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FEATURES AND BENEFITS OF CDC TEAM
INTRODUCTION

Collaboration using SiteScape Enterprise Forum (SEF) is a way to bridge the gap
between working alone at your computer and working together with teammates
during meetings. Forum facilitates online work, creating a "virtual meeting
space."

SiteScape is a web-based software application that allows users to collaborate
through a team workspace equipped with discussion forums, calendars,
document, task, and meeting management.

By using SiteScape, users will see an increase in team synergy:

» You and your teammates can collaborate without having to be in the same
room or working at your computers at the same time. Someone can post a
note or document to a discussion, and, at their convenience, teammates
can review and further develop the idea. With Forum, collaboration is
ongoing and potentially never ending.

» ldeas are formed together, interactively, with your teammates. By the time
you hold that meeting in the conference room, the team has already been
a part of the formation of the idea, and teammates are more likely to
understand it, buy into it, and assist with its implementation. Forum
becomes a "pre-meeting" meeting.

» Documents are reviewed earlier in the process, allowing easier
modifications and adjustments. Forum also makes it easier for more than
one person to write a document, because you can use Forum to define
who gets to access the document at which point in the writing process.

» Your collaborative process is preserved and publicly accessible in Forum. (No
more searching through e-mail folders in a frantic effort to "catch someone up" on
a lengthy e-mail discussion.) To review past discussions and decisions, or to
review a previous version of a document, use Forum's powerful search capability
to locate the historical information quickly and easily.
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CDC TEAM FEATURE SET AND TERMINOLOGY

Forums

Forums are applications that enable you to communicate and collaborate with your
teammates and partners. Some forums are optional. For example, some companies
never enable the “Chat rooms” forum because of company policy.

The following sections introduce the forum structure and types. The numbers
correspond to the numbers in the picture.

Widget Company SiteScape~. Forum

Widget Company Workspacoe
® ® ©

Jean-Michel Hebert Tracker | Web files | Site map | Bookmarks | Search | Help | Log out

Wurgs)pace My summary | Discussions w | Calendars + | Tasks | ChatTooms v | MesSaging

User profile | List users | Wizards | List unseen | Send mail | Message of the day

Workspaces

Current Workspaca
#E:ﬂ"h“ﬂdqe{ Company Yiorkspace P

.....

[ Engineering Workspace (] widget Company Workspace

'ﬁ]Executive Managemert Workspace Discussions and document-sharing forums
iﬁ: Hurman Resources Caompany Annourcemerts (Cpen Discussion]
[ Marketing Workspace Corporate Policies and Procedures (Read-Cniy

Dizcussion Forur for Widoet Company
Manacer Tutorial “or Widget Company
Uzer Tutorial for Widnget Company

Calendars
ﬂ'ﬂﬁdqe’c Company Salendar

Chat rooms
@ Chat Foom for Widget Company

Workspaces
[ﬂj Enciinesring Workzpace

E@j Executive Manadgement Workspace

[ Human Resources
[ Marketing Worksgace

[#] Per=onal Space
M Calendar for Jean-Michel Hebert
H5| Veh File System

Forum Structure

The green arrow indicates the Current Workspace. Under that heading on the right
you see the list of discussions and document-sharing forums, calendars, and
workspaces.

(1) Workspace

A workspace is a collection of navigation pages and forums that members of a group
can use to work toward a common goal. Workspaces are like online office spaces. Just
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as the Engineering Department and the Sales Department may be located on separate
floors of an office building, your zone may have an engineering workspace primarily for
engineers and a sales workspace primarily for salespeople. The workspace page
displays links to all of the forums (such as discussions and calendars) that are available
to a user in that workspace.

A user may be allowed access to more than one workspace. If this is the case, he or
she can see links to additional workspaces on the left side of the workspace page.
Users without access permission do not see these links. For information about the
complete list of workspaces and forums available in your organization, contact your
workspace manager.

More information about the workspace page is in this chapter.

(2) My summary
The “My summary” page provides a concise display of summary information about

your workspace and about forums that are important to you. You configure the “My
summary” page according to your preferences.

(3) Discussions

Discussions include threaded discussion topics, documents, URLSs, and surveys.
Threaded discussion topics are posted notes and replies to the notes. Discussion
forums provide a dynamic, synergistic working space in which you can combine
information (files, plans, documents, URLs) with discussions about that information
(replies and surveys).

To select a specific forum either click the forum title directly or click the
Discussions tab to display a small pop-up box that also has a listing of the
discussion forums.  Options listed on the Discussion tab include Add,
Modify/delete, Tools, Next unseen, List unseen and Search.

When a discussion thread is finished, Forum contains a snapshot of the information
exchange. A new member of the team can review discussion entries to understand the
way that documents were developed, the logic behind decisions, and other important
historical information about a project.

More information about using discussions is in this chapter.

(4) Calendars

Calendars provide a mechanism for tracking appointments. Workspace
calendars are available to all of the users in a workspace, and users may be
able to create personal calendars (if the zone manager has enabled this
feature). You can share appointments between your Forum calendar and your
Microsoft Outlook calendar by exporting and importing entries from one
calendar to the other.
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(5) Tasks

Tasks provide an automated way to keep track of your work. You can
assign tasks and reminders to yourself or to other users. You can also
attach a task to a discussion entry, so that the entry can provide
documents or replies that assist in the completion of the task. Forum can
notify assignees by e-mail when a task is assigned, almost due, or
overdue.

(6) Chat Rooms and Meetings

Chat rooms allow synchronous collaboration in the form of chat sessions, in
which a large number of people can participate at the same time. The chat
session displays comments in the order in which they are submitted, forming a
stream of conversation. When the conversation is finished, the manager can
mark the chat session as inactive. The transcript of the conversation is then
available.

Forum eMeeting enables you to host web conferences from within the context of
Forum. Forum eMeeting includes capabilities for live application sharing,
whiteboarding with markup, audio conferencing, web tours, instant feedback, and
more. (This feature is optional and must be purchased separately from
SiteScape. It may not be available on your installation.)

For more information about Forum eMeeting, see the online User Help system.

(7) Messaging
The ability to send instant messages using Forum has been disabled.

RULES OF BEHAVIOR

This CDC Team Collaboration Site (CDC Team) is shared by many
people and groups, and its effectiveness and integrity depend upon
common observance of rules for safe and appropriate use. As a user of
this facility, you are required to comply with the following rules:

» You must assess content you intend to post and refrain from posting it if it
is sensitive in nature. Content is deemed sensitive if its inappropriate
release or distribution could compromise CDC’s ability to function or
damage CDC'’s reputation .

» You may not use this system to distribute copyrighted or licensed material
illegally, to post fraudulent, insulting, sexually explicit content, or for
solicitation, harassment, or personal financial gain.
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* You may not attempt to circumvent system security controls, e.g. to
bypass the user login controls or to access forums to which you have not
been not granted access.

 If you witness another user violating these rules you must notify the Forum
Director, the ECTP Technical Support Team, or the CDC Helpdesk
immediately.

» You should report system problems as soon as possible to the CDC
Helpdesk. Please be as thorough as possible.

If you are a workspace or forum administrator, you are also responsible for
the following:

1. Grant forum access only to individuals who have legitimate need for
access,

2. Monitor your forum(s) to ensure that users are using forum(s) in
compliance of these rules, and that only authorized users are accessing
your forum(s),

3. Take steps to curtail inappropriate use of forum(s), up to an including
revoking access of users,

4. Close down forums that have ceased to be useful or active, or request that
they be merged with other forums.

Failure to abide by these rules is subject to penalties that can be imposed
under existing policy and regulation including reprimands, suspension of
system privileges or duty, termination, and criminal prosecution.
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DISCUSSION FORUMS
VIEW A DISCUSSION FORUM

You view a discussion forum by clicking its name on the right side of the workspace
page. (You can also click the Discussions tab, then click the name of a discussion.)

Widget Compary =
Widget Company Workspace SHESHIIE - Forum

Jean-Michel Hebert Tracker | Weh files | Site map | Bookmarks | Search | Help | Lon out

Workspace | My summary | Discussions % | Calendars v | Tasks | Meetings | Messaging

Uzer profile | List users | Wizards | List unseen | Send mail | Message of the day v

Workspaces
' IE‘ Eﬁil"fidqe‘f Company Workspace

[ Endineering YWorkspace

Current Workspace

[ widget Company Workspace

@]E:«.ecmive Management Wiorkspace Digcugsions and document-zharing forums:
-[f]Human Resources Company Announcements (Open Discussion)
.&jhﬂarkeﬂng Workspace Corporate Policies and Procedures (Read-Only”

Dizcuzsion Forum for Widset Compary
hananer Tutorial for Widnet Compary
e 1=l Uszer Tutorial for Widoget Company:

Calendars
P widet Company Calendar

Chat rooms
@ Chat Room for Wicdoet Zompany

The discussion forum that you chose appears, displaying a list of entries (discussion
topics, replies, documents, and more).
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Widget Company =

Widget Company YWorkspace SIteScape - Forum
Jean-Michel Hebert Tracker | Web files | Site map | Bookmarks | Search | Help | Log out
wWorkspace | My summary | Discusslons w | Calendars w | Tasks ! gs W ging

Addw | Modifyidelete | Toolz=w | Mex unseen | List unseen | Seach

|4 User Tutorial for Widget Company

Welcome tao the SiteScape Forum Tutorial! This discussion forum presents getting-started information, and allows you to share helpful hints and tips with
other members of your organization. Please read the first eight topics in order. Then, add topics and replies to share waat you have learned with others.

The tutorialfakes approximately 30 minutes to complete. To finish more guickly, view the tutorial pictures only if you need clarific ation for the text. To get
started, click the Introduction to this discussion link, which is located atthe hottorn of the fo lowing list.

== User filters I
Hone
Addimodityicelete fiters

Unseen  Huatber W Type Task Title Replies Author Activity date
L2 D Helpful hints about discussion forums 3 Administrator 0272704 0502 PM
T ? Esgrnple Surnvey. Du wou like e defgull culurs? (4) Adrninislralur 02iZ7i04 05.00 Fm
[ URL Example URL 4Bl Administrator 02018504 10:01 AM
5 Example document (3 Administrator 02127104 04:54 PM
4, (3] Example discussion topic 4 Administrator 02118704 11:08 Ah
3 D Learning about SiteScap2 Forum [{a] Administrator 02/27r04 04:06 PM
2 (] Flease click here to signin Administrator 0207504 11:14 AW
1 (3] Introduction to this discussion 3 Administrator 02017004 1106 AW

In a discussion, information is organized in folders. Folders can contain subfolders,
which in turn can contain subfolders, and so on. To view the list of entries in a subfolder,
click the subfolder name. To view an entry, click its title in the list.

POSTING TO AND REPLYING TO MESSAGES IN A DISCUSSION
BOARD

Add a Discussion Topic

To add a discussion topic:

1 - In the discussion forum, view the list of entries.

2 - Click the Add toolbar item on the left side of the toolbar.

A drop-down menu appears, displaying the possible entry types.

Widget Compamy
Widget Company Workspace

Jean-Michel Hebert

Workspace | My summary | Discussit

I Lohde i ik LI el A

E

L Ldd dizcussion topic
m A CCLITIE

m Acdd URL

B Add zurvey guestion

L
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3 - Click Add discussion topic. The “Add a discussion topic” form appears.

4 - Once the Web form below is displayed, enter the Title of your discussion topic
into the Title text box.

5 - Enter additional description text into the Text box. (Note: You can use
additional formatting options in the text box to highlight especially important
passages, or to otherwise demonstrate additional importance to specific text.

6 - For Keywords, enter any keywords that might appear. If a standard vocabulary
is available, those items will appear as a pick list. Otherwise, you will need to enter
keywords as free-form text entries. Using keywords will allow other users to more
quickly find this particular post when they do key word searches.

7 - Check the Allow other members to modify this entry, if you want other CDC
Team users to have the ability to modify the contents of this entry.

8 - Check the Send me e-mail whenever anyone replies to this entry option if
you want CDC Team to send you an email (via Outlook) if anyone replies to this
entry

CDC Team also allows you to attach a file to the Discussion topic.

9 - The Attach more files check box allows the CDC Team user to attach multiple
files to a discussion topic.

10 - Click the Ok button. The entry you created appears.

