Overview

Account Administration

Overview

InfoPortal 3.0's capability to create "Extranets" (known as Prospect Nets or
Partnernets, depending on which version of InfoPortal you have) or secure,
individualized websites, is controlled from the Account Administration mode.

The function of the Account Administrator isto create, modify, and control each of
these extranets, and to give rights to those extranets to the appropriate users, both
within and outside the organization. For InfoPortal 3.0/Sales Edition, the use of these
ProspectNets allows the account manager and the prospect evaluation team to
collaborate throughout a long sales cycle from presenting the early presentation and
collateral, to working together on RFPs, to negotiating the final contract. Both parties
can add documents and content securely and privately. InfoPortal allows them to
conduct threaded discussions and dialogue about specific topics, specific documents,
and about the overall proposition. In InfoPortal 3.0/Marketing Edition, the PartnerNets
alow joint collaboration between your company and your partners; with document
routing, discussion areas and shared document control.

There are two functional roles accessed by the Account Administration mode. The
first isthat of the Account Administrator. The second is that of the Account Manager.
The rightsto these roles are set by the System Administrator.

Table 2:

Role Functions

Account Administrator Account Administrators can:

¢ Create new Extranets

* Modify existing Extranets that they created

¢ Modify existing Extranets to which they have been
granted rights.

e Share documents between Extranets.

¢ Remove Extranets they created or to which they have
been granted Account Administration rights.

Account Manager Account Managers can:
* Modify (interface and documents) existing Extranets to
which they have been granted rights.
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Interface Description

When you select Account Administration from the Show drop-down list, the Account

Administration view displays:

@ sEARcH  PHELP @ sHOW

GLYPHICA
Search for Extranets

Extranet name j ||:|:|ntains j |

» Add Shared folder Submit |

Interface Description

The Account Administration view contains the following areas:

e Side Navigation Bar
e Top Navigation Bar

Account Administration Side Navigation Bar

Frospect Mets

wC ]
# Add Shared folder

Menu itemsthat contain a submenu display agreen triangle B totheleft of themenu
name. Initially the Side Navigation Bar contains one menu, the Prospect Nets menu.
After an Extranet is created, the Extranet title displaysin the Side Navigation Bar
along with additional menu items, which are described later in this chapter.

Account Management Side Navigation Bar

The Account Management view contains a subset of the Account Administration
features. Account Managers cannot create or remove Extranets, nor can they add a
shared folder to the Extranet. Otherwise, the functionality is the same as for Account
Administrators.

When you select Account Management from the Show drop-down list, the Account
Management view displays. Initialy, the Side Navigation Bar looks like this:

The following sections describe the menu and submenu items in the Side Navigation
Bar. The following tables list the menu links in the Side Navigation Bar, a description
of each link, and where you can find the related tasks for step-by-step instructions.
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Prospect Nets Menu

Prospect Nets Menu

Menu Item Description Associated Tasks

Select/List Displays the Search for Extranets “Finding an Extranet,” page
screen, where the Account Administra- 5.20
tor/Manager can search for existing
Extranets by Extranet Name or Extra-

net ID.
Create Displays the Create Extranet screen, “Creating an Extranet,” page
where the Account Administrator can 5.6

create an Extranet, configure its fea-
tures and add users and groups. (This
feature is not available to Account
Managers.)

Add Shared Folder Displays the Shared Documents win- “Creating a Shared Docu-
dow, where the Account Administrator ments Folder,” page 5.23
can create a folder to share with all
other Extranets on the InfoPortal. Once
the Shared Documents folder is cre-
ated, the Account Administrator can
add documents to it using the Shared
link in the Documents menu. (This fea-
ture is not available to Account Manag-
ers.)

After an Extranet is created, the Extranet title displaysin the Side Navigation Bar
along with the following additional menus for Account Administrators:

+ Edit

e Documents
*  View As

e Adctivity

* Info

¢ Remove

*  Send Mail

Account Managers do not see or have access to the Remove function.

Edit Menu

Edit

» Details

# Banner

Menu Item Description Associated Tasks

Details Displays the Create Extranet screen, “Editing the Extranet Setup,”
where the Account Administrator/Man-  page 5.25
ager can edit the information for a
selected existing Extranet.
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Documents Menu

Menu Item Description

Associated Tasks

Banner Displays the Edit Banner screen,
where the Account Administrator/Man-
ager can place a banner in the top cen-
ter of the Prospect Net. The banner
can be any image file containing any
text orimage. Text can be added below
the banner, and can be formatted using
HTML tags. This text is automatically
saved in a file named banner.txt, which
is stored in the Extranet’s Private folder
on the InfoPortal.

News Displays the Edit News screen, where
the Account Administrator/Manager
can add a message, news, or an
important point to the main page of the
Prospect Net. The text can be format-
ted using HTML tags.This text is auto-
matically saved in a file named
news.txt, which is stored in the Extra-
net's Private folder on the InfoPortal.

Logo Displays the Change Logo screen,
where the Account Administrator/Man-
ager can insert a logo image in GIF or
JPEG format. This image will appear in
the upper right-hand corner of all
pages in the Prospect Net. This image
is automatically saved in the Extranet's
Private folder on the InfoPortal. In addi-
tion, the path to the image is saved in a
file named logo.txt, which is also saved
in the Private folder.

“Creating an Extranet Ban-
ner,” page 5.30

“Edit News,” page 5.39

“Adding a Logo to the Extra-
net,” page 5.41

Documents Menu

Menu Item Description

Associated Tasks

Shared Displays the Shared Documents
screen, where the Account Administra-
tor/Manager can select InfoPortal doc-
uments that can be shared if desired
with all the Extranets on the InfoPortal.

Custom Displays the Custom Documents
screen, where the Account Administra-
tor/Manager can select InfoPortal doc-
uments that will be whon only in the
selected Extranet.

“Sharing Documents,” page
5.47

“Custom Documents,” page
5.49
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View As Menu

# hMlanager

# Customer

Menu Item

Description

Associated Tasks

Manager

Customer

Displays the Extranet contents in a
hierarchical structure of category fold-
ers and documents. It is similar to the
Content Publishing view, except that
this view shows only the selected
Extranet’s contents.

Displays the screen exactly as external
users will see it when they log into the
Extranet.

“Viewing the Extranet Direc-
tory,” page 5.51

“View as Customer,” page
5.52

Activity Menu

Menu Item Description Associated Tasks
Activity Displays the Extranet Activity screen, “Monitoring Extranet Activ-
where the Account Administrator/Man-  ity,” page 5.53
ager can monitor documents uploaded,
modified, and viewed on the Extranet
main page.
Info Menu
Menu Item Description Associated Tasks
Info Displays the Prospect Information “Viewing a Prospect Pro-

screen, where the Account Administra-
tor/Manager can view and change the
profile information about the company
for which the Extranet was created.

file,” page 5.21

Remove Menu

Menu Item

Description

Associated Tasks

Remove

Displays the Remove Extranet screen,
where the Account Administrator can
remove all files under the content
root—for example: /extranet/WestCom.
(This feature is not available to
Account Managers).

