
Average label. The average rating for the page content is displayed under the Average
label.

" Page Ratings

“our Rating Average (2 Votes)

Figure 98 - Page Ratings portlet after two users have rated page content

4,14  Survey Forms

This section provides instructions on how to use the Web Form portlet create and
display survey forms for users to fill out.

Overview

The Web Form portlet allows COIl Admin users to create survey forms for users to fill
out. The form data entered can be emailed and / or stored in the system database,
which can then be exported to a comma separated values (csv) file for import into tools
such as Microsoft Excel.

Setup

A COI Admin user places an instance of the Web Form portlet on COI pages that they
want to display a survey form for users to enter data.
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Procedure
Navigate to the COIl page containing the Web Form portlet.

B8 web Form E 5 5‘ @

Suggestions

“our input iz waluable to uz, Please send uz your suggestions,

Mame

Rating

I Excellent "l

Comments

Send

Figure 99 - Web Form portlet displaying a simple survey of user’s suggestions

Functionality

After placing the Web Form portlet on a COI page, a survey form is created to display for
users to complete if they choose. Completed survey form data can be exported if the
portlet has been configured to store survey form data in a database.

4.14.4.1 Create Survey Form

A COI Admin user can click the edit control icon & in the upper right corner of the Web
Form portlet and select Configuration to configure the survey form that will be displayed
to users. A title and description of the survey form will be shown in the Form Information
area of the General sub tab of the Setup tab’s Current sub tab. The user can edit the
values under the Title and Description labels to update their values. These values will
be displayed at the top of the survey form the users fill out.

The General sub tab also displays a Handling of Form Data area to specify if the form

data should be sent as email (and what email address to send it to) and / or persisted in

the portal’s database. Select the checkbox to the right of the Send as Email label to

send form data to the email address specified below the Email Address label. Select the
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checkbox to the right of the Save to Database label to persist form data to the portal's

database.

Current I

Setup  [ECLGTEETE-RE T

TNCIR| M Export  Form Fields

Form Information
Title

Suggestions

Description

our input 1= valuable to us. Please send us your
uggestions.

Require CAPTCHA T

Redirect URL on Success

Handling of Form Data
Email

Send as Email ™
Subject
Suggestions

Email Address

Database
Save to Database

Figure 100 - Web Form Setup General page
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Click on the Form Fields sub tab of the Setup tab’s Current sub tab to see the current
items that will be displayed on the survey form. If the survey already has data
associated with it (meaning one or more users have completed the survey form), then
the Web Form portlet will display a message indicating that there is already existing form
data which will need to be exported and deleted prior to making changes in the form
fields. See the Export Survey Data and Delete Survey Data sections below for
instructions on exporting and deleting data.

If there is no existing form data, each form field item will have a name which will be
displayed next to the form field, a type which determines the type of data entry field for
the user to enter their data for the item, and a checkbox to indicate the item is optional.
A form item can be removed by clicking the delete icon O to its right. An additional form
item can be added to the form by clicking the add icon & to the right of the item that the
new item should appear below.

BE Web Form Return to Full Page

TN Permissions | Sharing

Current A

General

Export l

& Name
Name Type
Mame ITE}H "I optienal T [ [
& Rating
Name Type
Rating IOptiDns "I Optienal [
Options

(Add options separated by commas.)

Excellent, Good, Satisfactory Foor @E

8 Comments

Name Type
Camments ITE}{t Box 'I optienal T [ [
Save Cancel

Figure 101 - Web Form Setup Form Fields page
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There are six types of form fields supported by the Web Form portlet:
e Text: displays a single line text field for the user to enter text.
e Text Box: displays a multi line text area for the user to enter text.

e Options: displays a drop down selection list for the user to select one item.
Selecting this type of form field will display an additional text field titled Options
on the Form Fields page. The form creator specifies the items to appear on the
selection list by entering them, comma separated, in the text field below the
Options label.

e radiobuttons: displays a list of options for the user to select one item similar to
the Options type, except instead of a drop down selection list, the list of options
will all be displayed at the same time with a radio button to the left of their value.
The user clicks one of the radio buttons to specify their selection.

e Paragraph: displays read only text in the form. This type of form field does not
have a name (label) associated with it. This type of form field is useful for adding
instructions to a form.

e checkbox: displays a checkbox to the left of the form field name on the form. The
user can check or uncheck the box.

After configuring the form fields, the user clicks the Save button at the bottom of the
page to save the changes, then clicks the Return to Full Page link in the upper right
corner of the Web Form portlet to exit the Configuration mode of the portlet and return to
the normal mode of the portlet which will display the survey form.

