Introduction

My Portal

Introduction

After you log in, the system takes you to My Portal, a personalized view of your
portal. This view allows you to customize what information is displayed to you upon
entering the system; it isa"control panel” into the content of the system.
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You log in and out from the My Portal screen. From there you can navigate to the
Content Publishing, Site Administrator, Account Administrator, or Account

Management screensif you have access (you see only those functions to which you
have access).

Interface Description

The My Portal view contains the following features:

e Side Navigation Bar
* Top Navigation Bar
* Content Area

The MyPortal section of the InfoPortal 3.0 users manual isdivided into two sections: a
functions overview of the capabilities of the MyPortal view, and then a detailed
"MyPortal Tasks" section which will lead users through the tasks associated with
operating each function.
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My Portal Side Navigation Bar

My Portal Side Navigation Bar
The Side Navigation Bar islocated on the |eft-hand side of
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the My Portal screen.

The Side Navigation Bar contains the following elements:

o Edit Link

* LogOut Link

* My Contacts Button
» ToDo List Button

e Login Information

Thefollowing table lists the elementsin the Side Navigation
Bar, adescription of each, and where you can find the
relevant user manual sections for step-by-step instructions.

Menu Item

Description

Associated Tasks

Displays screens in which you can
change your user information.You
can change everything except your
User ID. (User IDs are unique and
cannot be changed, even by the Site
Administrator.)

Ends your InfoPortal session under
the current user ID. Since access
control is set up according to the
user ID profile, you may need to log
out as a user, then log in as an
account manager or account admin-
istrator to get access to certain fea-
tures as well as documents and
folders.

« “Editing Your Personal
Profile,” page 2.11

e “Logging Out,” page 2.16
e “Logging In,” page 2.16
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Menu Item (Cont.) Description

Associated Tasks

Displays the My Contacts

— i

( My fﬂ"tﬂfts:'l screen, where you can create and
maintain a shared or private con-
tact database.

) Displays the My ToDo List screen,
(:ﬁ ToDa List ,:' where you can create a list of to-do
S items.

Displays the current user ID logged
onto the machine, as well as the
login date.

* “Selecting an Address

Book,” page 2.17

e “Creating a Contact,” page

2.18

“Viewing a Contact,” page
2.20

“Editing Contact Informa-
tion,” page 2.22

“Filing a Contact,” page
2.24

“Sharing a Contact,” page
2.26

“Sorting a Contact List,”
page 2.29

“Searching for a Contact,”
page 2.30

“Importing Contact Lists,”
page 2.34

“Exporting Contact Lists,”
page 2.36

“Viewing the ToDo List,”
page 2.38

“Creating a ToDo List
Item,” page 2.39

“Editing a ToDo List Item,”
page 2.41

“Stopping a ToDo List
Reminder,” page 2.42
“Deleting a ToDo List
Item,” page 2.43

Read-only information; no
associated tasks.

Top Navigation Bar

(Yrerresh @ sEARcH PHELP @ sHow [SENENESAENINN j‘

See “Top Navigation Bar,” page 1.3 for adescription of the Top Navigation Bar.

My Portal Content Area

The My Portal Content Areaislocated in the main area of the browser window. This
Content Areaiswhere almost all activity occurs. Here you can monitor content in the

Top Navigation Bar
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My Portal Content Area

system, be alerted to documents for review, get notices of tasks due, and accessto
content, discussion groups, and emails.
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The Personal Profile Content Area can contain four or more windows, depending on
the profile set up for you by the System Administrator. The following are examples:

e Partner Nets

e Projects

¢ Contents

*  Market News

* Document Review Process
e Desktop Reminders

e Subscriptions
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Partner Nets Window

Partner Nets Window

The Partner Nets window contains links to Extranets on the InfoPortal. This window
only appears if an Extranet was created by you, or you have been granted rights to an
Extranet by someone else.

Projects Window

The Projects window displays alist of linksto folders or documents that you have
selected. Each link is a shortcut to the item so you do not have to navigate through the
entire site structure to get to it.

Projects (1) a

T Proposals 1

When you click on the box =, totheright of the Projects window title bar, the list is
hidden from view and the box changes to [2]:

If you click on the [8] box, the list re-expands.

When thelist is hidden, a number in parentheses displays next to the title to tell you
how many documents are in the list when the list items are hidden.

To access the content, simply click on the link title of the item you want to view. You
will be taken to the Content Publishing Content Area.

You can aso add items to thiswindow. Thisis done in the Content Publishing view.
See “Adding an Item to your My Portal Window,” page 3.15 for details.

When you click on the Remove Box [ to the right of the document name, the
following message displays.

Microzoft Internet Explorer |

@ R ermove from folder?
Eancell

When you click on the OK button, theitem is removed from the Projects folder.
However, theitem is not deleted; it remainsin its original location on the server. Itis
simply no longer displayed in your view.
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Document Review Process Window

2.6

InfoPortal

Document Review Process Window
The Document Routing Process window contains two areas:

e Sent for review: refersto documents you send to reviewers that you choose.
« Awaiting my approval: refers to documents that others want you to review.

Document Review Process - |

w  Sent for review (1)
+ Please review and commment fShared Documentsfprodbroc. pof

w  Aweaiting my approval (2)
+ Please review and comrment /Systerm enhancerment request doc
+ Please review and comment frainingfag doc. html

When you click on the box - to the right of the title bar, both area lists are hidden
from view and the box changes to [2].

Document Review Process ]

If you click on the [8] box, the lists re-expand.
When you click on the triangle to the left of the areatitle, the list is hidden from view.

Document Review Process - |

B Sent for review (3)
B Aweaiting my approval (0)

A number in parentheses displays next to thetitleto tell you how many documents are
in the list when the list items are hidden. If you click on the triangle, thelist re-
expands.