“Removing an Extranet,”
page 5.55

InfoPortal

View As Menu
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Send Mail Menu

5.6

InfoPortal

Send Mail Menu

Menu Item Description Associated Tasks
Send Mail Displays the Mail screen, where the “Sending Mail to Extranet
Account Administrator/Manager can Members,” page 5.56

select users of that Extranet and auto-
matically address emails to them.

Account Administration/Management Top Naviga-
tion Bar
See “Top Navigation Bar,” page 1.3 for adescription of the Top Navigation Bar.

Account Administration/Management Tasks

The Account Administrator's major function isto create and administer Extranetsin
the system. The Account Manager’srole is the same as the Account Administrator’s,
with the exception of creating/del eting Extranets and adding a Shared folder. Only the
System Administrator can grant either Account Administrator or Account Manager
rights to users.

Creating an Extranet

The Extranet Wizard allows Account Administrators to quickly create Extranet sites
for specific user constituencies, with customized access and functionality. These
Extranets can be used to communicate directly with customers and to exchange
information with clients. They are secure, controllable subsections of the overall
InfoPortal, and can be searched by Content Publishers as part of the overall content of
the system—but Extranet users can see only the content in the Extranet.

(Thisfeature is not available to Account Managers.)

1. Click on the Extranet menu.
2. Click on the Createlink in the Prospect Nets menu:

# Add Shared folder




Creating an Extranet

» TheBasic Info tab of the Create Extranet screen displays:

Basic Info Ul/Features Members

Extranet T
|WestC|:|m

Display Mame
|WestC|:|m

et

3. Enter the Extranet ID. This cannot contain spaces or odd characters. Use under-
scores to separate wordsin the ID.

4. Enter the Extranet name that will display in the system in the Display Name field.
Try to keep this under 30 characters for display purposes; there is no actual limit on

the length of the Display Name.
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Creating an Extranet

5.8 InfoPortal

5. Click on Next.
The Ul/Features screen displays:

Ul/Features m

Basic Info

Please select an interface by clicking on it's image... |

World theme

This theme allows users
to create new categories,
upload files, rename and
delete files and
categaries, perform a
review process on
selected files, have
access to onling contact
management software,
search content and
metadata on docurments
and categaries, and
rakes available an
iternized list that can be
utilized for "to do” type
tasks.

Office theme

This theme allows users
to create new categories,
upload files, perform a
review process on
selected files, search
content and metadata on
docurnents and
categaries, and makes
available an itemized list
that can be utilized for "to
do" type tasks.

show itis

selected:

7. Click on Next.

et

6. Click on the appropriate graphic to select Theme 1 or Theme 2.
A list of features included in each themeis listed below the graphic to help you
make your choice. When you select the graphic, the themetitle highlights to

World theme




Creating an Extranet

*  The Members screen displays. This screen allows the Account Administrator the
ability to add existing system users to the "group" created with the new Extranet,
and/or to add new users from outside the company so that they can have access.

Basic Info Ul/Features Members
Mew (External) Users
............................................................... =
Del
Add
[
Existing Groups
............................................................... =
Del
Add
[
Existing Users
............................................................... =
De| ||admin {admin)
Add
[

Save

8. If youwish to add anew user to this Extranet (one that does not already exist in the
system), click on the Add button under New (External) Users.
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Creating an Extranet

» The New Extranet User screen displaysin a separate window:

New Extranet User

Lser 10 |

Password |

Confirrnation |

First name |

Last name |

Email |

Add User |

9. Enter the user information in the appropriate fields. All fields are manditory.

10. Click on the Add User button.

11. Repeat Steps Step 9 and Step 10 for each new user.

12. Click on the close button [x to close the New Extranet User window.
e Theuser names display in the New (External) Userslist in the Members tab.

13. If you want to add one or more existing groups as members of the Extranet, click on
the Add button under Existing Groups.
» The Search Groups screen displays in a separate window:

Search Groups

|Gr|:|up n] ;I ||:|:|ntains ;I | Submit |

14. Enter your search criteria.
15. Click on the Submit button.
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» The search results display:

Search Groups

Add
Add
Add
Add
Add
Add
Add
Add
Add
Add
Add
Add
Add

;Grnup N

_j_! icnntains _v_i I

Zroup 1D Zroup Mame

Allsales Sales Team

Trainers Trainers

SVPs Sales VPs

FedMet Fed Company Extranst
intranst Intranet {internal users)
authors Content Publishing

subadmins Account Administration
acctmanagers Account Management
administrators Site Administration

extransts Extranets

external External Users

allusers Authenticated users
anyons All {Auth+MNonauth) users

Submit I

Wyith LI

Yes

Yes
Yes
Yes
Yes

16. Click on the Add link for each user you want to add.
17. Click on the close box %] to close the Search Groups window.
e Thegroup names display in the Existing Groups list for the Extranet.

18. If you want to add one or more existing users as members of the Extranet, click on
the Add button under Existing Users.

* The Search Users screen displays in a separate window:

Search Users

|L|:|gin ] ;I ||:|:|ntains ;II

19. Enter your search criteria.
20. Click on the Submit button.

submit |

Creating an Extranet
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Customizing the Extranet

» The search results display:

Search Users

|L|:|gin 10 j ||:|:|ntains j I =ubmit |
Login 1D Firstname Lastname

Add  bob Eob Eierly

Add  tom Tom Erody

Add  Jon Jon Livingston

Add  jim Jim Joffrey

Add  gloria Gloria Fear

Add  diane Diane Jdanowslki

Add  chris hris Kraft

Add  david David Zoleman

Add  julie dulie Zallahan

Add  anonymous

Add  admin admin

21. Click onthe Add link for each user you want to add.
22. Click on the close box ] to close the Search Users window.

e Theuser names display in the Existing Users list for the Extranet.
23. Click on the Save button.

* The Extranet is created on the InfoPortal.

Customizing the Extranet

Once you have saved the users into the Extranet, InfoPortal will lead you through a
series of steps to customize the look and content of the Extranet. These can al be
modified later as needed. The steps in the process are:

Change Logo

Edit News

Edit Banner

Add Discussion Group

Add document/Add Multiple Documents
Change Logo
Thefirst screen that displaysin the Customizing Extranet process is the Change Logo
screen. Logos allow you to display alogo (typically your company’sor theclient’s) in
the top right-hand edge of the Extranet site.

agrwdE
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Change Logo

Personalize the ProspectMet for your prospect. Select their logo from your local machine to have it appear on the
ProspectMet. The logo will appear on all of the pages in the ProspectMet. The logo file can be a .gif or jpeg file
but needs to be 50 pixels high (or smaller). To look at the results after you save the logo, click on Yiew as
Customer.

Please select the new logo image file from infoPaortal:
| Browse. ..

Save |

OR

Please select the new logo image file from your local drive:

|Dahalding. diaat. gif Bmwse..j
Save I

Cuick Help:

You can take the prospect's logo from their Web site by right clicking your mouse on the image and saving it to
your computer.

1. Click onthe appropriate Browse button, depending on whether you want to selec the

Mext I

logo file from the InfoPortal or from your local hard drive.