In Internet Explorer, you can use the HTML editor to format your text (in other browsers,
you can use the regular text editor). For example:
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Add a discussion topic to User Tutorial for Widget Company

Title
IA new discussion topic

Text
[ Style =] |Font =||size |
B I U E E E £ i &€& £ Ty

Usge thetools in this HTML aditor to emphasize text by using bold, jtalics, or undarscores.
You can thange the font sty le, SIZ8, and color, and you can add links.

You can center texd, or

change the indent level in some atherway, and yau can add lists:

1. Rermaone
2. Iemtwo
* |tern one
= et two
I wiew HTHWL Stop using the HTML sditor Check spelling w

Editing options... 10

Keywords (separated by commas)

™ Allow other members to modify this entry (This cuemides the default acsess cortrols set |
[ Send me e-mail whenever anyone replies to this entry.

Attach afile

I Browse... |

| 6! Attach more files = crompt will sppasr sftar you click 0k

OK i Cancel i Help |

You can copy and paste Microsoft Word and Excel files directly into the HTML editor.
Files retain their formatting. To enter HTML directly, click the “View HTML” checkbox at
the bottom of the text box, and make sure that you use closing tags such as:

</p>

</li>

</ol>
Otherwise, you may encounter display problems when you view the entry in the
discussion forum. The HTML editor does not support scripts.
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Widget Company =
Widget Company Workspace SiteScape - Forum

Jean-Michel Hebert Tracker | Web fileg | Site map | Bookmarks | Search | Help | Log out

Workspace | My summary | Discussions | Calendars + | Tasks ! | Meetings ¥ | Messaging

Addw | Atachw | Modifylidelete | Toolsw | Mext unzeen | List unseen | Search | Previous topic | Mexd topic

[ User Tutarial far Wiidget Caompany
2 9. A new discussion topic Reply fl

Jean-Michel Hebert  Posted on 03703504 05:30 Ph

Uze the tools in this HTML editorto emphasize text by using bold, itafics, or underscaores. You can change the
font stvyle, Size, and color, and you can add links.

You can center text, or
change the indent level ir some atherway, and you can add lists:

1. ltem one
2 ltem two

& [tern one
e ltern two

This view is what other users see when they click the title of your entry in
the list of entries.

ADD A REPLY WITH AN ATTACHED DOCUMENT

After reading an entry in a discussion forum, you may decide to add a response. You
can attach files to several kinds of entries; in this example, you attach one to a reply.

To add a reply to a discussion-forum entry:

1 - In the discussion forum, click a title that interests you in the list of entries. The entry
appears.

2 - To the far right of the entry title, click the Reply button. The “Add reply to...” form
appears. It is similar to the form for adding a topic.

3 - In the “Title” text box, specify a descriptive title for the reply.

4 - Enter the text of the reply in the “Text” box. You do not need to enter your name,
because Forum automatically includes a signature line. The signature line includes the
full name you gave when you registered, and the date and time that you entered the
reply.

5 - Next to the Attach a file box, use the Browse button to locate a file on your

computer.
6 - Click OK.
The title that you provided now appears in the list of replies to the discussion topic. A
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link to the attached file also appears.

[ User Tutarial for Widaet Compariy
() 9. A new discussion topic _EE.'_'!'_.,:
lean-Michel Hebert  Posted on 03/08/04 0530 PM

Use the tools in this HTML editor to emphasize text by using bold, itzfics, or underscores, You can change the
fant style, SIZ€, and color, and you can add links.

‘fou can center texd, or
change the indent level in some other way, and you can add lists:

1. ltemone
2. Item two

* [tem one
* [temn two

=] Replies:

9.1. A reply to the new disc IJD Administrator 0308104 0553 PM R':‘I?lh-'_j

Please implement the attached revisions.
Attachment

Revisions doc @ tg.|g| HTMLID |

In addition to placing a response at the end of the list of replies, you can place your
response in the middle of the list by replying to another reply. To do this, view the reply
to which you want to respond, then click Reply to the far right of its title. After you enter
your reply, it appears below the reply you were responding to.

DELETE AN ENTRY

You can delete only those entries that you created (or you must have management
privileges to delete entries). This section describes how to delete a discussion topic.
The process for deleting other entries (documents, surveys, URLS) is the same.

To delete a discussion topic:

1 - View the discussion topic.

2 - Click the Modify/delete toolbar item. A menu appears

3 - On the menu, choose Delete. The Delete items from...” page appears, displaying a
list of folders and entries that you have access to delete.

4 - Click the title of the discussion topic you want to delete. You can select multiple
items by Ctrl+clicking the titles of the entries you want to delete.
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Note: Ctrl+click is a method used on Windows systems for selecting multiple items in a
list. If you are not using Windows, use the method supported by your system.

5 - Click OK. A confirmation form appears, explaining that this action cannot be
reversed. (There is no “Undo” button.)

6 - Click OK on the confirmation form. The topic you selected has been deleted.
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MONITORING FORUM ACTIVITY
E-MAIL NOTIFICATIONS

If you are subscribed to a discussion forum, you will be periodically sent e-

mail with a summary of recent activity in that discussion forum, as in the
following example:

i¥ Notification of new entries in "Town Hall". - Message (HTML) - Unicode (UTF-8) 1O x|

JEiIe Edit Wiew Insert Format Tools Actions Help

| @orenly | oReplytonl | o@Fomad | G Ex | v B3 X |+ - w - 480,

From: sitescape-admin@at!, ciber . com Sent: Fri 1f28/2005 10:03 AM
Ta: Distribution@rome. atl. ciber, com

(eR

Subject:  Motification of new entries in "Town Hall".

2 new entries in "Town Hall”.

Table of contents:
28. Direction of COC-\Wide Research Agenda (new)
29. GLBTQ Research Agenda ldeas (new)

Forum: Town Hall

Mext | Table of contents

28. Direction of CDCWide Research Agenda (new) Got t
Docurnent: Direction of COCWYide Research Agenda 1-27-05. doc wl

From: Robin Wagner
Diate: 0142705 04:15 P Eastern Standard Time

Previous | Table of contents
29. GLBTQ Research Ayenda ldeas (hew) Go to ent
'Yl

Document: GLEBTO WG _priority research topics doc

Frarn: Jarmila Rashid
Diate: 0142705 06:54 P Eastern Standard Time

L« |

Advantages:

¢ You can be notified immediately of new activity.

e You are provided with a summary of the post and a link to it.
e You can reply to discussion entries using e-mail.

Disadvantages:
¢ You will be unaware of new activity until you check your e-mail.

¢ Highly active forums may flood your e-mail inbox or produce lengthy
activity summaries.

e You may be interrupted while doing other work.
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Configuring e-mail notification

The manager of a forum may include your username in the distribution list for
notifications of forum activity. To override the manager's settings or to ensure
that you receive notifications for a particular discussion:

1. From within the discussion forum, click on the Tools menu.

CDC Research Agenda Development

OPHR User Web files 5Site map Bookmarks Searchall Help Log out

(IRl Calendars « | Tasks | Meetings

Workspace | My summany

Add™ | Modifyidelete =

Dizplay options

‘= Town Hall B Set notification
Open dizcussions forum for all m ¥ et seen entries ment Team!
= User filters I_" g S
Sddinodifyidelete fiters ¥ lmportiexpart
B Report writer bi

2. Choose Set Notification from the menu. Forum displays the "Notification
for..." page.

Notification for OPHR User

Y¥ou can choose to receive notification of new entries in this forum, "Town Hall* by email. Mail notifications are sentta
the email address specified in your personal profile.
mlote: Mail notifications are sent out according to the schedule set by the moderatar.

Email Notification

%' Use Forum default e-mail notification
You will receive mail notification of new entries at the discretion of the Farum Administratar.

" Disable e-mail notification
You will not receive mail notification of new entries ifyou check this box

" Enable e-mail notification {digest style)
You will receive mail notification of new entries ifyou check this box Mew entries will be in digest form, all in ane
message. You will not receive attachments to Forum postings.

' Enable e-mail notification {individual message style)
You wwill receive mail notification of new entries ifyou check this box Mew entries will be sent individually, one entry
per mail message. You will receive attachments to Forum postings.

OK | Cancel | Help |

3. Select from among the following options:
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¢ Use Forum Default E-mail Notification. Before you can receive e-
mail notifications, your manager must add your username, or the name
of a group to which you belong, to the discussion distribution list.

e Disable E-Mail Notification. If you disable e-mail notification for this
discussion, this setting overrides settings made by the discussion-
forum manager. So, if your name is on the discussion distribution list,
but you check this box, you do not receive e-mail notifications.

e Enable E-Mail Notification (Digest Style). This option allows you to
receive a summary e-mail message according to a schedule set by
your discussion-forum manager. You receive one e-mail message with
summaries of all activities in the discussion forum since the last time
you received a notification. This setting overrides settings made by the
discussion-forum manager.

e Enable E-Mail Notification (Individual Message Style). According to
a schedule set by your discussion-forum manager, you receive an e-
mail message for every new or modified entry. The e-mail message
also includes any files attached to the entry. This setting overrides
settings made by the discussion-forum manager.

4. Click OK.

E-mail notifications contain links to one or more new or modified entries. When
you click on the link in the e-mail message, it displays the entry in the browser
window.

TRACKING PAGES

The "My summary" page
This page lists the number of updates made to discussion forums you opted
to track. It also lists scheduled activities for the current day.

Advantages:

e Overview of activity across all workspaces
Multiple views of activity possible

Fast navigation to items of interest

Includes scheduled activities for the current day.

Disadvantages:
e You will be unaware of new activity until you check this page.
e Page does not include details of discussion activity
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CDC Research Agenda Development
OPHR User Webfiles Site map Bookmarks Searchall Help Log out

wWorkspace BLIEINTGEN'E Discussions « | Calendars « | Tasks | Meetings

Uszer profile | List users | ¥ d= | Preferences | List unseen | Send mail | Hide m

Discussions and document-sharing forums

Hew entries Forum name Hew entries Forum name
u] COC Team User Guides and Tutorials u] Health Equity Champions
7 Background Materials u] Health Information and Services
u] Community Preparedness and Response u Health Promotion
o Environmental and Cccupational Health and Injury Prevention o Infectious Diseaze
o Flobal Health 28 Towen Hall
F® Calendar: 28 Jan 2005 #Today This week This month
When Description Where Calendar
11:00 &M-1:00 Infectious Diseases Workgroup Meeting  TollFree Mumber: 566-711-0018; PASSCODE G504577 Research Agenda
Fhd Calendar
<00 Ph-2:00 PhHealth Information Services YWaorkaroup  Conference Call Research Agenda
fleeting Calendar
00 PM-2:30 PMCore Teatn meeting conference call OR (optional): Executive Park, Bldg 33, small conference Research Adenda
room, Atlanta Calendar
[2:30 Phi-4:00 PhGlobal Heafth Wi conference call Research Agenda
Calendar
Tasks
Task Forum Due date
Mo tasks are due within the past 20 days.
@ Forum eMeeting meetings
Time Meeting Description
There are no schediled Forum eMeeting meetings today.

My Summary preferences

The "My summary" page provides concise information about the forums that are
most important to you and your work. The page contains a count of the new or
modified entries in the discussions that interest you. If your zone includes a large
number of discussion forums, the "My summary" can save you time. You can
keep track of any discussion that you can access in the zone.

In addition, you can specify that you want your page to display entries from
selected calendars, scheduled chat sessions, tasks, and easy access to
messaging.

The menubar on the "My summary" page allows you to view or modify your user
profile, send e-mail, and more.

Page 19 of 80
NewUser_Training.doc



CDC Team New User Training

CDC Research Agenda Development

OPHR User Web files Site map Bookmarks Search all Help Log out

Workspace [[LTETHTGELE Discussions « | Calendars - | Tasks | Meetings

Uszer profile | List user dz | Preferences | List unseen | Send mail | Hide r

Discussions and document-sharing forums

Because the "My summary" page is highly customizable, you need to set your
preferences before you can begin using it.

Configure My Summary

The "My summary" page is designed to track only the forums that are important
to you and your work. You need to specify which forums you want to track before
the "My summary" page can display them.

To initialize or modify the settings for the "My summary" page:

1. Click on the "My summary" tab.

The "My summary" page appears. If you have not yet set your
preferences, the page will be mostly empty, as below:

CDC Research Agenda Development

Workspace [ EITNGEWE Discussions « | Calendars « | Tasks | Meetings

Uszer profile | List uzers | Wizards | Preferences | List unseen | Send mail | Hide message

Tasks

QPHR. Test Participant Web files Site map Bookmarks Search all Help Log out

Task Forum Due date

Mo tazks are due within the past 20 days.