Desktop Reminders

When the list is expanded, links display for each document in the review process.
Clicking on alink displays the Status’Comments information for the document:

COTR Connenis

URI
{Glyphlog. jpgy

Status
Mext person to review : ken

Title

Please review and comment /Glyphlog.jpg

Description

Your Comments

Submit |

People (click to send email)

o ken (next to review)
s admin

The Status tab isalink that displays the information you see above. The Comments
tab isalink that displays the comments from reviewers:

Status Comments

——————— Tuesday, Octoker 05, 1999 146:16:52 ———————-
ken:
The logo looks great. Go ahead with ic.

To begin adocument review, see “ Start Review of a Document,” page 3.20.

Desktop Reminders

When you create a ToDo List item, you can schedule a Desktop Reminder for the
item. The system displays the reminder in this window:

Desktop Reminders [ 1) a
Name Contact Type Scheduled Time  Description
Wieakly Status Meeting 0847 fri 12:00 Frant Conference Room

Clicking on the link in the Name column takes you to the To Do List Item details.
To add a ToDo List Reminder, see “Creating a ToDo List Item,” page 2.39.
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Subscriptions Window

Subscriptions Window

You can monitor folders and documents on the server for changes that occur. When
the folder or document is modified, you get notification in this window.

Subscriptions (1]

A new discussion itern nammed subscription has been added on 19990907
11:35:57 by admin

To subscribe to an item, see “ Subscribing to a Document or Folder,” page 3.75.

My Contacts

When you click on the My Contacts button, the Contacts screen displays:

Shared Groups to Wiew:

[ My Cantacts | El

All Business Personal General Linfiled
Contacts

Last Name | First Name Work # Email
Wiew/Edit | Add | Femaowve | Impor/Expart |

WEOCPEEEMADOX®OMOMOPOACOUVBX®DVD

Part of Name or Email or Company:

I— Search |

Part of Notes:

I Search MNotes |

The Contacts screen contains three areas:

* Address Book Selector
* Contact List
* Contact Search

2.8 InfoPortal




Address Book Selector

The Address Book Selector areais a drop-down list from which you can select a
contact list:

Shared Groups to Wiew:

M Contacts - EI

Content Publishing
Sales WPs

Trainers
Documentation
Western Financial
EastCorn

WastCorm

Account Administration
Account Management
System

Authenticated users
All (Auth+Monauth) users
Sales Force

Extranets

Each group and extranet created in the system has a corresponding Address Book.
Each user has their own Address Book titled My Contacts.You can share contact
information with others or keep it private in the My Contacts address book. The
address books you can see and work with are set up by your Site Administrator.

Contact List
The Contact List areais where you view and work with address book entries.

All Business
Contacts
Last Name | First Name

Farzonal

General

Unfiled

Work # Email

‘v’iewadit| Add| F’iemwel ImporyExport |

Button

Description

Associated Tasks

View/Edit

Add

f)isplays the Contact Information
screen, where you can view the details
for an existing contact record.You can
edit the details and/or add notes. When
you modify a contact record that is
shared with other groups, the record is
also updated in the other groups’
address books.

Displays a blank Contact Information

form, where you can enter the details
for a new contact record.

. ‘TViewing a Contact,” page
2.20

» “Editing Contact Informa-
tion,” page 2.22

» “Creating a Contact,”
page 2.18

Address Book Selector
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Contact Search

2.10
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Button Description Associated Tasks
Remove Deletes the information for an existing » “Deleting a Contact
contact record in the current address Record,” page 2.32

book only. If you shared the contact
with other groups, the contact entry
remains intact in the other groups’
address books.

Import/Export Displays the Import and Export screen, ¢ “Importing Contact Lists,”
where you can import and export con- page 2.34
tact records to and from the following » “Exporting Contact Lists,”
applications: page 2.36

» Microsoft Outlook (.CSV files)
« Palm Desktop (.ABA files)
« Yahoo! (.CSV files)

When you add a new contact, you have the option of filing the contact record under
one of four category tabs:

* Business
* Persond
»  Genera

«  Unfiled (default)

Click on the tab to display the entriesfiled there. Click on the All Contacts tab to
display al entriesin the Business, Personal, General, and Unfiled categories
combined.

You can sort the displayed contact records by Last Name, First Name, or Company
name:

Last Hame | First Name Company

Click on thelink to sort by that field. The sorted display remains only during the
current viewing session; when you view the screen again, it reverts to the default sort
by Last Name.

Contact Search

The Contact Search arealets you search for contacts in three ways:
e By Last Name, aphabeticaly

* By Keyword in Name, Email address, or Company name
By Keyword in Notes

0160]610IG1GI0I0I010IGIGIOIOIEIGIOIOIOIGIOIUI VIGO0,

Part of Name or Email or Company:
| Search |

Part of Hotes:
| Search MNotes |




My ToDo List

If you have alarge list of entriesin the Contact List, this feature helps you find a
contact more quickly by further narrowing down the displayed list of entries. It can
also help if you need to find a contact but can’t remember the category in which you
filed it.

My ToDo List
When you click on the My ToDo List button, the My To Do List screen displays:

My To Do List Thursday, August &, 19599

Name Type Scheduled Time Description Expired
Add Femowe kadify otop

Here you can create, modify, and delete reminders for yourself. You can set up these
reminders to come to you viathe InfoPortal desktop or email.

Button Description Associated Tasks
Add f)isplays the Add an Item screen, » “Creating a ToDo List
where you can create a reminder, con- Item,” page 2.39

figure the delivery method, and sched-
ule delivery will occur.

Remove Removes an existing ToDo List item » “Deleting a ToDo List
from the My To Do List screen. Item,” page 2.43

Modify Displays the details of an existing ToDo < “Editing a ToDo List Item,”
List item, so you can edit the informa- page 2.41
tion in it.

Stop Stops the delivery of future reminders » “Stopping a ToDo List
from an existing ToDo List item. Reminder,” page 2.42

My Portal Tasks

This section of the manual will explain in detail the steps required for each function
within the MyPortal view.

Editing Your Personal Profile

Once the Site Administrator adds you as a user in the system, you can change certain
itemsin your personal profile.