If you are selecting from the InfoPortal, the Server File Picker window displays:

erver File Picker - Netzcape
== home
select |

Click an the image icon the choose the file.

£+ Customer Evaluations

£ Bales

£+ Shared Documents

£+ Training

‘@l EastCom Logo

‘@ WestCom Logo

‘@ aly_logo_smhariz. gif

glyphica

B Glyphlog.jpg

T index html

W ip_logo_smwt. gif
4]
& ==

Customizing the Extranet

InfoPortal
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Customizing the Extranet

» |f you are selecting from your loca hard drive, the File Upload window displays:
File Upload EHE|
T EEEE=

E aztcomlogo. gif
E E aztcomLogoM ew. qif

EWestmmLDgD.gif
E; WWestcomlogo, jpg

File name: Open

[ Oeen |
Cancel |

Filez of type:

2. Sdect thelogo file.

3. Click on the Select button in the Server File Picker window; click on the Open but-
ton in the File Upload window.

e The path and filename display in the appropriate text box of the Change Logo
screen:

Flease select the new logo image file from your local
drive:

Save |

4. Click on the Save button that is below the text box where the path and filename dis-
play.

5. Click the Next button at the bottom of the screen. Thiswill take you to the next step
in the Create Extranet process.

The next screen that shows is the Edit News screen. News is a message that you can
post on the front of the Extranet screen to alert users of new information, or give them
basic instructions on using the Extranet.
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Customizing the Extranet

Edit News

Add a message, news, or important point to the ProspectMet. Type the text of vour message below. This
message can be updated as frequently as you desire. (The message will default to normal text, but you can use
HTML tags to change color, size, or appearance of the message.)

<font face=arial=<b*Welcome to our private portal</bx<font= :_i

B o

Cluick Help--select and copy these tags to add emphasis to your message:
Bold: <b> your message here </b>
Font: <font face=arial size=-1>your message here </font>

Prev| next]

Add any text you wish here. You may use HTML tagsin the body of the message to
create specia effects, such as bold or italic characters.

The next step in the Create Extranet process is the Edit Banner screen. The banner is
a centrally-located graphic or other item that can be displayed in the upper-middie
section of the Extranet view. You may choose any graphic that is currently available
within the InfoPortal collection. Skip this step if no banner is desired.

Edit Banner

You can place a banner in the top center of the Prospecthet. The banner can be any image file containing any
text or image. Select a banner frorm any InfoPortal category by clicking the Browse button belowe:

Browse I

Add text below the banner by typing it below. (You can set font and colar attributes using HTWIL tags.)

<img #% sw="images/bannersample. gif' #% borde=0x :j

|

Fre| next]

1. Click on the Browse button to select an image file from the InfoPortal.
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Customizing the Extranet

» The Server File Picker window displays:

¥ Server File Picker - Netscape

== home

select |

Click an the image icon the choose the file.

Customer Evaluations

Sales

Shared Documents
Training

1330

o
=

@ EastCom Banner
‘@l EastCom Logo
‘@ WestCom Banner
‘@ WestCom Logo
‘@ aly_logo_smhariz. gif
glyphica
B Glyphlog.jpg
T index html
W ip_logo_smwt. gif
& ==

2. Click ontheimagefileicon to select it.
» Clicking on thetitle link displaysthe image.
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» The path and filename display in the text box at the top of the Server File Picker
window.

¥ Server File Picker - Netscape

== home

/EastcomBanner . gif select |

Click an the image icon the choose the file.

£+ Customer Evaluations

£ Bales

£+ Shared Documents

£+ Training

‘8 EastCom Banner

‘@l EastCom Logo

‘@ WestCom Banner

‘@ WestCom Logo

‘@ aly_logo_smhariz. gif
glyphica

B Glyphlog.jpg

T index html

W ip_logo_smwt. gif

& ==

3. Click on the Select button.

e The path and filename display in the text box at the bottom of the Edit Banner
screen.

4. To add text below the banner image (or to use text only instead of an image), enter
the text in the text box at the bottom of the Edit Banner screen. Enclose this text in
HTML tagsto get the appropriate formatting.

5. Click on the Save button.

6. Click the Next button to go to the next step in the process.

The next step in the Create Extranet processis adding adiscussion group, if desired, to
the Extranet. Skip this step if you do not wish to place a discussion group in the
Extranet at thistime.

Customizing the Extranet
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Customizing the Extranet

Discussion Group

Please enter the name of the discussion group you would like to create in this extranet.

Title: |

_F'_r_i' ext I

1. Givethediscussion group a name. You may not use odd characters or spaces
here; separate words in the title with underscores if necessary.
2. Click Next to go to the next step in the process.

Thefinal step in the Create Extranet process is adding documents to the Extranet.
These documents will show where? in the Extranet view.

There are three ways to add initial documents to the Extranet. Thefirst isto Add
Multiple documents. You may also add a single document, one at atime. The
difference isthat when using the Add Multiple window, you cannot add metadata,
whereas using the Add Document (single) function you may add metadata. The third
way isto use Shared Folders or Shared Documents (see section ?7?7?).

1. Add Multiple Documents.

PRy Add Multiple Documents

i Browse...

] Browse...

j Browse...

Prev| Add| Finish |

2. Browse to any documents you wish to add from your hard drive or from your
local network.

3. If youwishto add three or fewer documents, click Finish to complete the
Extranet process. If you wish to add more than three, click Add. The docu-
ments will upload and the screen will clear so that you may continue adding
documents through this window.
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4. Add Document (single, with metadata):

Add a Document Add Multiple Documents

File name* | Browse... I

Author !

Date i

Description ;

Eevwords ;

Title ;

Save ! Clear I

Add the document using the browse button.

Fill in any metadata as needed.

Click Save. Repeat as necessary to upload documents with metadata.

When you are finished, return to the Add Multiple Documents screen and click
Finish.

©ONo O

¢ When an Extranet is created, its name displays in the Side Navigation Bar. Addi-
tional menu items display so that the Account Administrator can configure the
Extranet.

Ctivity

Info
Remove

e The Extranet Data screen displaysin the Content Area. Thisiswhere the
Account Administrator enters and maintains profile information on the Extranet
company. The Extranet Data screen is divided into three tabs, or sections. The
elements that appear in each section may not match those shown, as they may be
customized for each InfoPortal implementation. Therefore, only the primary
screen is shown here.

Customizing the Extranet
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Finding an Extranet

People \ Position . Deal

Extranet URL : hitp:#localhostinfoportal/?extranet=RedNet

Hatne Title Dept

Chatnpion or coach: l i i

Project owner/manager: ;

Diecision maler; ;

Techiical evaluator: ;

Users, Implementor: ; ! !

CFO: |
CIO: |

Save I

Click on the Save button after entering datain the desired fields.
* The prospect company and related information is added to the Extranet.

Finding an Extranet

This procedure finds an existing Extranet on the InfoPortal. The Account
Administrator/Manager can perform searches using the Extranet ID or Extranet Name
and standard search operators.