2. Click on the Preferences menu item.
The User Preferences page appears.

3. Select or clear any of the following checkboxes:

e Show the Summary page as the default zone home page Select
this to set the "My summary" page as the first page seen every time
you log in.

e Show the selected discussion forums on the summary page
Select this to track discussion forums, and then select each discussion
forum you want to track. The list of discussion forums is organized by
workspace. By default, all discussion forums that you can access are
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selected. If not selected, the discussion-tracking section will be
removed from the "My summary" page.

User preferences
Return to the CDC Research Agenda Development

" Show the Summary page as the default zone home page

p Show the selected discussion forums on the summary page
Clearing the box at left disables the display of all forums.

Select all  Clear all Warning: if you select all forums, the summary page may be slove to load.

CDC Research Agenda Development
I cDC Team Helpdesk
I cDC Team Virtual Classroom
™ Sand Box
™ Background Materials
- Community Preparedness and Respaonse
I Erwironmental and Cecupational Health and Injury Preventian
I Global Health
I Health Equity Champions
I Health Information and Services
I Health Promation
I™ Infectious Disease
I Jan 10th Orientation Materials
™ Research Agenda Core Team
™ Research Agenda Steering Workgroup
™ Town Hall
I Training Plan

e Show today's calendar events from selected calendars Select this
to track calendar events, and then select each calendar that you want
to track. The list of calendars that may be tracked is divided by
workspace. By default, the "My summary" page displays calendar
appointments for the current day. If you deselect this, the calendar
section is removed from the "My summary" page.

e Show the Tasks summary Click on this checkbox to have the "My
summary" page track tasks that are assigned to you.

e Show the meeting summary for the selected meetings and chat
rooms Click on the checkbox, and then select each chat room whose
sessions you want to track. When you do this, the "My summary" page
displays all of the chat sessions in that room that are scheduled for the
current day.
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e Show the Messaging summary Select this to enable access to
messaging from the "My summary" page, including a list of the users
who are currently "listening" for messages from other users.

[ m Show today's calendar events from selected calendars
Clearing the box at left dizables the display of all calendars.

Select all  Clear all WWarning: if you select all calendars, the summary paoe may be slow to load.

CDC Research Agenda Development
W Research Agenda Calendar

Personal Calendar
W' calendar for OPHR User

W [ show the Tasks summary

v @ Show the meeting summary for the selected meetings and chat rooms
Clearing the box at left dizables the dizplay of all meetings and chat rooms.

Select all  Clear all YWWarning: if vou select all meetings and chat rooms, the summary page may he slow to load.
Meeting Servers
M Forum eMeeting meetings
CDC Teamn
I Chat room

ﬂl Cancel |

4. Click OK.

The "My summary" page appears, displaying the items you chose. To
modify the settings, click on the Preferences menu item again, and
change your selections.
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CDC Research Agenda Development
OPHR User Webfiles Site map Bookmarks Searchall Help Log out

wWorkspace BLIEINTGEN'E Discussions « | Calendars « | Tasks | Meetings

User profile | List users | Wizards | Preferences | List unzeen | Send mail | Hide r

Discussions and document-sharing forums

Hew entries Forum name Hew entries Forum name
u] COC Team User Guides and Tutorials u] Health Equity Champions
7 Background Materials u] Health Information and Services
u] Community Preparedness and Response u Health Promotion
o Environmental and Cccupational Health and Injury Prevention o Infectious Diseaze
o Flobal Health 28 Towen Hall
F® Calendar: 28 Jan 2005 #Today This week This month
When Description Where Calendar
11:00 &M-1:00 Infectious Diseases Workgroup Meeting  TollFree Mumber: 566-711-0018; PASSCODE G504577 Research Agenda
Fhd Calendar
<00 Ph-2:00 PhHealth Information Services YWaorkaroup  Conference Call Research Agenda
fleeting Calendar
00 PM-2:30 PMCore Teatn meeting conference call OR (optional): Executive Park, Bldg 33, small conference Research Adenda
room, Atlanta Calendar
[2:30 Phi-4:00 PhGlobal Heafth Wi conference call Research Agenda
Calendar
Tasks
Task Forum Due date
Mo tasks are due within the past 20 days.
@ Forum eMeeting meetings
Time Meeting Description
There are no schediled Forum eMeeting meetings today.

Viewing current appointments

By default, the "My summary" page displays calendar appointments for the
current day. To display appointments for the current week:

1. On the "My summary" page, locate the Calendar row.
2. Locate the Today and This week links in the Calendar row.

The Today link has a green arrow to its left, indicating that it is active. The
This week link is inactive.

3. Click on the This week link.

The My summary page displays appointments for the current week. The
green arrow now appears to the left of the This week link.
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REVIEWING UNSEEN ITEMS

When viewing a discussion forum, you can click on the Next Unseen menu
item to view new or modified entries (from the oldest to the most recently
created or modified), or you can click on the List Unseen menu item to see
a list of these entries. The "List unseen" feature also appears on a
workspace page.

CDC Research Agenda Development
OPHR User

Web files Site map Bookmarks Search all Help Log out

Workspace [[LTETHTGELE Discussions « | Calendars - | Tasks | Meetings

Uzer profile | List uzers | YWizards | Preferences | List unseen | Send mail | Hide message

Discussions and document-sharing forums

Advantages:
e View complete entry, not just summary
e View all changes individually

Disadvantages:

¢ You do not know of new activity unless you view each discussion forum
separately.

e You may review new and changed entries that you are not interested in,
which can be time-consuming in large discussion forums.

Page 24 of 80
NewUser_Training.doc



CDC Team New User Training

CDC Research Agenda Development

OPHR User Web files Site map Bookmarks Searchall Help Log out

Workspace | My summary | Discussions < | Calendars < | Tasks | Meetings

Uzer profile | Wiz

Unseen entries List titles of unseen entries

[#] CDC Team

& [Z] CDC Team Helpdesk

1} CDC Team User Guides and Tutorials
1} hanager tutarial

1] Training materisls

o U=er Renistration

o Lizer tutorial

1} @ Chat roomm

[#] Solutions

< [@)] CDC Research Agenda Development

& ] cDC Team Helpdesk
1] CDC Team User Guides and Tutorials

7 Backoround haterials
o Community Preparedness and Responze

o Environmertal and Oocupational Health and Injury Prevention
0 [E] Global Heatth

Heaftth Equity Champions

Heaftth Information and Services

Health Promotion

Infectious Dizease

Jan 10th Orientation Materials

Eesearch Adends Core Team

Research Agenda Steering Workaroup

Towwn Hall
Training Plan

= |D:' Lo i  {me J  J me  [e  {m
i e v e e e

List Unseen and Next Unseen

The top section of the "My summary" page displays counts of new or modified
entries that you have not yet seen for each of the discussions you specified in
your preferences. When a number signifies to you that there has been significant
new activity in a discussion, you can view a list of the new or modified entries for
that discussion.

To view a list of new or modified entries for one discussion on the "My summary"
page:

1. Click on the "My summary" tab.
2. In the top section of the "My summary" page, review the counts of new
activity in the discussion forums.
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Counts of new activity are located in the "New entries" column, and the
titles of the discussions are located in the "Forum name" column.

CDC Research Agenda Development
OPHR User

Web files S5ite map Bookmarks Searchall Help Log oot

Workspace [ ETTEE Discussions « | Calendars « | Tasks | Meetings

User profile | List users | Wizards | Preferences | List unseen | Send mail | Hide message

Discussiehs and document-sharing forums

Hew entries Forum name Hew entries Forum name
o CDC Team User Guides and Tutorials Health Equity Champions

Backaround Materials Health Information and Services

Health Promotion

Community Preparedness and Response

Environmental andd Occupational Heatth and Injury Prevention
Global Health

Infectious Dizease

[ERN=INT=E!
[ === =]

Tawyn Hall

3. Click on the number to the left of the title of a discussion with significant
new activity.

Forum displays a list of the unseen entries (entries you have not seen yet)
in that discussion forum.

CDC Research Agenda Development
OPHR User

Web files Site map Bookmarks Searchall Help Log out

Workspace | My summary [EiEENEE R

Calendars w | Tasks | Meetings

Add™ | Modifyfdelete™ | Toalz™ | Mext unseen | List unseen | Search

3 Town Hall

Open discussions forum far all members to the Research Agenda Development Team!

= User filters I Hone

Addimodifyidelete fiters

dwdd 1 2 bkl

Unseen dunher W Type State Task Title Replies  Author Activity date

! kTN @ Health Promotion List far Kakali Ray Q2r03ma 0226 P
Review Feb 3 2005

' 16. @ Final Health Equity List for Jamila Rashid 02001 ¢05 08:59 P
review

! 34 Staterment of Supemisory Elizabeth L Skillen  01/31/05 10:02 AM
Approval for Deputy Detail

4 24, | GLATG Research Agenda |deas Jamila Rashid 0127105 0654 P

! 28. @ Cirection of COC-Wide Raohin Wanner 0142705 04:15 PM

Research Agenda

4. Click on the title of an entry you wish to view.
The entry appears.

5. Use the List unseen menu item to view remaining unseen entries.
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If the list contains more than one page of unseen entries, then, at the
bottom of the page, you can click on the number of the page you wish to
see, or you can click on the Next link to view the next page of unseen
entries.

6. When you have reviewed all of the entries you wish to view, then, in the
"Mark entries seen" row at the bottom of the page, click on Select all, then
click on the OK button.

Forum marks all of the remaining entries as "seen," even though you did
not view them. (Do this to entries that do not interest you.)

As another option, when viewing a long list of unseen entries, you can remove
entries from the list by clicking on the checkboxes next to entries you do not wish
to see. In the Mark entries seen row, make sure the checked entries radio button
is on, and then click OK. Forum removes those entries from the list, making the
list of remaining unseen entries more manageable.

CDC Research Agenda Development

OPHR User Web files Site map Bookmarks Searchall Help Log out

Workspace | My summary ii=ell3ahlt-Aeall Calendars <« | Tasks | Meetings

Acd ™ | Modifyidelete™ | Tools™ | Mext unseen | List unseen | Search
Hem Workflow state Title Replies Author Activity date
[ Town Hall
Il LT § @ Statermnent of Supervisory Elizabeth L Skillen  01/3150510:02 AM
Approval for Deputy Detail
| LI B @ GLETG Besearch Agenda ldeas Jammila Rashid 0152705 06:94 P
! o Direction of COC-Wide Rohin Wagner 015275 0419 PM

Feasearch Agenda

Mark entries seen  Select all Clear all

o checked entries O all entries on this page o all entries 0“'
Viewy entry number: I OK | Top of page
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DOCUMENTS IN CDC TEAM
EDIT A DOCUMENT

When to use: To make changes to a posted document. Version control is
maintained by reserving the document so that no one else can be making
changes at the same time.

How to Use: Within a forum entry that contains a document, you may
choose to use the Edit button, or you may manually reserve the document
and download for editing.

o Manual Reserve/Release: If you do not have the Java editing plug-in
installed, you must use the manual method (See Appendix A: Enabling
your browser to edit posted files for the details on the Java applet.) If you
plan to disconnect from the network while working on the document, you should
use the manual method.

o Using the Edit button: Other than in the above cases, the Edit button is
preferred. It automatically reserves the document and prompts for
uploading and versioning. It requires fewer steps by the user.
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EDIT A DOCUMENT USING THE EDIT BUTTON

(Note: the instructions given here are for Microsoft Word®, but you may use
this feature in a similar fashion with Microsoft Excel, PowerPoint, Project,
and Access, as well as WordPerfect® and Adobe PhotoShop®.)

1. Click the Edit button.

[ Community Preparedness and Response Edlt
= 5. Draft of Quick Guide

Reply |
SiteScape Quick Tips Guide vi.doc Richatd Draut  Posted on 010905 04:42 Ph
Workflowy state changed by Richard Draut on 01,0905 04:42 PM

2. The applet will ask security permission to load. Click Always. Two
such screens may be displayed.

Save ordiscard changes and return t& Forum (s the applet not loading?
REtUrn 1o thi Commamity Preparedness and Responss

[:E.q\

Warning - Seourity I x|

[royou want o accept the cedificates fram wab site “taam atl ciber.com® for the
a0 purpose of exchanging encrypled infarmation?
Fublisher authenticity verifed oy *Clher

g The security cericate was issued by a companmy that |3 not trushed

3
s ]j.’f The secunty cenilcate has not explred and s s1ill valid

Caution; *teamn.atl ciber.corn’ asserts that this content is safe. You should only
accept this content if you trust "team_all ciber com® 1o make that asserfion.