Click on the Edit icon in the Side Navigation Bar.
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Changing Your Password

212

InfoPortal

* TheUser screen displays:

Basic Info I Basic Info 1l Profiles Groups
Userid
julie
Password

Password Confirmation

Save Remove

You can edit only your password in the Basic Info | tab. You can edit all the
information in the Basic Info 11 and Profilestabs. You can only set the default group in
the Groups tab (you may not add yourself to other groups.)

Changing Your Password
You can edit only your password in the Basic Info | tab. You cannot change your User
ID (This can not even be done by the Site Administrator because al User IDs are
unique).
1. Enter the new password in the Password field.
2. Enter the password again in the Password Confirmation field.
3. Click Save.
e A confirmation message displays.

Lser julie has been updated

click here to modify it.

Changing Your Name and Email Address
You can edit all the information in the Basic Info |1 tab.

1. Click ontheBasic Infoll tab.




Adding and Deleting Profiles

e Thename and email fields display:
Basic Info | Basic Info Il Profiles Groups

First name
[Julie

Last name
|Ca|lahan

Email
|ju|ie@glyphicalcnm

Save

2. Enter your changesin the appropriate field.
3. Click Save.
» A confirmation message displays:

Lser julie has been updated

click here to modify it.

Adding and Deleting Profiles

You can edit all theinformation in the Profiles tabs. This procedure lets you configure
which Profile windows display in your My Portal Content Area. Profiles are the
"trays' you seein the MyPortal view, and vary greatly across InfoPortal installations.
Your available profiles may be different from those shown in these examples.

1. Click on the Profilestab.
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Changing Your Default Group

2.14

InfoPortal

» The Profiles screen displays:
Basic Info | Basic Info 1l Profiles Groups

Create the following profiles

Projects =] Projects =]
Add harket Mews

o el o

Save

To add a profile, click on the profile namein the right-hand scroll box.
Click on the Add button.

To delete a profile, click on the profile name in the left-hand scroll box.
Click on the Del button.

Click Save.

» A confirmation message displays:

oo~ wWwbd

Lser julie has been updated

click here to modify it.

Changing Your Default Group

You can only set the default group in the Groups tab. The Default Group to which you
are assigned is very important. for example, if your default profileis"Content
Publisher", then when you log in you are taken to the MyPortal view. However, if you
change your default group to be an Extranet group, then upon login you will be taken
to that Extanet and won't be able to get into your MyPortal view. Be very cautious
when changing your default group settings.

1. Click on the Groups tab.




Changing Your Default Group

* The Groups screen displays.

Basic Info . Basic Info Il Profiles Groups

Content Publishing (default)

Sales WPs

Trainers

Documentation

Western Financial

EastCorn

WastCorm

Account Administration

Account Management =i

Set as Default

Save

2. Click on the group name that you want as your default group:

Basic Info . Basic Info Il Profiles Groups

Content Publishing (default)
Sales WPs

Trainers

Documentation

Western Financial
EastCorn

MestCom
Account Administration
Account Management =i

Set as Default

Save

3. Click Set as Defaullt.
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Logging Out

» Theword "(default)" displays next to the group name you selected:

Basic Info . Basic Info Il Profiles Groups

Content Publishing

Sales WPs

Trainers

Documentation

Western Financial

EastCorn

WestCom (default) <e—

Account Administration

Account Management =i

Set as Default

Save

4. Click Save.
* A confirmation message displays:

Lser julie has been updated

click here to modify it.

Logging Out
This procedure logs out of the current user session. Logging out is recommended

when you plan to be away from your computer, because logging out will keep
unauthorized users from using your login ID to access the InfoPortal

1. Click ontheLog Outicon in the Side Navigation Bar.

« A confirmation message displays:

Microzoft Internet Explorer Ed |

@ Pleaze press Ok button to confirm the logout

| Cancel |

2. Click on the OK button.
» Upon logout, the Login screen displays.

Logging In
See “Login Screen,” page 1.1 for instructions.
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Selecting an Address Book
This procedure selects an address book to view the contactsin it.
1. Click onthe My Contacts menu.

-l

£ My Euntacts_‘_:l

(

The Contacts screen displays.

Shared Groups to Wiews:

[ My Contacts =] El

Selecting an Address Book

All Business FPersonal General

Contacts

nfiled

Last Hame | First Name

e/ E it | Addl Femowe | Impor/Export |

Email

@WEOOEEPEADOOLOHPMOPOERODOVWX®DO®

Miscellaneous

Part of Name or Email or Company:
| Search |

Part of Hotes:
| Search MNotes |

2. Select an address book from the drop-down list.
Shared Groups to Wiew:

|M3,f Contacts - EI

3. Click on the Go button.
The address book for your selection displays.

gzrs:%gﬁum'ghmg Persanal General nfiled
Trainers

Documentation | “
Western Financial Cormco jbrockiEcomeo. com
EastCom

WestCarn WestCom ?allahan@weatcnm.cnm
Account Administration EastCom [[onesiieastcom. com
Account hManagement LG ckraftiFwestfin. cam
System Financial

Authenticated users

Al (Auth+Monauth) users ¢.

Sales Force

Eutranets ] ove | hladify | Irmport/Export
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Creating a Contact

Creating a Contact
This procedure creates a new contact record in the current address book.

1. Click onthe My Contacts button in the Side Navigation Bar:

— ks

(' My Euntacts-}

e The My Contacts screen displays:

Shared Groups to Wiew:

by Contacts j El

All Business Personal General Lnfiled
Contacts

Last Hame | First Name Email

iewEdit | Addl Femowve | Import/Expornt |

@EOODEEEEFOOELMMOP@EREDQVWXOD

Part of Name or Email or Company:
| Search

Part of Hotes:
| Search Motes |

2. Click on the Add button.
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3. The Contact Information screen displays:

Contact Information

First Name | m
Last Name | Account# |
Job Title | Email |
Company | Website |
Work # | Assistant |
Fax# | Assistant # |
Cell # | File under [Unfied =]
Home # |
Company Address Home Address
Street1 | Street1 |
Street 2 | Street 2 |
City | City |
State [ Zip | State [ Zip [
Country | Country |
Motes Record Manager

Search in Hotes:

Share Contact with: | j

Save | Cancel |

Enter information in the text fields as appropriate.