1. Click on the Extranet menu.

2. Click on the Select/List link in the Prospect Nets menu:

# Add Shared folder

5.20 InfoPortal




Viewing a Prospect Profile

The Search for Extranets screen displays:

Search for Extranets

|E}{tranet 0] j ||:|:|ntains j I Submit |

3. Enter your search criteria:

¢ Clicking on the Submit button, without selecting anything, returns all Extranets
in the system.

* Searches can be created for Extranet ID or Extranet name.
« Thefollowing operators are available: contains, begins with, equals.

» Wildcards are allowed in the text box. For example, a search on "Wes?"' will
return Extranets with names such as WestCom or Wesson. An asterisk (*) alone
entered into the text box returns al Extranets in the system.

4, Click on the Submit button.
e The search results display:

Search for Extranets

Extranet name j ||:|:|ntains j I Submit |

Extranst Mame I

Wi g { Midwave )
_ohesive Downloads and :
Collaboration Site [ Cohesive )

M Downloads { MSIDownloads )
Wendor Met { Wendor MNet)
Dptions Link { Options_Link )

Viewing a Prospect Profile
There are three ways to display the Extranet Data screen for an existing Extranet:

e Using Select/List from the Account Administration/Manager view
e Clicking on the Info menu when the Extranet is selected
e Clicking on the Extranet title link in the My Portal Partner Nets window

Using Select/List
1. Find the Extranet using the instructions in “Finding an Extranet,” page 5.20.

2. When the search results display, click on thetitle link (in the Extranet Name col-
umn) for the Extranet you want to view.
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Using the Info Menu

3. The Extranet Data screen displays (partial screen shown):

People Position . Deal

Extranet UREL : http:#localhostinfoportal/?extranet=RedNet

Hame Title Dept
Champion or coach; iJne Smith ;st §Sales

iBrenda Jameson iEUP ;Harketing
Project ownermanager: ;Peter Linton IP]‘.‘Dj g ISales
Decision malcer: ;Brenda Jameson IEEFP !Sales

Using the Info Menu

If the Extranet is already selected, click on the Info menu to view the Extranet Data

screen.

Using the My Portal View

In the My Portal view, click on the Extranet title link in the Partner Nets window:

Partner Nets (3]

EEEWEStem Financial

EEE EastCam
EEEWestCDm

This automatically displays the Extranet Data screen for the selected Extranet.
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Creating a Shared Documents Folder

Creating a Shared Documents Folder

This procedure creates a Shared Documents folder on the InfoPortal. This procedure
only needs to be done one time. Once the Shared Documents folder is set up on the
InfoPortal, the Account Administrator, Account Manager and Content Publishers put
documents in this folder to make them accessible by all Extranets on the InfoPortal.
This feature saves time and space, since the files to be shared are uploaded only once
to acentral folder, rather than to separate folders on each Extranet.

Files must first be uploaded to a separate location on the InfoPortal before they can be
put in the Shared Documents folder.

(Thisfeature is not available to Account Managers.)

1. Inthe Side Navigation Bar, click on the Add Shared Folder link.
e The Shared Documents screen displays:

Shared Documents

Mo items avallable now

Remove selected items Add More

2. Click onthe Add More button.
e The Server File Picker window displays.

3 Server File Picker - Netscape

hiorme

Add

To select a file or folder, click the image icon next to it
For a preview of the file or folder, click the link next to the image icon.

Custormer Evaluations (Custorner Evaluations)

Sales (Sales)
Shared Documents (Shared Docs)

Training (Training)

Administration of Complex Systems (adminpiece. pdfl

docrnove presentation. pof

[contentpub. pdf

JOCh R

3. Click onthefileiconto sdectit. If thefileislocated within a category folder, click
on the folder title link to display its contents, then click on the file icon.

» Thefilename displaysin the text box.
e Clicking on thetitle link displays the contents of thefile.
4. Click on the Add button.
e Alink tothefileis put into the Shared Documents folder.
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Removing Shared Documents

5. Repeat Steps Step 3 and Step 4 until al files are added.
6. Click on the close box xI to close the Server File Picker window.
» The Shared Documents screen displays the filenames you sel ected:

Shared Documents

fShared Documents 5

fShared Documents/FirstAmSuccesStory. pdf pdf
fShared Documents/prodbroc. pdf

fShared Documentsiells ReleaseFINALA 16 pdf
fShared Documents/internetVorlds 7 PDF

[ I I B B
g EEE E

fShared Documents/infoPortalF QandA pdf

Remove selected items Add More

Removing Shared Documents

Once removed, Extranet users will no longer see the document filename in the Shared
Documents folder on the InfoPortal. This procedure removes only the link in the
Shared Documents folder on the InfoPortal. It does not remove the document from its
location on the server.

(Thisfeature is not available to Account Managers.)

1. Navigate to the Shared Documents folder.
e The Shared Documents screen displays:

Shared Documents for EastCom

W 7. /Shared Documents s

M %}  /Shared Documents/FirstAmSuccesStory. pdf pdf
W %  /Shared Docurnents/prodbroc. pdf

M % /Shared_DocurnentsAells ReleaseFINALL. 16 pdf
M %}  /Shared_Docurnents/nternetyords 7 POF

W %  /Shared_Docurnents/AnfoPortalF Qanda, pdf

Update | checked items are part of EastCom
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Editing the Extranet Setup

2. Click inthe check box to the | eft of each filename that you want to remove from
shared access.
e The check mark is removed from the check box.

3. Click on the Update button.
¢ Thedocument is removed from view for that Extranet.

Editing the Extranet Setup
Account Administrators/M anagers use the Edit/Details function to change the
Extranet Display Name, select a different theme for User Interface features, and
change the Users and Groups that have access to the Extranet. The Extranet ID, once
created, cannot be changed.

1. From the Account Administration/Management view, follow the instructions in
“Finding an Extranet,” page 5.20 to access the Extranet information.
* You can also click on thelink for the Extranet Name in the Partner Nets window
of the My Portal view:

Partner Nets (3]

EEEWEStem Financial

EEE EastCam
EEEWestCDm

2. Inthe Side Navigation Bar, click on the Edit menu triangle to expand it.
Edit

» Details

# Banner
& Mens

@ Lo go

3. Click on the Details link.
e TheBasic Info tab of the Create Extranet screen displays:

Basic Info Ul/Features Members

Extranet ID
WestCom

Display Mame
|WestC|:|m

Save

InfoPortal 5.25




Changing the Extranet Display Name

Changing the Extranet Display Name

1. To change the Display Name, highlight the text in the Display Name field
2. Enter the new name.

3. Click on the Save button.

Changing the User Interface Theme

1. To select adifferent theme, click on the Ul/Features tab in the Create Extranet
screen.

e The Ul/Features screen displays:

Basic Info Ul/Features m

Flease select an interface. .

]

Theme?2 Theme1

Extranet Features: Mew
Category, Add a Extranet Features: Mew
Document, Rename, Category, Add a
Delete, Start Review, Document, Start Review,
Contacts, Search and Search and ToDO List
ToDo List

Save

2. Click on the appropriate graphic to select Theme 1 or Theme 2.

« Alist of featuresincluded in each theme is listed below the graphic to help you
make your choice. When you select the graphic, the themettitle highlightsto

show itis selected; - World theme
3. Click on the Save button.