Hore Detalls |

3. The document will load for you to edit. The window shown below will
remain open waiting for you to complete your edits. Usually, it will be in
the background underneath the document window. TIP: Close
unnecessary open applications and windows before editing a
document. Be careful not to lose track of this window. You must
return to it and click “OK” when you are finished editing or you
may lose your edits.

Save or discard changes and return to Forum
Return to the Community Preparedness and Response

CDC Research Agenda Development workgroup Quick Guide.doc

— | S@ve or abandon changes?

® Save changes to this file

) Discard the edit

[¥] Save previous versions

DT T TV [P U ¥ TR T
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4. Edit the document. When finished, from the Word Menu bar click File
then Close. On the confirmation screen click Yes.

Microsoft Word

& Do you wank ko save the changes vou made to “dev.f.backgroundm, 100014, Research Agenda COC Team User
aui,. P

Mo | Cancel |

X|

5. Click Yes on the Save Changes... screen. The default selections save

the changes, keep older versions, and release the document so others
can edit.

Save or discard changes and return to Forum
Return to the Community Preparedness and Response

CDC Research Agenda Development workgroup Quick Guide.doc

Save or ahandon changes?

6. Yc||® save changes to this file

be

) Discard the edit /

sions saved

[¥] Save previous versions

| HTMLID| 01/25/05 10:26 A
[Vl Unlock the entry

ok~ Cancel | Hep | O4/07/05 07 :30 AM

0111405 03:57 P

4|

il

|
|"E| I_ I_ E |a Internet

EDIT A DOCUMENT MANUALLY USING RESERVE/RELEASE
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1. Click the Modify/delete, then Reserve/release.

Reserve/release
Bookmarks Search all Help Log out

Calendars + | Tasks ! | Meetings +

= | Tool- = | hlat yczccae | Lictunspen | Search | Previous t':'F:'i'::

Richard Draut  Postetes Lol w1 /T 1
Madified by Richard Draut on 011105 03:54 PM

Attributes:; - - -

2. Click OK to reserve the entry.

Cliw reserve this entry. This prevents other users from modifying this entry.

EH | Cancel | Help

|&] Done I_ I_ E 4 Internet

[~
/4

3. Right-click on the document name and select Save Target as... Save
the document. Open the document to make your edits. Save your
changes.
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[ Background Materials
E 10. SiteScape Quick Guide

Open Save Target As...

I Winilzy/
Richard Draut  Posted oS

Print Target

Modified by
il Cut
Attributes: Reference T Copy
User Guide Copy Shortout
Paske

This is & brieftwo-page "che:  Add to Favarites, .,
comimon tasks. You may war _
sided as a single sheetto ke Backward Links

warkstation. Cached Snapshot of Page
Similar Pages
Attachments Translate into English
5
Properties
@ SHESCEDE Guick T|F:|S Guide A LT L gy e | gy TTTIC = | P

View top of page

€]

4. Next, return to the entry from which you downloaded the original
document. Select Attach then Attach files.

/ Attach Attach files

| Modifyidelete™ | Tool=™ | Mext unseen | List unseen | Search | P

[ Training
(== 1. Wehkina

G2 1.2, eMeeti| ® Feminder
m Tazk

Richiard O
Attachments (= Attach bookmark

ehlesting W05 10:56 P
m Aftach a Forum eddesting

Yiew top of page

Page 32 of 80
NewUser_Training.doc



CDC Team New User Training

5. When the Attach files screen appears, click browse to find the revised
document you saved in Step 3.

| »

Attach files
Specify new file attachments to 1.2. eMeeting User Guide

Create a folder for attached files
Use the multi-file upload a

New files: | (

I TOWEE. |
I Browse... |
I Browse... |
I Browse. . |
™ attach more files

¥ Save any previous versions

OK | Cancel I Help |
Attachments

@ ehesting User Guide doc 10 Edit | HTMLIO| 012405 10:56 P (723 KEB)

|@ Error on page. I_ I_ ré_ |ﬁ Internet

[
4

21X
Loak in: I 5 User Guides j - % D~
| Size | Type | Modified

U 706 KB Microsoft Word Doc.., 124200
T regEeting User Guide,doc 1 KB Microsoft wiord Doc,..  1J24)20C
8] ~AWRLZ713.tmp SISEE  TMP File jz4jz00
I@]erv1eelziru;| User Guide old.doc 418 KB Microsoft Word Doc,,,  1/24)20C
Ig]class autling, dac 26 KB  Microsaft Ward Doc,., 1230200
i_|]~$ass outline. doc 1 KB Micraosoft \Ward Doc,,, 1)23020C
I@]Research agenda CDC Tea... 1,219 KE Microsoft Word Doc,,, 1714200
'@Pulsemet SiteScape Quick ... 131 KB Adobe Acrobat Doc... 17117200
I@]F‘ulseNet SiteScape Quick Ti... 79KB Microsoft Word Doc,,,  1/11)20C
@]PUBENE': workgroup Quick ... 73KB  Microsoft Word Doc,.. 1117200
F:ii'ln..:,: Tebumds i bm SimTm 1 E9C D Ao Eb FlmssimeFind 10 mf

y- N\

File name: IeMeeting Uzer Guide. doc
Files of type: I.E‘-.II Files [*.%)

6. Select the document and click Open.
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7. Click OK to upload the new version. The default value is to save old
versions.

| »

Attach files
Specify new file attachments to 1.2. eMeeting User Guide

Create a folder for attached files (1]
Use the multi-file upload applet [1]

New files: |C:1Dc|cuments and SettingswrdrautDesktapECTP F - Browse...

I Browsze.

Browsze...

I Browsze...

\ [T attach more files
|YE any previous versions
" ancell Help |
Attachments

@ eMesting User Guide doc D Edit| HTMLID| 012908 10056 P

| 2] Done I_ I_ ré_ | Internet

Browsze.

i

[
4

YOUR VERSION APPEARS AT THE TOP WITH OLDER VERSIONS
SAVED BELOW.

Add™ | Attach™ | Modifyidelete™ | Tools™ | Mext unseen | List unseen | Search | Prewvious reply

[C Training Plan
= 1. Webinar - Using edesting (02 - 1he)
CJ 1.2. eMesting User Guide

Reply

F24005 10:56 PM
v Richard Draut on 0172505 11:00 Ak

Attachments
eMesting Uzer Guide.doc 0 Edit| HTMLID| 01/25/05 11:00 At (I
Previous versions:
1 eMesting User Guide.doc 1O 0124085 10:56 Phd

w
4| | b

|:E:| l_ l_ ré_ |ﬁ Inkernet oz

Additional Note about Reserve/release
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You can use Reserve/release to release documents that have been
inadvertently locked.

DOWNLOADING AND SAVING DOCUMENTS FROM A
DISCUSSION FORUM

Transferring Multiple Documents
Uploading Documents

Within a forum entry you have the option to attach single or multiple
documents at once. There are two ways to do this.

Option 1: Use the Attach button on the toolbar.

Workspace | My summary [QEESTESI DRl Calendars w | To-do lists w | Meetings

Add™ | Aftach™ | Modifyfdelete™ | Toolz™ | Mext unzeen | List unseen | Search | Previous topic | Mext topic

1. Click Attach

2. Click Attach Files

3. Search for files one at a time using the browse buttons in the form method
4. Click OK when finished

Attach files
Specify new file attachments to 11. Practice posting documerts

Create afolder for attached files |1
Use the multi-file upload applet [1]

New files: Browse...
Browse...
Browse...

Browse...

Brovse:

[ attach more files _Help

Save any previous versions

New URLs: | ittt
hittp:f
bttt

0K Cancel Help |

5. OR Click ‘Use the multi-file upload applet’ link on the right of the screen.
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Attach files
Specify new file attacl its to 11. Practice posting documents

Create a folder for attached files (1]
Use the form-based file upload method

Coromsery

SV NY [Cfick here to brawse For fles or Folders |
| Total bytes fo be sertis 0 ]

Attach files
Canceli Help i

6. Click the Browse button to search for and select files from your computer
7. Make sure ‘Save Any Previous Versions’ is checked
8. When you have selected all your files click Attach Files

Attach files
Specify new file attachments to 11. Practice posting documents

Create a folder for attached files [1]
Use the form-based file upload method

Save any previous versions
| Tatal bytes to ke sent i 20,480 |
Attach files

Cancel! Help |
|

9. The files you have uploaded will appear in the discussion thread
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CDC Team: APG

£ Denise Williams

| Go ot
Catalog Web files Site map Bookmarks | _ISearcho I0N% Help Log out
Workspace | My summary [DIERIESI Rl Calendars w | To-do lists w | Meetings |

Add™ | Aftach™ | Modifyidelete™ | Tools™ | Mext unseen | List unseen | Search | Previous topic | Mext topic

(] AP Discussion Farum
2 11. Practice posting documents

Reply I
4 Denise Wilisms  Posted on 03/06/06 02:45 PM
Mocdified by Denise Wiliams on 030608 03:04 P

Attachmems  showfila dragidrap box

Select files to download Download =l files 3= a zip file
B Draft Report Health EquityFinalDratt doc O Edit | HTMLID  03/05/05 03:04 PM (131 KE)
B uestions doc & Edit  HTMLID 030606 0301 PM (21 KB

Option 2: Use the Show File Drag/Drop box towards the bottom of the
screen

Attachments  show filel_lirag."drnp b

1. Click ‘Show Files Drag/Drop Box’

2. The link will change to display a folder icon and text reading ‘File drop
area’

Attachments | (] |File drop area

3. Search your computer for the files you would like to add

Page 37 of 80
NewUser_Training.doc



CDC Team New User Training

CDC Team: APG

[ Denise Williams Go .
Catalog Web files Site map Bookmarks _IwM Help Log out

(LTI Rl Calendars

To-do lists » | Meetings v

| T

1 APG Discussion Forum Files To Add
&2 11. Practice posting documents

Reply

File Edit Wiew Favorites Tools  Help

eﬁa[k = J L’; /:\J Search “_ Folders .v

Address |[2) Ct\Documents and SettingsiCiber FedatiMy DocumentsiOtheriFiles To add - % | Go
T@Draft Report Health EquityFinalDraft, doc
File and Folder Tasks & post.doc
Preparedness Report.edited. sj. 120304.doc
@Questinns.du[

@test.dnc

[ Denise Wiliams  Posted on 03M6/06 02:45 P
Mociified by Denize Willisms on 03/06/06 03:04 Ph

Attachments @ File drop area

=0 Maks a new Folder

@ Publish this Folder ta
the Web

&g Share this Folder

Other Places

) ©Other

D My Documents
| Shared Documents
g My Computer

\a My Metwork Places

CDC Team: APG

{ Denise Williams

() APG Discussion Forum
@ 11. Practice posting documents

Repw |

4 Denise Wiliams  Posted on 03606 02:45 PM
Modified by Denise Williams on 03/06/06 03:04 PM

Attachments @ File drop area

Wy

= ) AN =
e Back & l.ﬁ: p Search |.| Folders .
address |23 C1\Documents and Settings|Ciber Fedatliiy Documents\Other|Files To Add ¥ | Go
' i ™\ Oraft Report Health EquityFinalDraft.doc

@post‘doc

Preparedness Report.edited, 5j, 120304, doc

_@Questmns.doc
best.doc

File and Folder Tasks A

@ Move the selected
items

|D Copy the selected
items

@ Publish the selected
items ko the YWeb

() E-mail the selected
items

¥ Delste the selected
items

Other Places

I Other

5. The files will appear in the discussion thread
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CDC Team: APG

£ Denise Williams

. K I | 'Go .
Catalog Web files Site map Bookmarks | ,__iS_Learcho I0N% Help Log out
Workspace | My summary [UERIESEI Rl Calendars v | To-do lists v | Meetings

Add™ | Attach™ | Madifyfdelete™ | Tools™ | Mextunzeen | Listunzeen | Search | Previous topic | Mext topic

(] AP Discussion Farum
2 11. Practice posting documents

Reply I
4 Denise Wilisms  Posted on 03/06/06 02:45 PM
Mocdified by Denise Wiliams on 030608 03:04 P

Attachmems  showfila dragidrap box Select files to download Downiload =l files 25 3 zip file

B Draft Report Health EquityFinalDratt doc O Edit | HTMLID  03/05/05 03:04 PM (131 KE)

B uestions doc & Edit  HTMLID 030606 0301 PM (21 KB

Downloading Documents

After a document(s) have been posted to a discussion thread you will
receive additional options for downloading the attachments to your
computer when you are ready to work with them.