Sdlect a category from the File Under drop-down list.

If you wish to enter notes about this contact, click on the Insert Note button.
The Add Note screen displays.

Date: 10/5/1999

Record Manager: ken

Hote: :'

No oA

Back to Contact | Cancel
Add To Do |
8. Enter your text in the Notefield.

9. If youwishto create a ToDo List reminder at thistime, click on the Add To Do but-
ton.

Creating a Contact
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Viewing a Contact

e TheAdd an Item to Your To Do List screen displays. See “Creating a ToDo List
Item,” page 2.39 for instructions on entering information in this screen.

10. Click on the Back to Contact button. this saves your note.
» The Notes field displays the note text you entered:

Hotes BVEYTS Record Manager Note

© 09/20/1999 julie Follow-up on proposal in one week.

Insert Mote Edit Mote

Search in Hotes:

| search |

11. If you wish to share this contact record with another group, click on the Share Con-
tact With drop-down list:

Content Publishing
Sales WPs

Trainers
Documentation
Western Financial
EastCorn

WastCorm

Account Administration
Account Management
System

Authenticated users
All (Auth+Monauth) users
Sales Force

Extranets

Share Contact with: j

Save | Cancel |

12. Select agroup.
13. Click on Save.
14. If you wish to share the contact with more than one group, repeat steps 11-13.

Viewing a Contact

This procedure displays read-only contact information within an address book. You
can, however, add or edit notes for the contact using this screen.

1. Click onthe My Contacts button in the Side Navigation Bar:

-

5 My {ﬂﬂtﬂtts-?,l
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» The My Contacts screen displays:

Viewing a Contact

by Contacts j Go |
All Business FPersonal
Contacts

General

Unfiled

Last Hame | First Name
Alvarez, Jean
Brock, Judy
Cole, David
Dickingon, Paul
Malls, Chris

D0 D00

@

iewEdit | Addl Femowve | Import/Expornt |

Miscellaneous

Part of Name or Email or Company:
| Search |

Part of Hotes:
| Search Motes |

2. Select an address book from the drop-down list if necessary.

3. Navigate to the contact record you wish to change.
4. Click on the radio button to the left of the name:

All ousiness Personal

Ba0-555-1323
818-555-3215
Ba0-555-7E35

Email

jeanf@horme. com

judyighorme. cotn

doi@westcom. com

pdiEicomeco.com

chrisi@netscape. com

WEODEEEOOOR®LOENEEERODOVWXD@

Contacts

General

Unfiled

Last Hame | First Name
Alvarez, Jean
Brock, Judy
Cole, David
Dickingon, Paul
Malls, Chris

D0 D00

@

ViewEdit | Add | Remove |

Import/Expornt |

5. Click on the View/Edit button.

Ba0-555-1323
818-555-3215
Ba0-555-7E35

Email
jeanf@horme. com
judyi@horme com

doi@westcom. com

pdiEicomeco.com

chrisi@netscape. com
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Editing Contact Information

6. The Contact Information screen is displayed:

Contact Information

First Hame |Pau| Mi I_
Last Name |Di|:kin5|:|n Account # I
Joh Title [P Email |pd@comeo.com
Company |C|:|m|:|:|, Inc. Wehsite I'-.-'-.-'-.-'-.-'-.-'-.-'.I:I:Ir'r'II:I:I.I:Dr'I"I
Work # |518-555-3218 Assistant |J/ackie
Fax # |318-555-0908 Assistant # |516-565-4347
Cell # | File under [Business x|
Home # I
Company Address Home Address
Street 1 I Street 1 I
Street 2 I Street 2 I
City | City |
State I_ Zip I— State I_ Zip I—
Country I Country I
Hotes Date Record Manager Note
© 10/05/1999 ken Follow-up on praposal in one week.

Insert Mote Edit Mote

Search in Hotes:

| Search |

Share Contact with: | j

Sane | Cancel |

Editing Contact Information

This procedure modifies an existing contact record. When you modify a contact

record that is shared with other groups, the record is also updated in the other groups’
address books.

1. Click onthe My Contacts button in the Side Navigation Bar:

—k

( My 'Eﬂﬂtﬂ[ts-}
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» The My Contacts screen displays:

Editing Contact Information

by Contacts j Go |
All Business FPersonal
Contacts

General

Unfiled

Last Hame | First Name
Alvarez, Jean
Brock, Judy
Cole, David
Dickingon, Paul
Malls, Chris

D0 D00

@

iewEdit | Addl Femowve | Import/Expornt |

Miscellaneous

Part of Name or Email or Company:
| Search |

Part of Hotes:
| Search Motes |

2. Select an address book from the drop-down list if necessary.

3. Navigate to the contact record you wish to change.
4. Click on the radio button to the left of the name:

All ousiness Personal

Ba0-555-1323
818-555-3215
Ba0-555-7E35

Email

jeanf@horme. com

judyighorme. cotn

doi@westcom. com

pdiEicomeco.com

chrisi@netscape. com

WEODEEEOOOR®LOENEEERODOVWXD@

Contacts

General

Unfiled

Last Hame | First Name
Alvarez, Jean
Brock, Judy
Cole, David
Dickingon, Paul
Malls, Chris

D0 D00

@

ViewEdit | Add | Remove |

Import/Expornt |

5. Click on the View/Edit button.

Ba0-555-1323
818-555-3215
Ba0-555-7E35

Email
jeanf@horme. com
judyi@horme com

doi@westcom. com

pdiEicomeco.com

chrisi@netscape. com
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Filing a Contact

6. The Contact Information screen for that contact displays:

Contact Information

First Hame |Pau|

m[

Last Hame |Di|:kin5|:|n

Account # I

Job Title [¥P

Email |pd@cumcu.cum

Company |C|:|m|:|:|, Inc.