4.14.4.2 Complete Survey Form

Users complete a survey form by navigating to the COI page which contains the Web
Form portlet containing survey then enter data into the form and click the Send button
displayed at the bottom of the survey form. If the user has entered data in all the
required fields, a message is displayed informing the user that their form information was
sent successfully and the form is redisplayed without any of the information the user
entered, allowing the user to enter data and resubmit the form again if they wish.

4.14.4.3 Export Survey Data

To export form data submitted by users, a COIl Admin user clicks the edit control icon G
in the upper right corner of the Web Form portlet and selects Configuration. Then the
user clicks the Export sub tab of the Setup tab’s Current sub tab. Then the user can
click the Export Data button to generate a comma separated values (csv) file containing
the submitted form data. The Web browser will typically popup a dialog window asking
the user to open the file (hamed Suggestions.csv) or to save the file to some location on
the user’s local computer.
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LYV Fermissions  Shating

Current  BEEEEIEG

General E Form Fields
Export Data
Export Data Delete Data

Figure 102 - Web Form Export Data page

The exported data, if opened in a spreadsheet application such as Microsoft Excel, will
be displayed in a table with the name of the form field at the top of each column and
each form submission as a row below the column titles. If no form data was submitted by
users, the only row displayed in the table will be the row containing the column headers.

4.14.4.4 Delete Survey Data

It is advisable to export submitted form data prior to deleting it since data deletion is
permanent and there is no way to undo the deletion. See the Export Survey Data
section above for the procedure to export data.

To delete form data submitted by users, a COI Admin user clicks the edit control icon =
in the upper right corner of the Web Form portlet and select Configuration. Then the
user clicks the Export sub tab of the Setup tab’s Current sub tab. Then the user can
click the Delete Data button to immediately delete all submitted data. The user will not
be prompted to confirm the deletion.

4,15 Tasks

This section provides instructions on how to use the Task List portlet to track ad-hoc
tasks to be performed by COI members. With the Task List portlet, users can:

e view tasks

e create tasks

e edit, reassign or complete tasks assigned to them

e edit, reassign, complete, or delete tasks created by them

COI Admin users can view, edit, reassign, complete, or delete all tasks.
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Overview

All tasks are visible to all members of the COI, independent of to whom they are
assigned. All COI members can create new tasks and assign them to COl members.
Tasks can be updated or completed by their assignees or by the user that created them.
Tasks can be deleted by the users that created them. COI Admin users can edit,
complete, or delete any task.

Setup
COIl Admin users should add the Task List portlet to a sub tab page in the COI.
Procedure
Navigate to the COI Tasks sub tab page to use the Task List portlet.
2| Task List Portlet e+
© _Add task (] Maximize View: m
Count =3
o Send Status Report Mot Started
Y, In Progress
Write System Overview Guide In Progress Joe Creator

Figure 103 - Task List portlet

Functionality

The Task List portlet will show an & icon in its upper right corner if the user has
permission to configure the portlet. Configuring the portlet is reserved to users in the
COlIl Admin role. The following functionality can be performed by general users.

4.15.4.1 Task List

The Task List portlet displays a listing of ad-hoc tasks for the COIl ordered by their due
date. Uncompleted tasks that are due today have their title colored orange and display
an :%x icon to the left of their title. Uncompleted tasks that are overdue have their title
colored in red and display an & icon to the left of their title.

The user can apply a filer to the list of tasks by selecting one of the filters from the View
selection at the top right corner of the task list.
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7] Task List Portlet D
) _Add task [#] Maximize View: Im
Count =1
8 In Progress

Figure 104 - Task List with Due Today filter

Clicking the Maximize button will expand the Task List portlet to occupy all the space in
the Web browser and display additional information about each task in the list. The Task
List portlet can be left in the maximized mode or returned to the normal mode by clicking
the Return to Full Page link at the top right corner of the portlet.

2] Task List Portlet 42 Return to Full Page
) _Add task \_.riew;IAIITa.sks v[
Title Description Status Assigned To Priority Due Date % Complete
Count=3
@ Send Status Report Not Started (2} Normal 5/25/2009
i In Progrezs (2} Normal 5/30/2009  95%

Document =hould include general user
functionality.

In Progrezs Joe Creator {1} High 8172009 95%

Figure 105 - Task List Maximized

4.15.4.2 View Task Details

Clicking the title of a task in the task list will display details about the task. Clicking the
Close button at the bottom of the task details display goes back to the task list display.