Changing Extranet Users and Groups

1. To change the users and/or groups that have access to the Extranet, click on the
Members tab in the Create Extranet screen.
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2.

* The Members screen displays:

Basic Info

Ul/Features

Del
Add

Del
Add

Del
Add

Mew (External) Users

Existing Users

............................................................... |
[~
Existing Groups
............................................................... |
Trainers (Trainers)
SWPs (Sales WPs)
[~
. (Januwsm Dlane) ..........................
admin [, admin)
torm (Brody, Tam)
hob (Bierly,Baob) d

Save

Changing Extranet Users and Groups

If you wish to add anew user to this Extranet (one that does not already exist in the

system), click on the Add button under New (External) Users.
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Changing Extranet Users and Groups

» The New Extranet User screen displaysin a separate window:

New Extranet User

Lser 10 |

Password |

Confirrnation |

First name |

Last name |

Email |

Add User |

Enter the user information in the appropriate fields.

Click on the Add User button.

Repeat Steps Step 3 and Step 4 for each new user.

Click on the close box x| to close the New Extranet User window.

e Theuser names display in the New (External) Userslist in the Members tab.

7. If you want to add one or more existing groups as members of the Extranet, click on
the Add button under Existing Groups.

e The Search Groups screen displays in a separate window:

o 0k~ w

Search Groups

|Gr|:|up n] ;I ||:|:|ntains ;I | Submit |

8. Enter your search criteria.
9. Click on the Submit button.
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» The search results display:

Changing Extranet Users and Groups

Search Groups

Add
Add
Add
Add
Add
Add
Add
Add
Add
Add
Add
Add
Add

;Grnup N

_j_! icnntains _v_i I

Zroup 1D Zroup Mame

Allsales Sales Team

Trainers Trainers

SVPs Sales VPs

FedMet Fed Company Extranst
intranst Intranet {internal users)
authors Content Publishing

subadmins Account Administration
acctmanagers Account Management
administrators Site Administration

extransts Extranets

external External Users

allusers Authenticated users
anyons All {Auth+MNonauth) users

Submit I

Wyith LI

Yes

Yes
Yes
Yes
Yes

10. Click on the Add link for each user you want to add.
11. Click on the close box %] to close the Search Groups window.
e Thegroup names display in the Existing Groups list for the Extranet.

12. If you want to add one or more existing users as members of the Extranet, click on
the Add button under Existing Users.

* The Search Users screen displays in a separate window:

Search Users

|L|:|gin ] ;I ||:|:|ntains ;II

13. Enter your search criteria.
14. Click on the Submit button.

submit |
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Creating an Extranet Banner

5.30
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» The search results display:

Search Users

|L|:|gin 10 j ||:|:|ntains j I =ubmit |

Login 1D Firstname Lastname
Add  bob Eob Eierly
Add  tom Tom Erody
Add  Jon Jon Livingston
Add  jim Jim Joffrey
Add  gloria Gloria Fear
Add  diane Diane Jdanowslki
Add  chris hris Kraft
Add  david David Zoleman
Add  julie dulie Zallahan
Add  anonymous
Add  admin admin

15. Click on the Add link for each user you want to add.
16. Click on the close box ] to close the Search Users window.

e Theuser names display in the Existing Users list for the Extranet.
17. If you want to delete a user, click on the namein the Existing Users list.
18. Click on the Del button.
19. Click on the Save button.

Creating an Extranet Banner

This procedure places a banner in the top center of the Extranet screen. The banner
can be text and/or an image file. The image file can contain text. The file must be
uploaded to the InfoPortal before the Account Administrator/Manager can placeit in
the Extranet. Text can then be entered below the image; this text can be formatted
using HTML tags.

1. From the Account Administration/Management view, follow the instructionsin
“Finding an Extranet,” page 5.20 to access the Extranet information.




Creating an Extranet Banner

* You can aso click on thelink for the Extranet Name in the Partner Nets window
of the My Portal view:

Partner Nets (3]

EEEWEStem Financial
EEE EastCam
EEEWestCDm

2. Inthe Side Navigation Bar, click on the Edit menu triangle to expand it.
Edit

» Details

# Banner
w |

3. Click on the Banner link.
e The Edit Banner screen displays.

Edit Banner

You can place a banner in the top center of the ProspectMet. The
bianner can be any image file containing any text or image. Select
a banner from any InfoPortal category by clicking the Browse

button below:
Browse |

Add text below the banner by typing it below. (You can set font and
color attributes using HTMWL tags )

<img #% src="images/bannersample. gif* #% border=0= =]

Save |

4. Click on the Browse button to select an image file from the InfoPortal.
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Creating an Extranet Banner

» The Server File Picker window displays:

¥ Server File Picker - Netscape

== home

select |

Click an the image icon the choose the file.

Customer Evaluations

Sales

Shared Documents
Training

1330

o
=

@ EastCom Banner
‘@l EastCom Logo
‘@ WestCom Banner
‘@ WestCom Logo
‘@ aly_logo_smhariz. gif
glyphica
B Glyphlog.jpg
T index html
W ip_logo_smwt. gif
& ==

5. Click ontheimagefileicon to select it.
» Clicking on thetitle link displaysthe image.
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Creating an Extranet Banner

The path and filename display in the text box at the top of the Server File Picker

window.

¥ Server File Picker - Netscape

== home

fEastcomBanner . gif

Click an the image icon the choose the file.

£+ Customer Evaluations

£ Bales

£+ Shared Documents

£+ Training

‘8 EastCom Banner

‘@l EastCom Logo

‘@ WestCom Banner

‘@ WestCom Logo

‘@ aly_logo_smhariz. gif
glyphica

B Glyphlog.jpg

T index html

W ip_logo_smwt. gif

& ==

select |

6. Click on the Select button.
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Creating an Extranet Banner

» The path and filename display in the text box at the bottom of the Edit Banner
screen.

Edit Banner

You can place a banner in the top center of the ProspectMet.
The banner can be any image file containing any text or
Image. Select a banner from any InfoPortal categony by
clicking the Browse button below:

Add text below the banner by typing it below. (You can set
font and color attributes using HTMWL tags.)

<img #% src=/EastcomBanner. gif #% border=0z> =

Save |
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Modifying the Extranet Banner

7. To add text below the banner image (or to use text only instead of an image), enter
the text in the text box at the bottom of the Edit Banner screen. Enclose thistext in
HTML tagsto get the appropriate formatting.

Edit Banner

You can place a banner in the top center of the ProspectMet.
The banner can be any image file containing any text or
Image. Select a banner from any InfoPortal categony by
clicking the Browse button below:

Browse

Add text below the banner by typing it below. (You can set
font and color attributes using HTMWL tags.)

<img #% src=/EastcomBanner. gif #% border=0z> =
<H1=Welcame to the EastCom Portal</H1=

Save |

8. Click on the Save button.
¢ A confirmation message displays.

Your request has been submitted.

Modifying the Extranet Banner

This procedure changes the existing banner text and/or image that has been placed in
an Extranet.