Wehsite I'l.l'l.l'l.l'l.l'l.l'l.l' COmCco.Corm

Work # |518-555-3218

Assistant IJa':kiE

Fax # |318-555-0908

Assistant # |516-565-4347

Cell # | File under [Business x|
Home # I
Company Address Home Address
Street 1 I Street 1 I
Street 2 I Street 2 I
City | City |
State I_ Zip I— State I_ £ip I—
Country I Country I
Hotes Date Record Manager Note
© 10/05/1999 ken Follow-up on praposal in one week.

Insert Mote Edit Mote

Search in Hotes:

| Search |
=

Share Contact with: |

Sane | Cancel |

7. Make the appropriate changes.
8. Click on Save.

Filing a Contact

This procedure files an existing contact record in one of the pre-defined categoriesin
an address book. Use this procedure if you wish to change where a contact record is
stored after it has been created.

1. Click onthe My Contacts button in the Side Navigation Bar:

—k

( My 'Eﬂﬂtﬂ[ts-}
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» The My Contacts screen displays:

Filing a Contact

by Contacts j Go |
All Business FPersonal
Contacts

General

Unfiled

Last Hame | First Name
Alvarez, Jean
Brock, Judy
Cole, David
Dickingon, Paul
Malls, Chris

D0 D00

@

iewEdit | Addl Femowve | Import/Expornt |

Miscellaneous

Part of Name or Email or Company:
| Search |

Part of Hotes:
| Search Motes |

2. Select an address book from the drop-down list if necessary.

3. Navigate to the contact record you wish to file.
4. Click on the radio button to the left of the name:

All ousiness Personal

Ba0-555-1323
818-555-3215
Ba0-555-7E35

Email

jeanf@horme. com

judyighorme. cotn

doi@westcom. com

pdiEicomeco.com

chrisi@netscape. com

WEODEEEOOOR®LOENEEERODOVWXD@

Contacts

General

Unfiled

Last Hame | First Name
Alvarez, Jean
Brock, Judy
Cole, David
Dickingon, Paul
Malls, Chris

D0 D00

@

ViewEdit | Add | Remove |

Import/Expornt |

5. Click on the View/Edit button.

Ba0-555-1323
818-555-3215
Ba0-555-7E35

Email
jeanf@horme. com
judyi@horme com

doi@westcom. com

pdiEicomeco.com

chrisi@netscape. com
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Sharing a Contact

6. The Contact Information screen for that contact displays:

Contact Information

First Hame |Pau|

m[

Last Hame |Di|:kin5|:|n

Account # I

Job Title [¥P

Email |pd@cumcu.cum

Company |C|:|m|:|:|, Inc.

Wehsite I'l.l'l.l'l.l'l.l'l.l'l.l' COmCco.Corm

Work # |518-555-3218

Assistant IJa':kiE

Fax # |318-555-0908

Assistant # |516-565-4347

Cell # | File under [Business x|
Home # I
Company Address Home Address
Street 1 I Street 1 I
Street 2 I Street 2 I
City | City |
State I_ Zip I— State I_ £ip I—
Country I Country I
Hotes Date Record Manager Note
© 10/05/1999 ken Follow-up on praposal in one week.

Insert Mote Edit Mote

Search in Hotes:

| Search |
=

Share Contact with: |

Sane | Cancel |

7. Select acategory from the File Under drop-down list.
8. Click on Save.

Sharing a Contact

This procedure shares a contact record with other groupsin the InfoPortal. When you
modify a contact record that is shared with other groups, the record is also updated in
the other groups’ address books. When you delete a shared contact in one address
book, the contact entry remains intact in the other groups’ address books.

1. Click onthe My Contacts button in the Side Navigation Bar:

—k

( My 'Eﬂﬂtﬂ[ts-}
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» The My Contacts screen displays:

Sharing a Contact

by Contacts j Go |
All Business FPersonal
Contacts

General

Unfiled

Last Hame | First Name
Alvarez, Jean
Brock, Judy
Cole, David
Dickingon, Paul
Malls, Chris

D0 D00

@

iewEdit | Addl Femowve | Import/Expornt |

Miscellaneous

Part of Name or Email or Company:
| Search |

Part of Hotes:
| Search Motes |

2. Select an address book from the drop-down list if necessary.

3. Navigate to the contact record you wish to share.
4. Click on the radio button to the left of the name:

All ousiness Personal

Ba0-555-1323
818-555-3215
Ba0-555-7E35

Email

jeanf@horme. com

judyighorme. cotn

doi@westcom. com

pdiEicomeco.com

chrisi@netscape. com

WEODEEEOOOR®LOENEEERODOVWXD@

Contacts

General

Unfiled

Last Hame | First Name
Alvarez, Jean
Brock, Judy
Cole, David
Dickingon, Paul
Malls, Chris

D0 D00

@

ViewEdit | Add | Remove |

Import/Expornt |

5. Click on the View/Edit button.

Ba0-555-1323
818-555-3215
Ba0-555-7E35

Email
jeanf@horme. com
judyi@horme com

doi@westcom. com

pdiEicomeco.com

chrisi@netscape. com
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Sharing a Contact

6. The Contact Information screen for that contact displays:

Contact Information

First Hame |Pau|

Last Hame |Di|:kin5|:|n

Job Title [¥P

Company |C|:|m|:|:|, Inc.

Work # |518-555-3218

Fax # |318-555-0908

Cell # I

Home # I
Company Address

Street 1 I

Street 2 I

City |

State I_ Zip I

Country I

Notes Date

100541999 ken

Search in Hotes:

m[

Account # I
Email |pd@cumcu.cum

Wehsite I'l.l'l.l'l.l'l.l'l.l'l.l' COmCco.Corm

Assistant IJﬂCkiE
Assistant # |516-565-4347

File under IBUSiﬂESS 'I

Home Address

Street 1 I
Street 2 I
City I

State I_ Zip I

Country I

Record Manager Note

Follow-up on praposal in one week.