1. Click ‘Select Files to Download’

Workspace | My summary UERIEDI DRl Calendars # | To-do lists v | Meetings +

Add™ | Aftach™ | Modi

yidelete™ | Tools™ | Mextunseen | Listunzeen | Search | Previous topic | hext topic

(7 APG Discussion Farum
&) 11. Practice posting documents

HeplyJ
{4 Denise Wilisms  Posted on 03/06/06 02:45 P
Mocdified by Denise Wiliams on 030608 0341 PM

Attachments  showfile dragidrop bosx Select files to downloam Dovwnload 2l files as azipfile
o

B Draft Report Heslth EquitvFinelDratt doc @ Edit | HTMLID GA08 03041 P (151 1460

@ Preparedness Report edited 5120304 doc 0 Edit  HTMLID  03A06/06 03:4 FM 2193 KE)

] Questions doc & Edit  HTMLID  O3/0B/06 03:41 PM (21 1400

2. You will see a screen that will let you select files one at a time or all files at
once

Select the files to download

Selectall Clear all Ok | Cancel |

F Draft Report Health EquityFinalDraft.doc 020606 0341 P (1Z25KE)
E Freparedness Report.edited.sj. 120304 . doc  OS0606 0541 PM (2141 KE)
F Gluestions.doc 030606 0341 Ph (20KE)

OK I Cancel I

3. Click OK after you have selected your files. You will see a Save box.
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Downloading files...

—
GQuestions.doc 030605 0341 P (20KE =

Lookin: () Files To Add ¥y 2 EE —
Cancel

....... L‘:ﬁ

My Recert
Documents

Desktop

: My Documents
-
38

iy Computer

.;}J File name: 1l Settings\Ciber Fedathiy Documents\Other Files To Add |
My Metweork - - 7
Places Files of type:  |a) Files w

4. Select the desired location for your files.

You also have the option to download all the attachments into a ZIP file.
1. Click ‘Download all files as a zip file’

Workspace | My summary [JEEMIEED Rl Calendars ¥ | To-do lists w | Meetings
Add™ | Attach™ | Modifyidelete™ | Toolz™ | Mext unzee

zeen | List unseen | Search | Previous topic | Mext topic

[ APG Discussion Forum
=2 11. Practice posting documents

£ Cenize Wiliams  Posted on 030606 02:45 P
Modified by Denize Wiliams on 030606 0341 PM

Attachmems  Shoow file dragidrop box Select files to download Dowmnload all files as = zip file

Draft Report Heatth EquityFinalDratt . doc (O Edit

HTRLIE  O30G5/068 03:41 P
@ Preparedness Report edited 2.1 20504 doc (O Edit

@ Guestions.doc IO

HTHMLID 030606 0291 Fid

Edit HTMLID 030606 03:41 P (2

2. Click Save in the pop up box
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CDC Team: APG

£ Denise Williams

g EIMM Help Log out

Workspace \ My summar Discussions ™ EIE

Do you want to open or save this file?

2]

Add™ | Attach™ | Modi

elete™ | Tools™ | Mext uns

] APG Discussion Farum
ED 11. Practice posting documents

Name: 100024.zip
Type: WinZip File, 1,48 MB
From:  team.atl.ciber,com

J |

[] Abways ask before opening this bpe of file

9

Reply I

& Denige Willizms  Posted on 030606 02:45 PM
Modified by Denize Wiliams on O3,

[ Open Save [ Cancel

Attachments  showfile dragidrop box Selact files o)

B Draft Report Health EqutyFinsiDrattdos 0 Edit | H
Preparedness Report edited 5{.120304 doc O Edit H

@ Gestions doc O

‘while files from the Internet can be useful, some files can patentially
harrn pour computer. [f you do not trust the source. do not apen ar
save this file. What's the risk?

Edit H

Select the location to save the file and click Save

CDC Team: APG

2 5 Ve i
£ Denise Williams

= 0 | Search options
Savein | () Fies ToAdd J Help Log out

v 02 E

My R t
(1 APG Discussion Forum Dgcu::;?s
2 11. Practice posting documents ==
?[ - Reply
4 Denise Wilisms — Posted on 030606 03
Modified by Denise Deskiop

Attachments  show file dragidrop bos =

) Draft Report Heslth EguityFinalDrait doc 0

=

@ Guestions doc O

Preparedness Report edited =j.1 20504 doc) My Documents

My Compuiter

File narne: [ 100024 2ip

]

[ Sava_!}]

~ | [ Cancel T

Fdy Metwark, Save as type: |W’\nZ|p File

ADD A REVIEW DOCUMENT

When to use: When a CDC Team user wants a small, select group of
CDC Team users to review a document before it is made available for the

larger audience.

How to use:

wp -

into the Title text box

Within any Forum, click on the Add menu option
Click on the Add review document menu option

Once the Web form below is displayed, enter the title of your document
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4.

3 Add a review document - Microsoft Internet Explorer i IEI ILI
File Edit Wiew Favorites Tools  Help ﬁ
&Back + = - (D at | Qhsearch (FFavorites G Media ®| - S el 2w
Address I@ https:,l’,l’team.atI.ciber.com,fforum,fdev,l’dispatch.cgi,l’f.communityprZInewDocForm,l’doc,l’1DDDD‘I,l’cmdl318Ij @Go | Links **

Add areview document Cancel | Helpl
r Entry title, document, and text
Title
Review document
I Browse. .. |E|
Text (*ou can add additional information about the review or the review document.)
| style | |Font | |size = |
B I U E E = £ i ¢ £ Tz =
Entry title, document, and t
I~ wiew HTML Stop uzing the HTML editor Check speling
Editing options... 15
_f‘. i
Attach a file
I Browese... |
[ Attach more files (a prompt will appear after you click OK)
Keywords (=cparated b
[T send me e-mail whenever anyane replies to this entry.
OK | Cancel | Helpl
|&] pone ’_’_ré_lc Internet v

In the Review document text box, you can either enter the fully
qualified file name, or click on the Browse button to pull up the
Choose file Dialog box. In the Choose file dialog box, select the file
that you want to have reviewed and click on the Open button. The fully
qualified document name has now been added to the text box.

Enter additional description text into the Text box. (Note: You can use
additional formatting options in the text box to highlight especially
important passages, or to otherwise demonstrate additional importance
to specific text.

In the Attach a file text box, you can place additional files within the
Forum post. To do so, either enter the fully qualified file name, or click
on the Browse button to pull up the Choose file Dialog box. In the
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Choose file dialog box, select the file that you want to add and click on
the Open button. The fully qualified document name has now been
added to the text box.

7. For Keywords, enter any keywords that might appear in this document
or forum post. This is will allow other users to more quickly find this
particular post when they do key word searches.

8. Check the Send me e-mail whenever anyone replies to this entry
option if you want CDC Team to send you an email (via Outlook) if
anyone replies to this entry

9. Click the Ok button

a Initializing the workflow process for “Tesk review ducun"i' — | O |£|

File Edit ‘Wiew Faworites Tools  Help ﬁ

Back - = - () i | Dhsearch  [EFavorites  Media 4 | - & = =
address 2:]https:,l',l'team.atl.u:il:uer.cu:um,l'F-:urum,l'dev,l'u:Iispatu:h.u:gi,l'F.cnmmunityprE,l'initF'rDj @G | Links *
Initializing the workflow process for "Test review document” B

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

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

|r|:|hin* M

Select the user names to he added Selected Users

Elizabeth L Skillen (ews3

Robin H Conley (roonley)
‘Robin YWanner iriwa)

Add --= |
Fermove |

0K | Cancel

|

|&] Done l_ l_ ré_ 4 Internet

10. After clicking the Ok button, the web form above will be displayed. In

the Enter a list of user names (or wild cards) build the selection
list text box,

Wildcard Tips: the character wild card in CDC Team is an ', so entering
just * in the Enter a list of user names (or wild cards) to build the
selection list text box will return all CDC Team users. To narrow the list,
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you can enter in the first three letters of the CDC Team users name
followed by an *. So, for example, entering rob* in Enter a list of user
names (or wild cards) to build the selection list text box and clicking
the Ok button will display a list of all CDC Team users named Rob,
Robert, Robbie, Robin, Roberts, Robinson, etc.

11.0nce the users have been displayed in the Text Box, select them by
clicking on their name and then clicking on the Add->> button. To
select multiple users at one time, hold down the Ctrl-Key and select
each individual reviewer that you want to review this document. After
highlighting the reviewers, click on the Add->> button, to add them to
the list.

12. After selecting all of the reviewers that you want to review this
document, click on the Ok button.

13.You will then be returned to the entry screen below. Meanwhile, all of
the reviewers will receive an automatic email requesting they review
the document, and containing a link directly to the document.
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a Test review document - Microsoft Internet Explorer i = I | Iil

File Edit Wwiew Favorites Tools  Help ﬁ

daBack + = - @ il | aﬁearch (3] Favarites @Media @ | %* = N -

Address ﬂ:lhttps:,l',l'team.aI:I.cil:uer.ccum,l'F-:urum,l'dev,l'dispatch.u:gi,l'F.cnmmunityprZ,l'initPru:ucesj fv)GD Links **

Y

CDC Research Agenda Development
Richard Oraut

Web files 5Site map Bookmarks Search all Help Log out

Workspace ! My surmmany . BT el Calendars Tasks ! Chat rooms !

Add™ | Attach™ | M

lete™ | Tools™ | Mext unseen | List unseen | Search | Previous topic |

Workflow: Review Frocess: Inreview .
Sharige statg Crwyner made public '| OK |
lew respohacs to:

taore irfo sbout the document rewview process... I_Dl

[ Community Preparedness and Response
E 2. Test review document

Reply
CDC Research Agenda Development Richard Drawgt  Posted on 010405 0242 P
workgroup Quick Guide.doc D Edit | Workflow state changed by
File length: 77 KB Richard Draut on 010405

0244 P

Enter description and instructions here. ..

4| | _’l_l
A

|&] l_ l_ ré_ 4 Internet

The document will not be ‘visible’ to the general audience until all
reviewers have responded Yes, I’m finished editing... (see below), or
until the document “Owner” makes the document public, presumably after
the reviewers have posted their comments.
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Those selected as reviewers, however, will see the document as it
appears in the screen below. They each can view and edit the document.

They will also see review process workflow information and options. See _
the screen below. Respond to status question

CDC Research Agenda Development

See document status

Elizabeth L Skillen Web files 5ite map Bookmarks/ Search all Help Log out

Workspace | My summary [QUERIECO el Calendars

Canwe end the review and "publish" the document, making it viewwahle by others? O

= Mo, I'm notfinished editing.

o = Yes, I'mfinished editing, and I'm satisfied with the document.
e who is finished

More info about the docurnent review process... I_Ul \ /

[C7 Community Preparedness and Response

E 5. Draft of Quick Guide Reply
SiteScape Quick Tips Guide vi.d¢ Richard Draut  Posted on 010905 04:42 P
Wiorkflowe state changed by Richard Draut on 0109005 04:42 PM

Edit the

Click View responses to show who has finished reviewing. Click Close
when finished. Once everyone has responded Yes, I’'m finished... the
document will be viewable by all participants.

Review a Document Using “Reply”

When a two or three co-authors are working on a document, using the Edit
feature is very manageable. Each author makes edits or comments in the
document, optionally using Track Changes, and the designated lead
author reconciles the edits. However, if a larger number of people are
collaborating on a document, it is far better to restrict users from changing
the actual document. Instead, reviewers can make comments and suggest
edits by posting a Reply to the document entry. They can cut and paste
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passages from the text into the reply when the context of the reply might be
in question. The lead author and other authors can weigh-in on the
comments contained in the reply entry to determine resolution. Then the
lead author updates the document with the edits as resolved by the
discussion.

; Detailed listing of the responses {Community Preparedness and

ol x|
File Edit ‘jew Favorites Tools  Help _ . .
$=Back ~ = - () it | @ search  [FFavorites  fMedia 4 | - é(&%()ﬂ) attlng

Address Iﬂ:l htbps: ffteam . atl, ciber, comyforumydeyfdispatch, cgiff . communityprzviewResponss® ™ PGD | Links **
Responses to "Draft of Guick Guide" =]

O

In review Y
Zanwe end the review and "publistgine oLl il 6

document, making it viewahle by giners?