1. From the Account Administration/Management view, follow the instructionsin
“Finding an Extranet,” page 5.20 to access the Extranet information.
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Modifying the Extranet Banner

* You can aso click on the link for the Extranet Name in the Partner Nets window
of the My Portal view:

Partner Nets (3]

EEEWEStem Financial

EEE EastCam

EEEWestCDm

2. Inthe Side Navigation Bar, click on the Edit menu triangle to expand it.
Edit

» Details

# Banner

3. Click on the Details link.
e The Edit Banner screen displays.

Edit Banner

You can place a banner in the top center of the ProspectMet.
The banner can be any image file containing any text or
Image. Select a banner from any InfoPortal categony by
clicking the Browse button below:

Erowse |

Add text below the banner by typing it below. (You can set
font and color attributes using HTMWL tags.)

<img #% src=/EastcomBanner. gif #% border=0z> =
<H1=Welcame to the EastCom Portal</H1=

Save |

4. |If you want to select adifferent imagefile, click on the Browse button.
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» The Server File Picker window displays:

¥ Server File Picker - Netscape

== home
Click on the image icon the choose the file.

£+ Customer Evaluations

£ Bales

£+ Shared Documents

£+ Training

‘@ EastCom Banner

‘@l EastCom Logo

‘@ Mew EastCom Banner

‘W Mew EastCom Logo

‘@ WestCom Banner

‘@ WestCom Logo

‘@ aly_logo_smhariz. gif
glyphica

B Glyphlog.jpg

T index html

W ip_logo_smwt. gif

& ==

select |

5. Sdect theimagefile.

Modifying the Extranet Banner
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Modifying the Extranet Banner

» The path and filename display in the text box at the top of the Server File Picker
window.

¥ Server File Picker - Netscape

== home

fEastcomBannerNew. gif select |

Click an the image icon the choose the file.

£+ Customer Evaluations

£ Bales

£+ Shared Documents

£ Training

‘@ EastCom Banner

‘@l EastCom Logo

‘Ml Mew EastCom Banner

‘@ MNew EastCom Logo

‘@ WestCom Banner

‘@ WestCom Logo

‘@ aly_logo_smhariz. gif
glyphica

B Glyphlog.jpg

T index html

W ip_logo_smwt. gif

& ==

6. Click on the Select button.
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Edit News

« The new path and filename display in the text box at the bottom of the Edit Ban-
ner screen:

Edit Banner

You can place a banner in the top center of the ProspectMet. The
baanner can be any image file containing any text or image. Select a
banner from any InfoPortal category by clicking the BErowse button

below:
Browse |

Add text below the banner by typing it below. (You can set font and
color attributes using HTMWL tags )

<img #% src="/EastcomBannerflew. gif" #% border=0> =]
<H1=Welcame to the EastCom Portal</H1=

Save |

7. If you want to change the HTML text and/or formatting, highlight the appropriate
part in the text box at the bottom of the Edit Banner screen.

8. Make the appropriate changes.
9. Click on the Save button.
» A confirmation message displays:

Your request has been submitted.

Edit News

This procedure adds a text message to the Extranet home screen. Users see this screen
when they first log on to the Extranet. The message defaults to normal text, but the
Account Administrator/Manager can format it using HTML tags.

1. From the Account Administration/Management view, follow the instructionsin
“Finding an Extranet,” page 5.20 to access the Extranet information.
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Edit News

* You can aso click on the link for the Extranet Name in the Partner Nets window
of the My Portal view:

Partner Nets (3]
EEEWEStem Financial

EEE EastCam
EEEWestCDm

2. Inthe Side Navigation Bar, click on the Edit menu triangle to expand it.
Edit

» Details

# Banner
w M

3. Click onthe Newslink.
The Edit News screen displays:

Edit News

Add a message, news, or important point to the Prospectiet.
Type the text of your message below. This message can be
updated as frequently as you desire. (The message will default
to normal text, but you can use HTML tags to change color, size,
or appearance of the message )

-

. of
Sawve |

Quick Help--select and copy these tags to add emphasis to your

message:
Eold: <b= your message here </b=

Font: =font face=arial size=-1=your message here <ffont=
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Adding a Logo to the Extranet

4. Enter text inthetext box at the bottom of the Edit Banner screen. Enclosethistextin
HTML tagsto get the appropriate formatting.

5. Click on the Save button.
» A confirmation message displays:

Your request has been submitted.

Adding a Logo to the Extranet
The Account Administrator/Manager can add a company logo to the Extranet. This
logo will display in the upper right-hand corner of all Extranet pages. Thelogo file can
be either GIF or JPEG format. The size limit is 50 pixels high._ There seemsto bea
pixel width limit aswell; what isit? The logo file can be located either on aloca hard
drive or on the InfoPortal.
1. From the Account Administration/Management view, follow the instructionsin
“Finding an Extranet,” page 5.20 to access the Extranet information.
* You can aso click on thelink for the Extranet Name in the Partner Nets window
of the My Portal view:

Partner Nets (3]
EEEWEStem Financial

EEE EastCam
EEEWestCDm

2. Inthe Side Navigation Bar, click on the Edit menu triangle to expand it.
Edit

» Details
# Banner

® Mewns

3. Click onthe Logo link.
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Adding a Logo to the Extranet

» The Change Logo screen displays:

Change Logo

Fersonalize the ProspectMet for your prospect. Select their logo
from your local machine to have it appear on the FrospectMet. The
logo will appear on all of the pages in the FrospectMet. The logo file
canbe a gif or jpeqgfile but needs to be 50 pixels high {or smaller).
To look at the results after you save the logo, click on View as
Customer.

Flease select the new logo image file from infoF ortal:

Flease select the new logo image file from your local drive:

| Browse... |
Save |

Quick Help:

You can take the prospect's logo from their VWeb site by right
clicking your mouse on the image and saving it to your computer.
Images saved in this way will wiork perfectly for the Prospectiet.

4. Click on the appropriate Browse button, depending on whether you want to select
the logo file from the InfoPortal or from your local hard drive.
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Adding a Logo to the Extranet

» |f you are selecting from the InfoPortal, the Server File Picker window displays:

¥ Server File Picker - Netscape

== home

select |

Click an the image icon the choose the file.

Customer Evaluations

Sales

Shared Documents

Training

1000

o
=

@ EastCom Logo
‘@ WestCom Logo
‘@ aly_logo_smhariz. gif
glyphica
B Glyphlog.jpg
T index html
W ip_logo_smwt. gif
1 ‘I
=0

e If you are selecting from your local hard drive, the File Upload window displays.
File Upload EHE
ook [ Lo B EEE

E aztcomlogo. gif
E E aztcomLogoM ew. qif
EWestmmLDgD.gif
E; WWestcomlogo, jpg

File name: Open

[ Oeen |
Cancel |

Filez of type:

5. Select thelogofile.

6. Click on the Select button in the Server File Picker window; click on the Open but-
ton in the File Upload window.
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Changing the Extranet Logo

» The path and filename display in the appropriate text box of the Change Logo
screen:

Flease select the new logo image file from your local
drive:

Save |

7. Click on the Save button that is below the text box where the path and filename dis-

play.
» A confirmation message displays:

Your request has been submitted.