Insert Mote Edit Mote

search |

Share Contact with: | j

Sane | Cancel |

2.28 InfoPortal




7. Click on the Share Contact With drop-down list:

Share Contact with:
Save |

Content Publishing
Sales WPs

Trainers
Documentation
Western Financial
EastCorn

WastCorm

Account Administration
Account Management
System

Authenticated users
All (Auth+Monauth) users
Sales Force

Extranets

Cancell

8. Select agroup.
9. Click on Save.

Sorting a Contact List

This procedure sorts displayed contact records by Last Name, First Name, or
Company name. The sorted display remains only during the current viewing session;
when you view the screen again, it reverts to the default sort by Last Name.

1. Click onthe My Contacts button in the Side Navigation Bar:

i £ My Euntactst}

Sorting a Contact List
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Searching for a Contact

» The My Contacts screen displays:

by Cio ntau:t; j El

All Business Persanal General Unfiled
Contacts
Last Hame | First Name Email
& Alvarez lean jeanf@horme. com
¢ Brock, Judy judyigthome. com
& Cole, David B50-555-1323 doifeestcom. com
¢ Dickinson, Paul 818-555-3218 pdiEicomeco.com
& Malls, Chris B50-555-7639 chris@@netscape. com
O
iewEdit | Add | Femowve | Import/Expornt |

@EOODEEEEFOOELMMOP@EREDQVWXOD

Part of Name or Email or Company:
| Search |

Part of Hotes:
| Search Motes |

2. Select an address book from the drop-down list if necessary.
3. Click on the appropriate tab to sort the list: Last Name or First Name.
e The selected sort displays on-screen (the figure shows sorting by Last Name):

All Business Persanal General Unfiled
Contacts
Last Hame | First Name Email
& Alvarez, Jean jeanf@horme. com
0 Brock, Judy judyigthome. com
& Cole, David B50-555-1323 doifeestcom. com
¢ Dickingon, Paul 818-555-3218 pdiEicomeco.com
& Malls, Chris B50-555-7639 chris@@netscape. com

@

iewEdit | Add | Femowve | Import/Expornt

Searching for a Contact

This procedure finds a contact within the current address book. If your address book
contains many contacts, InfoPortal will display the records using multiple screens.
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When multiple screens exist for an address book, InfoPortal displays a page button on
the screen:

L

Click on the right-hand button to go to the next page:

Q0

To go back one page, click on the left-hand button:

o

1. Click onthe My Contacts button in the Side Navigation Bar:

-

'

5 My Euntactsjl

e The My Contacts screen displays.
Shared Groups to Wiew:

by Contacts j El

All Business Persanal General Unfiled
Contacts
Last Hame | First Name Email
& Alvarez, Jean jeanf@horme. com
0 Brock, Judy judyi@horme com
& Cole, David B50-555-1323 doifeestcom. com
¢ Dickingon, Paul 818-555-3218 pdiEicomeco.com
& Malls, Chris B50-555-7639 chris@@netscape. com
O
iewEdit | Add | Femowve | Import/Expornt |

@EOODEEEEFOOELMMOP@EREDQVWXOD

Part of Name or Email or Company:
| Search |

Part of Hotes:
| Search Motes |

2. Sdect an address book from the drop-down list if necessary.

Searching for a Contact

InfoPortal 2.31



Deleting a Contact Record
3. Locate the search area

@WEOODEEEEOOELMNOPOREDVVWOOE

Part of Name or Email or Company:

| =earch |

Part of Hotes:

| =earch Maotes |

4. Usethe appropriate search method to find the contact:
e Click on aletter to search by the first |etter of the Last Name:

» To search by aportion of the name, email address, or company name, enter your
criteriaand click on the Search button:

« Todo atext search in the notes, enter your criteriaand click on the Search Notes
button.

Deleting a Contact Record

This procedure del etes an existing contact record from the current address book.
When you delete a shared contact in one address book, the contact entry remainsintact
in the other groups’ address books.

1. Click onthe My Contacts button in the Side Navigation Bar:

-

" My 'Eﬂﬂtﬂ[ts-}

(
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» The My Contacts screen displays:

Deleting a Contact Record

by Contacts j Go |
All Business FPersonal
Contacts

General

Unfiled

Last Hame | First Name
Alvarez, Jean
Brock, Judy
Cole, David
Dickingon, Paul
Malls, Chris

D0 D00

@

iewEdit | Addl Femowve | Import/Expornt |

Miscellaneous

Part of Name or Email or Company:
| Search |

Part of Hotes:
| Search Motes |

2. Select an address book from the drop-down list if necessary.

3. Navigate to the contact record you wish to delete.
4. Click on the radio button to the left of the name:

All ousiness Personal

Ba0-555-1323
818-555-3215
Ba0-555-7E35

Email

jeanf@horme. com

judyighorme. cotn

doi@westcom. com

pdiEicomeco.com

chrisi@netscape. com

WEODEEEOOOR®LOENEEERODOVWXD@

Contacts

General

Unfiled

Last Hame | First Name
Alvarez, Jean
Brock, Judy
Cole, David
Dickingon, Paul
Malls, Chris

D0 D00

@

ViewEdit | Add | Remove |

Import/Expornt |

5. Click on the Remove button.

* The contact record is removed from this address book.