Ma, I'm nat finished editing. --hare--

Yes, I'mfinished editing, and I'm Elizatieth L
satisfied with the document. Skillen

--H0 response yek- Rokin Wagner

e
\/

Close |
|&] Done l_ l_ E |4 Internet

-
4

CDC Research Agenda Development

Richard Oraut Web files Site map Bookmarks Searchall Help Log out

Workspace | My summary [JUERES0 el Calendars w | Tasks ! | Meetings v

Add™ | Aftach™ | Mo elete™ | Tools™ | Mext unseen | List unsee Search | Pr reply | Mext reply

(C7] Training Plan
) 4. Wvehinar- Document editing and co-authoring (14 -2 hry
2 4.1, Document Editng and Co-authoring Guide

G2 4.1.1. Are we sure we want to advise this? Reply

Richard Draut  Posted on 01/25/05 035:44 P

Inthe paragraph helow. ..

.. reviewers can malke comments and suggest edits by posting a Reply to the document entry. They can cut and paste
passages from the text into the reply when the contest of the reply might be i question. The lead author and other authors can
weigh-in on the comments contained in the reply entry to determine

I suggest we say "short passages.”
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CALENDARS
NAVIGATING CALENDARS

To view a calendar, simply click the Calendar tab, which will pop-up a list of available
calendars, as in the graphic below. A dividing line separates workspace-related
calendars from your personal calendar. The availability of workspace calendars is

determined by the workspace in which you are currently. Once created, your personal
calendar is always available.

CDC Research Agenda Development
OPHR User

Web files Site map Bookmarks Searchall Help Log out

Nl My summany | Discussions « | Calendary————==t-—ta-—a
B Rezearch Agends Calendar

U=zer profile | List users | Wizards | List unseen | Send mail |

B Calendar for OPHRE User
Welcome to yvour COC Research Agenda Development worksy rit tesm

yau are invited to actively creste and join discussions, edit and reviews documerts, post survey questions, instantly poll fellow
members, and many ather festures of the CDC Team collaborstive environment.

There are four, calendar views from which you may choose: Today, Week, Month, and
Year. The current view is indicated with a green arrow, as shown below. To switch
views, simply click the view name.

CDC Research Agenda Development
QPHR User

Web filez Site map Bookmarks Searchall Help Log out
Workspace | My summary | Discussions - [e:IEILEERCS Tasks | Meetings

Add entry | Users' calendars | Search calendar | Toaols =

T8 Research Agenda Calendar View: $Today Week Month Year

When a calendar is opened, the current day is selected/highlighted. You may view
another day by entering a date in the text boxes at the lower-right corner of the page
and clicking the Go button, as pictured below. You can view calendar entries at any
time, even after their date has passed.

Hide meraed entries Dy [27 hanth |01 Year [2005 Go |

To view additional details about a calendar entry, click on the entry title. A window pops
up, displaying the complete entry. Actions that may be performed on the entry are
presented across the bottom of the pop-up window.
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CDC Research Agenda Development

OPHR User Web files Site map Bookmarks Search all Help Log out

Workspace | My summary | Discussions = Ies|ELEER gl Tasks | Meetings

Acld entry | Users' calendars | Search calendar | Tools™

T Research Agenda Calendar View: Today $Week Month Year

4 Week beginning 01/31/05 #

M

Entry for 01/31/05 —
TUE  42:00 PM-2:00 PM: Core Team cd ) o
01 Event: SiteScape Training

Time: —
Start: 3:00 P
End: 4:30 FM

ThU 900 2M-11:00 &M: Workaroup M | peation: Wieh Conference (SiteScape eMesting)
03 9:30 AM-11:30 AM: Health Promd

2:00 PM-4:30 PN Infectious Dize|  Created bys Richard Draut

Wed 1000 AM-12:30 PM: SteScape T
02 300 PM-5:00 PM: Community Pre

Fri Repeat:

04 Freguency: every week on Monday

= Duration: 4 accurrences I
Sat

0 5 Description:

— Subject1: 2PM- 3 PM Subject 1: 315 PM - 4:15 PM Session details

Sun coming soan

% Clnsel ;EK m' —

SCHEDULING APPOINTMENTS

Although you may add an entry in your personal calendar at any time, you might
not have permission to create entries in other calendars.

To add an appointment to a calendar:
1. From the calendar, click on the Add entry menu item.

The "Add a calendar entry" form is displayed. You must enter the title,
date, start time, and end time of the appointment. Entry of other
information is optional.

2. By default, the appointment date will be for the day you are currently
viewing. You may specify a different date using either drop-down lists or
the calendar gadget/widget.

3. To enter the start time and end time, either use the drop-down lists or click
the hyperlinks provided to quickly set the hour and quarter hour.

Page 49 of 80
NewUser_Training.doc



CDC Team New User Training

For an all-day event, click the “Set an all-day event” hyperlink. The words
"All day" will appear as the Start time and End time.

Add a calendar entry Submit entry| Cancel | Help |

Entry title, location, description

Entry title |8iteScapeTraining

Location |Weh Conference (SiteScape eMesting

Description
w«»
Entry date & time
day month wear January Februaty
Date I31 j IJanuaw jIQDDS j or choose date from popup calendars: ﬁv ﬁv
Start hour mndes o clickto | SAM 9AM 10AM 11AM 12PM 1PM | |00 15
art time . - .
[sP =f:fo0 x| setatme:|opy 3pm 4w sPM BPM 7PM | |30 45
e hour mintes o clickto | B4 9AM 10AM 11AM 12PM 1PM | |00 15
nd time ; - -
[4Pm =|:30 x| setatme| oy 3pm aPm BPM BPM 7PM 30 45

OR  Setanall-day event

This entry does not repeat

Submit en‘tryl Cancell HelpI

4. To add a repeating appointment, click “More options,” located near the
bottom of the page. NOTE: The start date entered here will
override/supercede the event date above / previously entered.
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Frequency (1]

g repeat

e Every |1 dayis)

g EVEW‘I'] weekision [ Sun Mwon T Tue Twed T The T Fr [T gat
. Euenr|1 month{s) unthel--selectone-- jl--selecmne-- j

Range [1]
day marth year ) January February
Start date: I = ﬂ |Januarg.f j I =005 ﬂ or choose date from popup calendars: ﬁv ﬁv
End date options:
day marth yesr January February
e Specific end date I“ ﬂ I j I ﬂ or choose date from popup calendars: M" ﬁv

" Mo end date
' Repeat count: |4 OCCUMTENCES

Attachments
I attach a link to this URL:

URL |hitp:ij

" pttach a link to an existing farum entry
“ou wyill be prompted to zearch far the entry when you submit this form.

= Create an entry in anaother forum and then attach a link to it
o will be prompted to create the entrey wwhen you submit this form.

Submit entr_vl Cancell HelpI

5. Click Submit entry.

The calendar page reappears, displaying the new entry.

EVENT NOTIFICATIONS
Announcing an event / Inviting attendees

To invite others to an appointment, you must be either the appointment creator or
the calendar owner.

To invite others:

1. From the calendar, click on the title of the appointment.
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A smaller window appears, displaying the details of the appointment.

. Click on the "Mail this entry" icon in the smaller window:

For illustration only: T

If this icon is not present, speak to your calendar manager about obtaining
access to invite others to appointments.

The "Send a mail message" form appears, as illustrated below.

. Use this form to specify the invitees to the appointment by entering their e-
mail addresses, by selecting the user group to which they belong, or by
entering their usernames. Be sure to include yourself as a recipient if you
wish to have a record of this invitation. You can also make changes to the
subject line and the body of the message.

. Click OK.

A message appears, confirming that the invitations have been sent.

To return to the Calendars page, click Close.
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Send a mail message
Recipients

Add e-mail addresses (separate multiple addresses with commas):

™ oPHR User (gamillerg@ciber.com)

Groups

(OPHR Research Agenda Paricipants

© algroups  © Groups in this workspace ™ Groups | belongto  PRebuild group list

Users {login names)

“n

“»
Search for user names O

Message

Subject:
FwWh: Calendar entry: SiteScape Training

Message:

This calendar entry has been forwarded to you by -
Forum user QPHR User,

Calendar: Research Agenda Calendar

Description: SiteScape Training _Illﬂ
1] | 2

OK Cancel
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Notify of schedule changes

Forum can send you an e-mail notification every time someone adds or modifies
an entry in the calendar. The appointment information is attached to the e-mail
message. You can import the appointment into a Microsoft Outlook calendar by
double-clicking on the attachment. When the Outlook Appointment card appears,
click Save and Close.

To enable e-mail notification:

1. From the calendar, click on the Tools menu item.

2. Click on Enable e-mail notification.

E-mail notification is now enabled. Forum sends you an e-mail message
every time someone adds or modifies an entry in the calendar.

To disable e-mail notification, follow the steps above, but click on Disable e-mail
notification in the menu.

CDC Research Agenda Development

OPHR. User ‘Web files Site map Bookmarks Searchall Help Log out

Workspace | My summary | Discussions < E&IEIUEGRal Tasks | Meetings

Add entry | Uzers' calendars | Search calendar | Tools
B Dizable adding to Outlook
B Research Agenda Calendar  View: T(w Enaple e-mai notification

B Send e-mail
B Preferences

4 Week beginning 01/31/05 #

COORDINATING CALENDARS
Avoiding conflicts

If you want to make an appointment with someone, you can view his or her
personal calendar to check available times.

By default, you can only view entries from another person's calendar. You cannot
schedule an appointment or change the calendar preferences.

To view another user's personal calendar:
1. From any calendar, click on the Users' calendars menu item.

Forum displays the "View personal calendars" form.
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2. In the "Select calendars" list, click on the name of the person whose
calendar entries you wish to view. You can use Ctrl+clickto select multiple
names.

3. In the Date section, specify the date for the entries you wish to check.

View personal calendars

Before scheduling a meeting, wou can use this form to check the availakility of others attending the meeting.
Tou may select multiple users' calendars.

Select calendars

Gany Miller
Ming Peng
Susanne Picketin

Elizabath L Skillen =]

Date

[31 =l| Jaruary  =|[2005

ok |  Close |  Help |

4. Click OK.

Forum displays entries from the personal calendars you selected.

4 013105 b

People
Gary Miller Ho entries
MHing Peng Ho entries
Susanne Pickering | No entries
Tany Pruitt Ho entries
Elizabeth L Skillen  |No entries

Stephen B Thomas | No entries

Close

5. Click Close to return to the calendar.
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Merging calendars

You may have appointments in more than one calendar. To coordinate these
appointments, you can merge two or more Forum calendars and view all of the
appointments together. You can also coordinate appointments between a Forum
calendar and a Microsoft Outlook 2000 calendar.

Users typically access more than one calendar. To view entries from several
different calendars within a single calendar, you can merge calendars.

For example, an organization-wide calendar for the CDC could include entries
from the various centers, institutes, and offices. As another example, you can
merge a workspace calendar with your personal calendar so that you can view
entries from both calendars at the same time.

To merge a workspace calendar with your personal calendar:

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

CDC Research Agenda Development

OPHR User Web files Site map Bookmarks Search all Help Log out

L TRl My sumimarny | Discussions « | Caie

. . o ) _ . B Research Agends Calendar
User profile | List users | Wizards | List unseen | Send mail |

B Calendar for OPHR Uzer
Wielcome to your CDC Research Agenda Development vworksy rit team

you are invited to actively create and join dizcussions, edit and review documents, post survey guestions, instantly poll fellow
memberz, and many other festures of the COC Team collaborstive environment.

2. Click the Tools menu item.

3. Click the Administration menu item.

The calendar management menu appears.
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Calendar management: Calendar for OPHR User
Go to the current workspace: CDC Research Agenda Development

Select other management areas Close |

Manage the workspace 1] Manage groups (1] Manage users 1]

Manage calendar features
Merge calendars (personal view)
Rebuild the search indesx[3l
Scan the database for errors

Manage calendar layout & display
Manage forurm ternplates and graphics 1]
Fename this calendar

Select ternplates for use in this calendar[i]

Manage access control
Control access to this calendar

E-mail operations
hManage e-rmail posting to this calendar

SiteScape Forum product support
SiteScape Support Forumo

Close I

4. Click the Merge calendars (personal view) link.

The Merge Other Calendars form appears. It contains a list of all of the
calendars to which you have access.