Changing the Extranet Logo
This procedure changes the image file that displays in the upper right-hand corner of

all Extranet pages.

1. From the Account Administration/Management view, follow theinstructionsin
“Finding an Extranet,” page 5.20 to access the Extranet information.

You can aso click on the link for the Extranet Name in the Partner Nets window

of the My Portal view:

Partner Nets (3]

EEEWEStem Financial

EEE EastCam
EEEWestCDm

2. Inthe Side Navigation Bar, click on the Edit menu triangle to expand it.

Edit

» Details

# Banner

3. Click ontheLogo link.
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Changing the Extranet Logo

» The Change Logo screen displays:

Change Logo

Fersonalize the ProspectMet for your prospect. Select
their logo from your local machine to have it appear on the
FrospectMet. The logo will appear on all of the pages in
the Prospectiet. The logo file canbe a gif or jpeqg file but
needs to be S0 pixels high {or smaller). To look at the
results after you save the logo, click on View as Customer.

Flease select the new logo image file from infoF ortal:
|fe}{tranetIEaStCDmfprivateIEastcnangn.gif

Browse. .

Flease select the new logo image file from your local
drive:

| Browse... |
Save |

Quick Help:

You can take the prospect's logo from their Web site by
right clicking wour mouse on the image and saving it to
your computer. Images saved in this way will worl
perfectly for the FrospectiMet.

4. Click on the appropriate Browse button, depending on whether you want to select
the logo file from the InfoPortal or from your local hard drive.
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Changing the Extranet Logo

» |f you are selecting from the InfoPortal, the Server File Picker window displays:

¥ Server File Picker - Netscape

== home

select |

| Click on the image icon the choose the file.

Customer Evaluations

Sales

Shared Documents

Training

1000

o
=

@ EastCom Logo

‘@ MNew EastCom Logo

‘@ WestCom Logo

‘@ aly_logo_smhariz. gif

glyphica

B Glyphlog.jpg

T index html

W ip_logo_smwt. gif
| ==

» |f you are selecting from your loca hard drive, the File Upload window displays:
File Upload EHE
T EEEE=

E aztcomlogo. gif
E E aztcomLogoM ew. qif
EWestmmLDgD.gif
E; WWestcomlogo, jpg

File name: Open

[ Oeen |
Cancel |

Filez of type:

5. Sdect thelogo file.

6. Click on the Select button in the Server File Picker window; click on the Open but-
ton in the File Upload window.
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» The path and filename display in the appropriate text box of the Change Logo
screen:

Flease select the new logo image file from your local drive:
|D:RGuide UserMewinfoPortalBook\Graphics\logos\Eastcoml | Browse... |

Save |

7. Click on the Save button that is below the text box where the path and filename dis-
play.
» A confirmation message displays:

Your request has been submitted.

Sharing Documents

The Account Administrator/Manager can select InfoPortal documents to be shared
with all the Extranets on the InfoPortal. This procedure selects documents aready in
the Shared Documents folder so that your Extranet users can access them. (To add
documents to the folder, see “ Creating a Shared Documents Folder,” page 5.23.) This
feature saves time and space, since the files to be shared are uploaded only onceto a
central folder, rather than to separate folders on each Extranet.

1. From the Account Administration/Management view, follow the instructionsin
“Finding an Extranet,” page 5.20 to access the Extranet information.

¢ You can aso click on the link for the Extranet Name in the Partner Nets window
of the My Portal view:

Partner Nets (3]

EEEWEStem Financial

EEE EastCam
EEEWestCDm

2. Inthe Side Navigation Bar, click on the Documents menu triangle to expand it.

Docurments

# Shared

# Custom

3. Click on the Shared link.

Sharing Documents
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Sharing Documents

» The Shared Documents screen displays. If no documents have been put in the
Shared Documents folder, the screen looks like this:

Shared Documents for WestCom

‘ Mo items avallable now

Update | checked items are part of WestCom

» To add documentsto the folder, see “ Creating a Shared Documents Folder,” page
5.23.

¢ If documents have been put in the Shared Documents folder, the screen looks
likethis:

Shared Documents for WestCom

fShared Documents 5

fShared Documents/FirstAmSuccesStory. pdf pdf
fShared Documents/prodbroc. pdf

fShared Documentsiells ReleaseFINALA 16 pdf
fShared Documents/internetVorlds 7 PDF

[ I I B B
g EEE E

fShared Documents/infoPortalF QandA pdf

Update | checked items are part of WestCom

4. Click inthe check box to the left of the Shared Documents folder if you want the
entire folder’s contents to be seen by your Extranet users. Otherwise, click in the
check box to the | eft of each document you want them to see.

5. Click on the Update button.
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Custom Documents

* When userslog onto the Extranet, they will see links to these shared documents
in awindow:

Welcome to the WestCom Portal

The EastCom Drnston will be wsiting us the week of September 20

# Product Brochure for InfoP'ortal 3
&l Installation for Windows MT 4.0 Servers

Custom Documents
The Account Administrator/Manager can select InfoPortal documents that are seen
only by the users of a specific Extranet. This procedure places documentsinto a
private folder so that only the Extranet users can access them.
1. From the Account Administration/Management view, follow the instructionsin
“Finding an Extranet,” page 5.20 to access the Extranet information.
You can aso click on the link for the Extranet Name in the Partner Nets window

of the My Portal view:

Partner Nets (3]

%Weatern Financial

!E; EastCam
!gyWestCDm

2. Inthe Side Navigation Bar, click on the Documents menu triangle to expand it.

Docurments

3. Click on the Custom link.
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Custom Documents

5.50 InfoPortal

» The Custom Documents screen displays:

Custom Documents for WestCom

Mo items avallable now

Remove selected items Add More

4. Click onthe Add More button.
» The Server File Picker window displays:

¥ Server File Picker - Netscape
== home
Add
Click an the image icon the choose the file.
£+ Customer Evaluations
£ Sales
£+ Shared Documents
£+ Training
‘@ EastCom Banner
‘@l EastCom Logo
‘@ Mew EastCom Banner
‘@ MNew EastCom Logo
‘@ WestCom Banner
‘@ WestCom Logo
‘@ aly_logo_smhariz. gif
glyphica
B Glyphlog.jpg
T index html
W ip_logo_smwt. gif
& ==

5. Click onthefileicon to select it. If thefile is located within a category folder, click
on the folder title link to display its contents, then click on the fileicon.

» Thefilename displaysin the text box.
e Clicking on thetitle link displays the contents of thefile.
6. Click on the Add button.
¢ Alink tothefileis put into the Shared Documents folder.
7. Repeat Steps Step 5 and Step 6 until al files are added.
8. Click on the close box ] to close the Server File Picker window.




Viewing the Extranet Directory

» Thefilename displays in the Custom Documents screen and a confirmation mes-
sage displays above the screen.

fMraining/MTinstallation. fm has been added

Custom Documents for WestCom

™ & /Training/NTinstallation. fm ‘

Remove selected items Add More

* When userslog onto the Extranet, they will see links to the document in awin-
dow:

Welcome to the WestCom Portal

The EastCom Drnston will be wsiting us the week of September 20

# Product Brochure for InfoP'ortal 3
#] Q&A for InfoPartal 3
&l Installation for Windows MT 4.0 Servers

Viewing the Extranet Directory

This procedure displaysthe Extranet’sfile and folder directory structure. It isthe same
as the Content Publisher List view (see “Content Publishing Content Area,” page
3.11). Each Extranet has a private folder that contains files used solely by that
Extranet, such as logo, news, and banner files.