Ba0-555-1323
818-555-3215
Ba0-555-7E35

Email
jeanf@horme. com
judyi@horme com

doi@westcom. com

pdiEicomeco.com

chrisi@netscape. com
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Importing Contact Lists

Importing Contact Lists

This procedure imports contact records to InfoPortal from the following applications:

e Microsoft Outlook (.CSV files)
e Pam Desktop (.ABA files)
e Yahoo! (.CSV files)

1. Click onthe My Contacts button in the Side Navigation Bar:

-

Lf My {ﬂﬂtﬂtts-?,l

* The My Contacts screen displays:

bty Contacts =] GDl
All Business Personal General Lnfiled
Contacts
Last Hame | First Name Email
& Alvarez, Jean jeanf@horme. com
¢ Brock, Judy judyighorme. cotn
& Caole, David Ea0-555-1323 dofiwestcorm. corm
& Dickinson, Paul B818-555-3218 pdiEicomeco.com
& Malls, Chris Ea0-555-7589 chrisi@netscape. com
iewEdit | Addl Femowve | Import/Expornt |

@EOODEEEEFOOELMMOP@EREDQVWXOD

Part of Name or Email or Company:
| Search |

Part of Hotes:
| Search Motes |

2. Click on the Import/Export button.
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Importing Contact Lists

* The Import/Export screen displays:

Import and Export

Import
1. Choose a program to import contacts from:
| Microsoft Outlook (.CSY file) =]

2. Specify the file to import:
| Browse...

3. Press Import Now to lmport the file:
Import Mowe

Export
Export Contacts to:

Falm Desktop |

Microsoft Outlook |

Yahoo |

3. Select an application from the program drop-down list.
4. Click on the Browse button to find the import file.
» TheFile Upload window displays:

File Upload EHE
-l & e

Mickg32.cpl Patprx32.dl

Mrnfrig32.dll B Scanpst exe
Mewprof. exe @ Scanpzt.hip
Omint.dl

Omipstrt.dl

Outex.dl

File name: Iicaddr.csv Open I
Filez of type: I.-'l'-.II Files [*.%] j Cancel |

5. Locate the file you wish to import.
6. Click on the Open button.
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Exporting Contact Lists

» Thefilename and path display in the text field:

Import and Export

Import
1. Choose a program to import contacts from:
| Microsoft Outlook (.CSY file) =]

2. Specify the file to import:
IC:‘-.Pngra.m Files' Com Browse...

3. Press Import Now to lmport the file:
Import Mowe

Export
Export Contacts to:

Falm Desktop |

Microsoft Outlook |

Yahoo |

7. Click on the Import Now button.

Exporting Contact Lists

This procedure exports contact records from InfoPortal to the following applications:

e Microsoft Outlook (.CSV files)
e Pam Desktop (.ABA files)
e Yahoo! (.CSV files)

1. Click onthe My Contacts button in the Side Navigation Bar:

-

" My 'Eﬂﬂtﬂ[ts-}

(
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Exporting Contact Lists

» The My Contacts screen displays:

by Cio ntau:t; j El

All Business Persanal General Unfiled
Contacts
Last Hame | First Name Email
& Alvarez lean jeanf@horme. com
¢ Brock, Judy judyigthome. com
& Cole, David B50-555-1323 doifeestcom. com
¢ Dickinson, Paul 818-555-3218 pdiEicomeco.com
& Malls, Chris B50-555-7639 chris@@netscape. com
O
iewEdit | Add | Femowve | Import/Expornt |

@EOODEEEEFOOELMMOP@EREDQVWXOD

Part of Name or Email or Company:
| Search |

Part of Hotes:
| Search Motes |

2. Click on the Import/Export button.
e The Import/Export screen displays:

Import and Export

Import
1. Choose a program to import contacts from:
| Microsoft Outlook (.CSY file) =]

2. Specify the file to import:
| Browse...

3. Press Import Now to lmport the file:
Import Mowe

Export
Export Contacts to:

Falm Desktop |

Microsoft Outlook |

Yahoo |
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Viewing the ToDo List

3. Inthe Export area, click on the button for the appropriate export format.
e A standard Save File window displays:

Unknown File Type E |

wdord Y'ou have started to download a file of type

% 3"‘- application/download

T Click "More Info" to leam how to extend Mavigator's
capabilities.

Pick &pp... Save File.. Cancel

4. Click on SaveFile.
5. The Save Aswindow displays:

Save As... 21|
= & s

Mickg32.cpl Ptpr<32.di

Mrnfrig32.dll B Scanpst exe
Mewprof. exe @ Scanpst.hlp
Omint.dl

Omipstrt.dl

Outex.dl

Save

Save az hupe: I.-'-‘-.II Files [*.7] j Cancel |

6. Navigate to where you want to save thefile.
7. Click on Save.

Viewing the ToDo List
This procedure displays the ToDo List screen.
1. Click onthe ToDo List button in the Side Navigation Bar:

IL?'{‘ ToDo List )

* TheMy To Do List screen displays:

My To Do List

hWonday, September 20, 1999

Name Type Scheduled Time Description Expired
© InfoPortal 3.0 Demanstration 03417 fri 17:40 Engineering demo of the mailbox feature. o
' Weekly Status Meeting 09417 fri 17:25 Front Conference Room of
© Fallow-up Call 09527 mon 13:30 Follow-up on proposal in one week.
Add | Remave | hladify | stop |
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Creating a ToDo List Item

Creating a ToDo List Item
This procedure creates anew To Do List item from the My To Do List screen.
1. Click onthe ToDo List button in the Side Navigation Bar:

I{F‘ ToDo List )

* TheMy To Do List screen displays:

My To Do List hWonday, September 20, 1999
Name Type Scheduled Time Description Expired
© InfoPortal 3.0 Demanstration 03417 fri 17:40 Engineering demo of the mailbox feature. o
' Weekly Status Meeting 09417 fri 17:25 Front Conference Room of
© Fallow-up Call 09527 mon 13:30 Follow-up on proposal in one week.

Add | Remnvel Mndif}rl Stnpl

2. Click on the Add button.
e TheAdd an Item to Your To Do List screen displays:

Add an item to your To Do List

_ Z Event Mame: |
_p—
Type: |Appnintment j
Description: I

Reminder. I Self Email
™ Desktop
™ Group Email ta: |

Scheduling Details
First Occurence Date & Time: |Septemher j |2EI j |1999 j @ |1.7r j hrs |1B j mins

Rernind: Joos minutes before event occurence
Repeat Limit: T Faorever
* End after |1— OCCUENCES
Repeat Time Interval: @& Daily
C Byery T Mon ™ Tue I Wed T Tho T Fri [T Sat T Sun
© Wyeekly
C Every [ooo days [oo0 hrs |30 mins

Submit |

3. Enter atitle for the To Do item in the Event Name field.
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Creating a ToDo List Item

2.40

InfoPortal

4. Select an event type from the Type drop-down list:

Type: |

pointment j

”:'”ItrnE-”t ........................
Call
Congratulations
Demanstration
Greetings

Hire

tdailer

Meeting

| Cther

Fersonal

PO

Renew

Review

Sale

Support

Thank ¥ou

5. Enter ashort description if desired.
6. Click inthe appropriate check box(es) for the type of reminder you wish to send:

Sdf Email: sends an email to your email address.