@ Add task | 2] Edittask | [ Delete task

Title Repair cooling fans
=
Description
[
Assigned To
Status In Progress
Priority (2} Mormal
Start Date 5/28/2009
Due Date 513042009
% Complete §95%
Created at 5/30/2009 09:08 PM by Tim Boss Close

Figure 106 - Task Details
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4.15.4.3 Create Task

A new task can be created by clicking the Add Task link or the & icon on the task list or
task details display which will cause the Add task page to be displayed. The user enters
information about the task on the Add tasks page such as Title, Description, Assigned
To, Status, Priority, Start Date, Due Date and % Complete. All tasks must have a title
specified, but the other information is optional.

Add task  indicates a required field
Title *
[
Description
[
Assigned To {E}

Status Mot Started vI
Priority (2} Normal 'I

Start Date B S NS =
Due Date | B S NS =
Y Complete o,

Save Cancel

Figure 107 - Add Task

Click the & icon to the right of the Assign To label to assign one or more COl members
to the task. Select the checkbox to the left of one or more COlI member names and click
the Assign button to select assignees for the task.

Select Assignees

[T TimBoss [T chris Editor [T John Tester
[T JoecCreator [T Nikita Editor [T Paul Tester
r Mary DE:E!.ignE:r'7 Mary Manager [T Admin User
[T Ea Developer ¥ saran Manager [T Biluser
T Joe Developer [T James Publisher

Azsign Cancel

Figure 108 - Select Task Assignees

Page 136 of 138

Copyright 2009, General Dynamics One Source, LLC.
Sponsored by the United States Government, Contract No. HSHQDC-08-J-00134.



UNCLASSIFIED

SYSTEM OVERVIEW GUIDE FOR HSIN-NEXTGEN SPIRAL 2

NUMBER REV
X 1.3
1 June 2009

Specifying start and due dates can be done by clicking the [ icon to display the
calendar tool or by selecting the month, day of the month and year from the selection
boxes to the right of the Start Date and Due Date labels.

Click the Save button to add the new task and return to the task list display.

4.15.4.4 Edit Task

To edit a task, click the Edit Task link or the l«I icon on the task details display. The user
can update any information about the task on the Edit task page such as Title,
Description, Assigned To, Status, Priority, Start Date, Due Date and % Complete in the
same manner the task information was added to the task when the task was created.

Edit task indicates a required figld
Title * Repair cooling fans
-
Descriotion
[
Assigned To 2?;}

Status [In Progress -]
Priority [ (@) normal =]
Start Date may  [z||28 =] |2008 |
Due Date ||'.'|a1,.r j|3uj|2uuﬂj &=

% Complete 95 o

Created at 5/30/2009 09:08 PM by Tim Boss

Save Cancel

Figure 109 - Edit Task
Click the Save button on the Edit task page to save changes to the task or the Cancel
button to discard changes to the task. The details page for the task is displayed after
clicking either the Save or Cancel buttons.

4.15.4.5 Reassign Task

A task is reassigned by cIicki?Eg: the Edit Task link or the k=] icon on the task details
display and then clicking the <= icon to the right of the Assign To label to display the
Select Assignees page. Unselect the checkbox to the left of any COl members whom
should no longer be assigned to the task. Select the checkbox to the left of any COI
members whom should be assigned to the task. Click the Assign button when the
desired COl members have been selected and then click the Save button on the Edit
task page to save the changes to the task.

Page 137 of 138

Copyright 2009, General Dynamics One Source, LLC.
Sponsored by the United States Government, Contract No. HSHQDC-08-J-00134.



UNCLASSIFIED

SYSTEM OVERVIEW GUIDE FOR HSIN-NEXTGEN SPIRAL 2

NUMBER REV
X 1.3

1 June 2009

4.15.4.6 Complete Task

A task is completed by clicking the Edit Task link or the =1 icon on the task detalils
display and then either changing the % Complete to 100 or selecting a Status of
Completed then clicking the Save button to save the changes to the task.

4.15.4.7 Delete Task

A task is deleted by clicking the Delete Task link or the @ icon on the task details display.
The user will be prompted to confirm the deletion by clicking the Yes button below the
task details. The user can click No to cancel the deletion.

Delete task
Title Repair cooling fans
=
Description
[
Assigned To
Status In Progrezs
Priority (2} Normal
Start Date 512802005
Due Date S5/30/2009

% Complete 95%
Created at 5/20/2009 09:08 PM by Tim Boss

- Are you sure you want to delete this task?

Yes No

Figure 110 - Delete Task
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