Merge Other Calendars (personal view)

Select (or deselect) other calendars whose entries you would like to see appear in this calendar.
These entries will only he visihle by you; others will not see this merging of entries.

Calendar

Calendar

Fublication Schedule
Research Agenda

™ Show personal calendars? Warning: checiking this box may produce a fong list,

ok | close|  Help|

5. In the Select box, Ctrl+clickon the titles of the calendars you want to
merge.

6. Click OK.
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7. Click Close.

The personal calendar reappears. It now includes entries from the
calendars you selected.

The Hide merged entries link in the lower-left corner of the calendar lets you
choose which entries appear in the calendar. If the merged calendar page is too
crowded, click on Hide merged entries to display only entries specific to that
calendar. Hide merged entries then becomes Show merged entries. Click on
Show merged entries to redisplay all merged calendar entries.

Hide merqed ertries Dy IET harith |01 Year [2005 Go

To turn off this merge, repeat the steps above, and on the "Merge Other
Calendars" form, Ctrl+click on the calendar or calendars to deselect them.
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Exporting appointments

You can export an appointment from a Forum calendar to a Microsoft Outlook
2000 calendar.

To export an appointment to a Microsoft Outlook 2000 calendar:

1. View the Forum calendar that contains the appointment you want to add to
Outlook.

2. Make sure that adding to Outlook is enabled by doing the following:
1. Click on the Tools menu item.

2. Toward the bottom of the menu, look for the Enable adding to
Outlook item.

3. If the item appears on the menu, click on it.

When the item reads Disable adding to Outlook, this feature is
enabled. Do not disable it.

CDC Research Agenda Development

OPHR User Web fileg Site map Bookmarks Search all Help Log out

Workspace | My summary | Discussions « sEILERRel Tasks | Meetings

Add entry | Users' calendars | Search calendar | Tools
B Dizable adding to Outlook
T Research Agenda Calendar  View: T0m Enaple e-mail notification

B Zend e-mail
B Preferences

4 Week beginning 01/31/05 »

3. Click on the title of the appointment you wish to add.

The entry appears in a popup window.
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4.

5.

CDC Research Agenda Development

OPHR User Web files Site map Bookmarks Search all Help Log out

Workspace | My summary | Discussions = Ies|ELEER gl Tasks | Meetings

Acld entry | User

calendars | Search calendar | Tools™

T Research Agenda Calendar View: Today $Week Month Year

4 Week beginning 01/31/05 #

= Entry for 01/31/05 —
TUE  42:00 PM-2:00 PM: Core Team cd ) o
01 Event: SiteScape Training
Wed 1000 AM-12:30 PM: SteScape T Time: -
2200 PM-5:00 PM: Comnmunity Pre SUETE S P
2 =CoPM-S.00Pw: v End: 4:30 PM

ThU 900 2M-11:00 &M: Workaroup M | peation: Wieh Conference (SiteScape eMesting)
03 9:30 AM-11:30 AM: Health Promd

2:00 PM-4:30 PN Infectious Dize|  Created bys Richard Draut

Fri Repeat:

04 Freguency: every week on Monday

= Duration: 4 accurrences I
Sat

0 5 Description:

— Subject1: 2PM- 3 PM Subject 1: 315 PM - 4:15 PM Session details

Sun coming soan

06

Close | ;EK m' —

In the popup window, click on the export to Outlook icon.

, , » [
For illustration only: outicax

If the option to "Open it with the default application" appears, choose this
option.

Forum opens Microsoft Outlook and displays the new appointment, as
below:
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B siteScape Training - Recurring Appointment - Western European (Windows) [ m]

JEiIe Edit Wiew Insert Format Tools Actions Help

J & save and Close | =] |1}Recgrrence... | ¢ Invite Attendees... | ' 3 | * | &* - ¥ - @ .
Appointrnent ] Attendee Availability ]
|& 4 instances of this recurring appointment are adjacent to other appointments on your Calendar, |
Subject: ISiteScape Training
Location: IWeb Conference (SiteScape eMesting) j [™ This is an online meeting using: | Micrasaft MetMeaeting j

Recurrence: Occurs every Monday effective 1/31/2005 unkil 2/21 /2005 From 3:00 PM ko 4:30 PR,

:\‘@E I Reminde |15 minutes j ﬁl Show time as: IBusy 'I

Subject 1: 2 PM - 3 P =]
Subject 1: 3115 PM - 4:15 PM

Session details coming soon

[~
Contacks, .. | I Cateqgories... | I Privake | |

Click Save and Close.

The appointment is now in the Outlook calendar.
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TO DO LISTS (TASKS & REMINDERS)
MANAGING TASKS

The Tasks page helps you keep track of your work using two types of entries:

e Tasks are activities you assign to users. Forum indicates when the task is
started, almost due, completed, or overdue. Optionally, Forum can send e-
mail to assigned users to inform them of the task and its due date.

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

You can also attach a task to a discussion-forum entry. The entry may provide
documents or discussion replies that are useful or necessary for the completion
of the task. If opting to do this, do not create the task before initiating the
attachment process.

Tasks and reminders use workflow processes to indicate their status and to send
e-mail notifications.
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VIEWING TASKS

To view the Tasks page, log in to Forum and click on the Tasks tab. You can see
tasks and reminders that you created and those assigned to you.

Tasks and reminders can be in one of two categories:

e Active tasks and reminders are those that have not been completed.
Active tasks and reminders appear toward the top of the task list.

e Completed tasks and reminders have had their state changed manually
to Completed.

CDC Research Agenda Development

Gary Miller Web files Site map Bookmarks Searchall Help Log out

Workspace | My summary | Discussions < | Calendars  [EELES Meetings

Add™ | Manage

Delete selacted itams | bark =ll items seen

FF Active tasks

Taszk Farum Creatar Priarity  Start Due.s State
[T @ Prepare "Using eMeeting lesson plan, script, and Madify | Iraining  Richard Wedium 0152105 012405 Crverdue
courze materialz. (Richard) Plan Draut

! [ @ Prepare "Document Editing” lesson plan, script and Madify | Training  Rickard Medium 0172105 01:2405  Overdus
course materials (Robb) Flan Draut

[~ @ Develop "Calendaring and Tasking” lesson plan, script Modify Training  Richard Medium 0172405 020105 Started
and courze materials (Gary) Plan Draut

—
m
ia
=

Forum Crestar Priority art Chge

L
e
5]

O Madify

Delete selacted itams bark =ll items seen |

The task list displays the following information about each task, none of which is
required:

Task name

Forum (if the task is attached to a discussion-forum entry)
Creator

Priority (Low, Medium, or High)

Start date

Due date

State (Started, Almost Due, Overdue, Completed)

You can sort the tasks by clicking any column header, including Priority, Due,
and State.
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In the task list, one of three icons appears to the left of each active task:
Icon Meaning

@ The task is overdue.

The task is almost due: the due date is 3 or fewer days away
(you can specify a different number when you create the task).

d The due date of the task is more than 3 days away (see above).
MANIPULATING TASKS
Add a task

Within the Tasks page, click Add on the menu bar. Choose either Task or
Reminder from the pop-up menu. Complete the form.
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Add a task

|Deve|up "Calendaring and Tasking" lessaon plan, script, and course materials

Task title
private g public
Description
=
o »
Formatting options: % 4 gomatic © Mone  © HTML  Check speling
day morth ear January Fehbruary
hi date f lendars:
Start date |1El j I._Ianuarg.-' jIEDDE j ot choose date from popup calendars ﬁv M"’
Start now
Due date day marith year January February

I28 j I._Ianuarg.-' j|2005 j ot choose date from popup calendars: Mv Mv

v Motify assignees (other than yourself) ofthis task now
[ Motify assionees when the due date passes
[ M atify asaigneeal day(s) before the due date

Priority Ihﬂedium vl

Assignees  [qarmillar
(login names)  \rdraut

Find user names
0K | Cancel |
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Modify a task

Click the Modify button that follows after the task title. Edit the task details.
When done, click either OK to save the changes or Cancel to discard the
changes.
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Delete a task

Select the tasks to be discarded, then click Delete selected items at the
bottom of the page. When prompted, confirm your selection.

Complete a task

To mark a task as completed, view the details of the task. The current state
of the task appears on the right-hand side, along with the ability to mark the
task as completed. If the task is not yet overdue and you are not the sole
assignee, you may mark your part of the task as completed rather than
mark the entire task completed.

LDC Besearch Agenda Developiment
Gary Miller Web files Site map Bookmarks Searchall Help Log ot

Workspace My summany DISCUSsIions <« | Calendars « |k Mestings

Atd= | Maodify | Delete | Previous task | Next task | Send mai

View the tagk & reminder list

4 Develop "Calendaring and Tasking" lesson plan, script and course materials (Gary)

Forum entry: Training Plan = Wehinar - Scheduling and Tasking (1 hr)

Workflow state

State: Started

Task type: Taskwith nofification

Visihilitye Public

Start date: 01/24005

Due date:  02/01405 Workflow gquestion
|5 this task completed?
Creator: Richard Drauvt {rdraut)
My partof the lask s completed.
Prioritys  Medium

—  Thewhole task is completed.
Percent done: 0

@ Mo
Assignees:  Richard Draut (rdraut)
Gan Millar (gamillen ]
Robb Chapman (rsc0) Enter response | yiew responses
Close
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Restart a task
A task that is frequently performed need not be recreated time and again.
To restart a task, view the details of a task by clicking on its title. Modify the
task as desired, and then click OK beside “Restart the task” as pictured

below:

CDC Research Apenda Developmeni

Gary Miller Web files Site map Bookmarks Searchall Help Log owt

Workspace | My summary | Discussions < | Calendars -« QER:S Mestings

Ldd™ | Modify | Delete | Previous 1ask | Next tazk | Send mal

Wiew the task & reminder list

Configure eiesating

b forum i associsted with This task

Taskiype: Taskwith notificalion Workflow state
) State: Complefed
Visibilie  Private
Startdate: 01710105 Change statet0:  [Restartihe task | oK |

Due date: 017110005
Crealor:  Gary Willer (amilen
Priority:  Medium
Percent done: 0

Assignees:  Gary Willer (gamillen

Close .

ORGANIZING TASKS
Attach a task or reminder to a discussion entry

If a task or reminder is directly related to the content of a discussion-forum entry,
you can embed it in the entry such that the task or reminder is visible alongside

the content.

NOTE: The task will be created during the attachment procedure, below. You
cannot attach an existing task.

To attach a task or reminder to a discussion-forum entry:

1. Open the entry by clicking its title.

2. From the Attach menu, choose Task or Reminder.
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3. Enter the task or reminder information.

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

e Private Only the task creator and the assignees can see the task.

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

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

4. Click OK.

The entry page reappears, with the task or reminder information below its
title. Now, when people view the discussion-forum entry, they can also
view information about the task or reminder.

CDC Research Agenda Development

Gary Miller Webfiles Site map Bookmarks Searchall Help Logout
Workspace My summany JEalEE ]

Calendars « | Tasks ! | Meetings «

Aded= | Aftach™ | Bdodi lete = | Tools™ | Mext unseen | List unseen | Search | Previous topic | Mext topic

[ Training Plan
=) 5. Webinar - Scheduling and TasKing (1 hr)

Rephy
Richizrd Draut  Posted on 014705 09:42 A0
Modified by Gary Miller on 01 /2805 10:48 AM
Task Assignes Priority Diue.ds State
- Develop "Calendaring and Tesking” lesson plan, scried | pogipy| Richard Wedium 0201051200 Started
and course matenals (Garyd (o Dirzig At
Gary Miler
Frokiky
Chapman
0430000000789

When a forum entry contains a task or reminder, the Task icon appears to the left
of that entry title in the list of entries, as visible in the image below. (If an entry
has both a task and a bookmark, solely the Task icon is displayed.)