Desktop Reminder: sends areminder message to the Desktop Reminders win-
dow inyour My Portal window.

Group Email to: sends an email to each member of an existing group in the sys-
tem (Examples: Content Publishers, Sales VVPs). If this option is checked, enter
the InfoPortal Group 1D in the accompanying text box.

7. Configure the Scheduling Details:

Select the appropriate date and time elements from drop-down lists:

First Occurence Date & Time: |Septemher j |2EI j |1999 j ] |1.7r j hrs |1B j mins

Enter the amount of time, in minutes, before the event that you want to receive
the reminder:

Remind: ||:u:|5 minutes before event occurence

Select the appropriate radio button for the number of times you want areminder
sent:

Repeat Limit: T Faorever
* End after |1 OCCUENCES

If you select a specific number of occurrences, enter a number in the text box.

Select the appropriate radio button for the interval at which you want to send
reminders:

Repeat Time Interval: @& Daily

C Byery T Mon ™ Tue I Wed T Tho T Fri [T Sat T Sun
© Wyeekly
' Byery [000 days o hrs |30 mins

If you select the "Every" daily category, click in the check box for the appropri-
ate day of the week.




Editing a ToDo List Item

« |f you select the "Every" custom category, enter numbersin the appropriate text
boxes.

8. Click on the Submit button.

Editing a ToDo List Item
This procedure edits an existing To Do List item.
1. Click onthe ToDo List button in the Side Navigation Bar:

I{F‘ ToDo List )

e« TheMy To Do List screen displays:

My To Do List hWonday, September 20, 1999
Name Type Scheduled Time Description Expired
© InfoPortal 3.0 Demanstration 03417 fri 17:40 Engineering demo of the mailbox feature. o
' Weekly Status Meeting 09417 fri 17:25 Front Conference Room of
© Fallow-up Call 09527 mon 13:30 Follow-up on proposal in one week.
Add | Remave | hladify | stop |

2. Click on theradio button to the left of the item you wish to modify.
3. Click on Modify.
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Stopping a ToDo List Reminder

* TheAdding an Item to Your To Do List screen displays:

Add an item to your To Do List

. Z Event Mame: [Followup
p—
Type: |Ca|l j
.. Followup on proposal in one week. ™
Description: j

Reminder. W Self Email
¥ Desktop
™ Group Email ta: |

Scheduling Details
First Occurence Date & Time: |Septemher j |2? j |1999 j @ |13 j hrs |3EI j mins

Remind: Joos minutes before event occurence
Repeat Limit:

Forever

End after |1D OCCUENCES

Diaily
Every " Mon ™ Tue I WWed I” Thu ™ Fri ™ Sat ™ Sun
Weekly

Every [000  days [oo0 hrs fzo mins

Submit |

4. Makethe appropriate changes.
5. Click on the Submit button.

Repeat Time Interal:

000

0

Stopping a ToDo List Reminder

This procedure keeps future To Do List reminders from being sent for a specific item.
It does not delete the item from the To Do List screen.

1. Click onthe ToDo List button in the Side Navigation Bar:
IF‘ ToDo List )
e TheMy To Do List screen displays:

My To Do List hWonday, September 20, 1999

Name Type Scheduled Time Description Expired
© InfoPortal 3.0 Demanstration 03417 fri 17:40 Engineering demo of the mailbox feature. o
' Weekly Status Meeting 09417 fri 17:25 Front Conference Room of
© Fallow-up Call 09527 mon 13:30 Follow-up on proposal in one week.
Add | Remave | hladify | stop |

2. Click on the radio button to the left of the item you wish to modify.
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Deleting a ToDo List Item

3. Click on Stop.
¢ A confirmation message displays.

206_86.239.42 - [JavaScnpt Application]

@ Are pou zure you want to ztop the To Do List [tem’?

Caticel |

4. Click on OK.
e Theitemis marked as Expired:
My To Do List Monday, September 20, 1999
Name Type Scheduled Time Description Expired
© InfoPortal 3.0 Demanstration 03417 fri 17:40 Engineering dermo of the mailbox feature. o
' Weekly Status Meeting 09417 fri 17:25 Front Conference Room of
© Fallow-up Call 09527 mon 13:30 Follow-up on proposal in ane week. o
Add Remave hladify | stop |

Deleting a ToDo List Item
This procedure removes an item from the To Do List screen.
1. Click onthe ToDo List button in the Side Navigation Bar:

IL?'{‘ ToDo List )

e TheMy To Do List screen displays:

My To Do List Monday, September 20, 1999
Name Type Scheduled Time Description Expired
© InfoPortal 3.0 Demanstration 03417 fri 17:40 Engineering dermo of the mailbox feature. o
' Weekly Status Meeting 09417 fri 17:25 Front Conference Room of
© Fallow-up Call 09527 mon 13:30 Follow-up on proposal in ane week. o
Add Remave hladify | stop |

2. Click on theradio button to the |eft of the item you wish to remove.
3. Click on Remove.
» A confirmation message displays:

206_86.239.42 - [JavaScnpt Application]

@ Are pou zure you want to proceed with the removal of the To Do List [bem?

Caticel |

4. Click on OK.
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Deleting a ToDo List Item

* Theitem isremoved from the To Do List screen:

My To Do List hWonday, September 20, 1999
Name Type Scheduled Time Description Expired
© Weekly Status Meeting 0917 fri 17:25 Front Conference Room o
' Fallow-up Call 09527 mon 13:30 Follow-up on proposal in one week. of
Add | Remave | hladify | stop |
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