1. From the Account Administration/Management view, follow the instructionsin
“Finding an Extranet,” page 5.20 to access the Extranet information.
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View as Customer

5.52
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You can aso click on the link for the Extranet Name in the Partner Nets window
of the My Portal view:

Partner Nets (3]

%Weatern Financial

!E; EastCam
!gyWestCDm

2. Inthe Side Navigation Bar, click on the View As menu triangle to expand it.

“iew as

# hMlanager

# Customer

3. Click on the Manager link.
» The Extranet Directory screen displays:

hotme : extranet : WestCom

' »WestCom
WestCom

' L private
Name —— [Twe ] Lockeaby

View as Customer
This procedure displays a graphical view of the Extranet. This shows exactly what
external userswill see when they log in to the Extranet.

1. From the Account Administration/Management view, follow theinstructionsin
“Finding an Extranet,” page 5.20 to access the Extranet information.




Monitoring Extranet Activity

* You can aso click on thelink for the Extranet Name in the Partner Nets window
of the My Portal view:

Partner Nets (3]
EEEWEStem Financial

EEE EastCam
EEEWestCDm

2. Inthe Side Navigation Bar, click on the View As menu triangle to expand it.

# Customer

3. Click on the Customer link.
» The Extranet Home Page displays:

&

Welcome to the EastCom Portal

InfoP ortal Traming i1z scheduled for Oct. 4-6.

&l Product Brochure for InfoPartal 3
dl D&A for InfoPortal 3

Monitoring Extranet Activity

This procedure displays a screen from which the Account Administrator/Manager can
view the creation and modification statistics for the Extranet. By clicking on the Audit
View Event button, the Account Administrator/Manager can start/stop entries logged
when Extranet documents are being viewed.

1. From the Account Administration/Management view, follow the instructionsin
“Finding an Extranet,” page 5.20 to access the Extranet information.
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Monitoring Extranet Activity

You can aso click on the link for the Extranet Name in the Partner Nets window

of the My Portal view:

Partner Nets (3]

EEEWEStem Financial

EEE EastCam
EEEWestCDm

2. Inthe Side Navigation Bar, click on the Activity menu.

I who
[T admin

I tom

[T admin

[T admin

3. Tobeginincluding entries for documents viewed on the Extranet, click on the Audit

Activity

The Extranet Activity screen displays:

WestCom

Remove Selected Records | Audit Wiew BEvent

from what

205.86.239.42 Extranet WestCom modified

fextranetMVestComdfag_doc html

created

205.86.239.42 Extranet WestCom modified

205.86.239.42 Extranet WestCom created

Remove Selected Records Audit Wiew BEvent

when

Tuesday,
August 31,
1999
13:46:55

Tuesday,
August 31,
1999
13:44:50

Tuesday,
August 31,
1999
13:59:05

honday,
August 30,
1999
11:09:30

Event entries are listed with the most recent event displayed first.

What types of events are displayed?

View Event button.
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* The button title changes to Disable Auditing View Event. From that point on,

InfoPortal logs statistics when Extranet documents are viewed.

WestCom

Remaove Selected Records | Dizable Auditing %iew Event

I who
I bob

[T admin

I tom

[T admin

[T admin

from

206.66.235 .42

206.66.235 .42

206.66.235 .42

206.66.235 .42

Remove Selected Records

what

fextranetMVestComffag_doc html
viewed

Extranet WestCom modified

fextranetMVestComffag_doc html

created

Extranet WestCom modified

Extranet WestCom created

when

Tuesday,

August 31,

1999
13:57:48

Tuesday,

August 31,

1999
13:46:55

Tuesday,

August 31,

1999
13:44:50

Tuesday,

August 31,

1999
13:55:06

honday,

August 30,

1999
11:09:30

Dizable Auditing %iew Event

» InfoPortal does not log aview event when:
- A shared document is viewed
- A Discussion Group is opened

- A Mailbox is opened

4. To stop logging view events, click on the Disable Auditing View Event button.

5. Toremove records from the log, click in the check box to the left of each entry you

wish to delete.
6. Click on the Remove Selected Records button.
¢ Therecords are removed from the screen._|s this removal permanent?

Removing an Extranet

This procedure allows the Account Administrator to remove an existing Extranet from

the system. Thisremoves al files for the selected Extranet in the InfoPortal Extranet

directory.

(Thisfeature is not available to Account Managers.)

1. From the Account Administration view, follow the instructionsin “Finding an
Extranet,” page 5.20 to access the Extranet information.

Removing an Extranet

InfoPortal 5.55



Sending Mail to Extranet Members

* You can aso click on the link for the Extranet Name in the Partner Nets window
of the My Portal view:

Partner Nets (3]

EEEWEStem Financial

EEE EastCam

EEEWestCDm

2. Inthe Side Navigation Bar, click on the Remove menu.

Rermove

» The Remove Extranet screen displays.

Removing Extranet Western Financial

W Eemove all files under content root? (fextranetestern®%20Financial)

Femaoye |

3. Click on the Remove button.
« A confirmation message displays:

206.86.239.42 - [JavaScript Application] [E3

@ Click OF. to confirm Remove.
Eancell

4. Click onthe OK button.

Sending Mail to Extranet Members

This procedure lets the Account Administrator/Manager send email messages to the
members of an Extranet. The Account Administrator/Manager enters the message text
one time, then selects recipients from an automatically-generated list of Extranet
members.

1. From the Account Administration/Management view, follow the instructionsin
“Finding an Extranet,” page 5.20 to access the Extranet information.
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* You can aso click on thelink for the Extranet Name in the Partner Nets window

of the My Portal view:

Partner Nets (3]

EEEWEStem Financial

EEE EastCam
EEEWestCDm

2. Inthe Side Navigation Bar, click on the Send Mail menu.

Send Mail

* Thelist of recipients displays:

Sending Mail to Extranet Members

[T UserlID First name Last name Email

I gloria Gloria FPear gloria@hormstop. com
T julie Julie Callahan julie@harnstop. com
M david David Coleman david@glyphica.com
T julie Julie Callahan julie@harnstop. com
I admin admin TED

[ diane Diane Janowski diane@@hornstop. com
[T chris Chris Kraft chris@@hornstop. com
™ bod Bud Hawking hawkifwestcom. com

3. Click inthe check box for each member you to which you want to send your mes-

sage.
4. Click onthe Message tab link.
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Sending Mail to Extranet Members

* TheMessage tab displays:

Recipients Message

Subject
IUechme to ProspectMNets WestCom
Message
Click the link below tTo enter ;I

http://206.86.239.42/ infoportal/ ?extrane

l | _'I;I
Send |

5. Enter asubject linein the Subject field.
6. Enter the message text in the Message field.
7. Click on Send.
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