If the entry has more than one task, the Task icon that is the most urgent
appears. For example, an Overdue task (red icon) is more urgent than a task that
is Almost Due (yellow icon). If an entry has both kinds of tasks, only the Overdue
icon appears.
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CDC Research Agenda Development

Gary Miller Web files Sile map Bookmarks Searchall Help Log ot

Workspace My summany QUETHESSIIES ol Calendars - | Tasks ! Meetings

Add™ | Modityidelete™ | Tools™ | Mexd unseen | List unseen | S=arch

3 Training Plan

TE User fiters Mone

Addimodifyidelets fifers

Uneaan Mustber % Type Siate Task Titls Replias  fufhor faodi wity data

9. @j_] APPEMDICES Richard Draut 01726005 0235 P

7. (] Guestion? {3}  Susanne Pickering 01725005 10:27 Al

B. (] FPosgible segsion - Filterad Richard Draut 017005 0942 AM
Forumng and aftributes (1 hr)

&, (6] @ ‘Webinar - Scheduling and Richard Draut 01528505 10:48 AM
Tasking {1 hry

4. 3] ¢ Weoinar- Document edifing (23 Richard Draut 01525005 02:09 P
and co-authoring ¢4 -2 hi

3. 53] Fosgible session - Inftiatng (1) Richard Draut 01425005 03:25 Pw

and nurturing coliaborative
activity (1 hr)
2 2 Fossible session - (1) Richard Draut 01725005 0222 FM

Mavigating SiteScape and
sefling preferenceas (1 by

1. 2 & planinar - Using ehlesting (1) Richard Qraut 0127005 09:31 AM
(1i2-1hn
Wiew eniry rruml:u:r_l M Top of pade
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PARTICIPATING IN AN E-MEETING

ATTENDING AN EMEETING AS A PARTICIPANT

View the Forum eMeeting Screen:
1. Click on the Meetings tab.
A drop-down menu appears.
2. Click on Forum eMeeting.

CDC Team /
Richard Draut

{L e el My summary | Discussions w | Calendars w | Tasks | }

/ wieh files | Ste map | B

User profile | Manage™ | List users | Wizards | List unseen | Send mail | Set me of th
‘Welcome to the development website for CDC Team! The collaborative environment iz constant! ( m Forum ebdesting ) of at & given instant
sneak peek of things to come. We welcome your feedback! = >

The Forum eMeeting list appears. The list is divided into up to four sections: “Future

Meetings”, “Today's meetings,” “Meetings within the last month," and "Meetings older
than a month."

a To view details about a meeting, click on its title. The phone conference dial-
in number and access codes are on the detail page.

a To attend a meeting, join the phone conference and click on the Attend link
next to the meeting title.
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|
CDC Research Auenda Development
Elizabeth L Skillen Webfiles Site map Bookmarks Searchall Help Log out

Workst | My v | Di ions v | Calendars v | Tasks L2010 e

il & meeting | Delete meetings..

Forum eMeeting A 44

View Details Attend

Future meetings \

Date Title: \ Llnk/ Leader Description
012605 02 g lizt finaliz and 0 Richard Draut Refinement of the final invitee list

Meetirmmgﬂﬂﬂﬂm—/ v

Date Title: Link Leader Dezcription
01/21/03 06:15 PM record test Gary Miller
01,2105 11:55 AM record test Richard Draut
01,2003 01:00 PM CDC Research Agenda Core Team Tim Broachent
Elena Rios
Jamila Rashid
Dena Wiliams
0114405 05:40 PR OPHR Support Tory Pruitt support
011005 10:45 &M CDC Research Agends Development Orientstion rohapman MOTE: Join the phone conference too

1-888-677-2186
Access code: B0543
010805 09:05 PR test 2 Richard Dract

0106405 10:30 PR Roki test rchapman asdfasdfa ssdf

Meetings older than a month

Diste Title: Lirk Leader Description
Show meetings LI
|&] Dore l_l_ |—§ & Internet 4

NOTE: Close all applications, except SiteScape and any application that you
intend to share with other eMeeting participants.

Attending an eMeeting

When you click on the Attend link next to the meeting title, the following screen is
briefly displayed.

/3 Attend a Forum eMeeting - Microsoft Internet Explorer =1alxl
J File Edt ‘iew Favorites Tools Help ﬁ
J d=Eack ~ = - & 7t | Qhsearch [ Favorites G Media ®| B M= | QU I S (i ) |JLinks >
J Address I@ https: //team. atl.ciber .comForum/dew/dispatch.cgif _emeeting/enterMeeting) 100035 enter j @Go

J GODglEv I j| f§o5earch web - | @ ||§Site popups allowed EHutDFiII | EOptions = JNorton Ankitirus E' - J @ -

[~
Launching the Forum eMeeting client application...

The etdeeting client application will be started on your computerin a few seconds. Please wait for its window to appear.
[This hroweser window will autormatically close in 8 seconds )]

First time: eMeeting software download

If this is the first time that your computer has been used to attend an eMeeting and
you have not performed the special software download ahead of time, it will
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proceed automatically now. In order for this installation to proceed, you must
have rights to install new software on the machine.

Refer to Appendix B: Enabling your browser to use Forum eMeeting, for
details.

After the loading screen is displayed for a few moments, the eMeeting window will
appear. You have now joined the eMeeting session. You will see your name and
the names of other participants in the Participants window.

THE EMEETING INTERFACE

The eMeeting interfaces, both Participant and Leader, contain the following
components.

Title bar Menu bar Toolbar

t:_ Centra eMeeting - Community © ceparedness - Invitee list finalize® oo {m:ﬂﬁm} E ‘Jﬂlﬂ

Audio Area e =T Cectting Started

—

Presenter &rea L@ 8
} Elzabeeth L Skiler

/

Farticipants List

Participants

a Intha |[‘.l{"|"' menu, select £

Presenters
w0 ®0 &0 A2
oLrell

=5 R

s Usg the [I"lﬁ!'!l'l menu 10 import presantation co

s In the Tools menu, select Share Application to share applications.

-
/ = FRight-click on a participant's name for participant controls.

Acqenda Area

Hetwork EEEER

Media YWindow

Page 73 of 80
NewUser_Training.doc



CDC Team New User Training

Title Bar
The Title bar appears at the top of the interface.

Standard Windows buttons appear at the right end of the Title bar. Use these buttons
to minimize, maximize, or close the interface.

Participant Menu Bar
The Participant Menu bar contains the following default options:

o File - to print or exit a session.

o View - to change the look of your Participant interface.

o Actions - to raise your hand and say yes or no, to indicate laughter
and applause, and to step out.

o Tools - to use text chat, set the Audio Wizard and Video Wizard, and
view conference call info. Additionally, to host an application, send
feedback, or change the view options.

o Help - to find out about this session and to view online Help.

Leader Menu Bar
The Leader Menu Bar contains the following default options:

o File - to print content or exit a session.

o View - to change the look of your Leader interface or Participants’
interfaces.

o Insert - to include a PowerPoint presentation, a URL, a File to
download, or an existing Agenda in the Agenda.

o Actions - to raise your hand, say yes or no, step out and return, clear
yes/no responses, clear microphones, and lower hands. Additionally,
to indicate laughter and applause, and grant microphones to all.

o Tools - to use the tools (Survey, Web Safari, and Appshare), use text
chat and set text options, enter conference call information, invite by
email or Instant Messenger, change voice options, change the
Appshare options, or run the Audio or Video Wizard. Additionally to
collect feedback, use the Whiteboard, and change the view options.

o Help - to find out about this session and view online Help.
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Note: The Record, Markup, and Video menus appear when these features
are enabled.

Video Panel

The Video panel opens when video services are launched. The broadcaster
appears in the panel.

Presenters Area

The Presenters area lists the Leader and Co-Presenters for the session. The
Leader’s name appears first and is followed by any Co-Presenters.

Participants List
The Participants List shows the Participants in the session.

Click the associated icon above the list of names to sort the Participant List by
microphone, Yes or No responses, raised hands, or Participant names. In a
Participant interface, the user’'s name appears at the top of the list. To view another
Participant's full name, hold the mouse over the Participant's name. A summary
area shows the total number of Participants who responded Yes or No, or who
raised a hand. It also shows the total number of Participants in the Main Room.

eMeeting Leader

eMeeting also includes an auto-sort feature, which allows the Leader to sort

Participants by:
o Ascending order of names (alphabetically)

o Descending order of names (alphabetically)
o Raised hand
o Yes or No responses

To sort Participants automatically:

1. Select Tools, View Options.

2. Click the Auto Sort radio button in the Participant Table area.

3. In the First by drop down menu, select the primary order in which to sort
Participants.

4. In the Then by drop down menu, select the secondary order in which to
sort Participants (optional).

5. Click OK.

Agenda Area

The Agenda area lists the content for the session in the form of an Agenda. Leaders
and Co-Presenters use an Agenda during a session as a guide to select and show
content and tools.

Status Bar

The Status bar indicates whether the session is in pre-session or session mode, or
if the session is being recorded. eMeeting sessions are considered “in session” as
soon as the Leader enters.
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Participant Toolbar

The Participant toolbar provides quick access to many eMeeting functions. The
following lists which Toolbar buttons are available in each Centra application.

Icon Description

Raise your hand to ask a question. A number
appears next to their name to indicate the
order in which Participants raised their hands.
Click again to lower your hand.

G-

Say Yes (check mark) to answer yes to a
guestion. Say No (x mark) to answer no to a
question.

\
X

Indicate Laughter at any time. A smiley face
flashes to the left of your name for five
seconds.

A

Indicate Applause at any time. Clapping
hands flash to the left of your name for five
seconds.

Communicate with other Participants and the
Leader using Text Chat.

Provide Feedback to the Leader.

Step Out to temporarily leave a session.

w R P W
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Leader Toolbars

The Leader interface Toolbar provides quick access to many functions. The
following lists which Toolbar buttons are available in each Centra application.

Ilcon

Description

&)

Give microphone to next raised hand to
allow the Participant to speak. Each time
Participants click Raise Your Hand, a number
appears next to their name to indicate the
order in which they raised their hands.

g

Communicate with others using Text Chat.

%

Show anonymous Feedback from Participants
regarding the session.

&

Raise your hand to ask a question. Click
again to lower your hand.

" K

Say Yes (check mark) to answer yes to a
guestion. Say No (x mark) to answer no to a
question.

Display selected Agenda item to show the
item in the Media Window to all.

Share an application to show an open
application on your computer to all others.

Conduct a survey to poll Participants.

Go on a Web Safari to share Web sites and
active Web site links with Participants.

Use the Whiteboard to type text, create
simple shapes, or highlight images.

©

Show Conference Call Information during a
session.
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If enabled, broadcast video in the session.

If enabled, pause the Server-Side Recorder.

g 8]

If enabled, use the Server-Side Recorder to
record the session.

Media Window

The Media Window shows the Agenda item or tool (such as Appshare, Web
Safari, or Whiteboard) currently being used.

Network Status Indicator

A Network Status Indicator appears in the lower right corner of the
eMeeting interface. Five lights indicate the quality of your network

connection:

State

Indicator

Good connection

-
;-5 [ERER =

BERr I'.I'

4 or 5 green lights with the last one

blinking

Fair connection

2 or 3 yellow lights with the last one

T blinking
P

Poor connection 1 red light

B i e

Disconnected 5 red lights
EEEER

Reconnected 5 green lights
DEEER

PARTICIPANT

o As a Participant, you can:

BASICS
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[y Ry Ry Ay B

Raise your hand.

Respond to questions with a Yes or No answer.

Use markup tools.

Communicate with others using Text Chat.

Play back a recording of a session.

Use the View menu to change the interface display.
Broadcast video.

Interact with or share an application on your computer.
Provide feedback to the Leader.

Temporarily step out of a session.

PARTICIPANT TIPS

a

Make sure you can clearly hear the Leader and others at all times. Run
the Audio Wizard if you encounter problems.

Raise your hand to request a microphone or ask a question.

Remember that running other applications while in session can slow your
session.

If experiencing a technical problem, close the session and then rejoin it.
Use Private Text Chat to communicate with the Leader if you continue to
experience technical problems.

Click Step Out to temporarily leave the session.
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CDC Team New User Training

TEAM TRAINING AND SUPPORT

Training resources, user manuals, and quides

Training resources are located in the Training and Support workspace. Look in
the Training Materials discussion forum and the CDC Team User Guides entry.
Additional information is the FAQ & Tutorial for Forum Managers discussion
forum.

CDC Team Support

This is the order for problem solving and issue resolution

Check the “Quick Guide”

Try the context-sensitive help pages themselves
Use the “User Guide”

Use the CDC Team “Help” link

Search the CDC Team Support Forum

Post a request to the CDC Team Support Forum
For emergencies contact us by phone

NoOO RGN~

Support forms

The CDC Team Support forum is located in the Training and Support
workspace under the Helpdesk discussion forum.
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