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	Introduction:  PEO GCS e-Business Portal
	Portal Overview

	Welcome to the Program Executive Office
Ground Combat System e-Business Portal

Teams need to communicate, share tasks, and work together in order to get their work done.  Because team members often work with people from other locations and divisions to complete tasks it is even more difficult to get the job done. PEO GCS e-Business Portal System is a powerful portal solution that provides a single point of access connecting you and your team’s information. It helps you put information to work, connect people and spaces, and target and personalize information.   This effective organization of information helps you find, communicate, and collaborate with people no matter where they are located.
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	Create a More Effective Organization

· Put information to work

· Target and tailor information to users or groups

· Communication and collaboration with people and information that are located down the hall or on the other side of the world

· Add to your productivity while working better with partners and customers

· Deliver appropriate information, news, and applications to team members based on who they are and what they do

· Make managing and maintaining your organization easier 
	

	PEO GCS e-Business Portal System will help you meet these goals.
	


	PEO GCS e-Business Features
	
Portal Features

	With floods of information you receive every day, identifying and delivering information relevant to a particular person or group is a serious challenge. Frequently, important information is overlooked or sits unused. PEO GCS e-Business Portal System puts data, information, and knowledge into context, enabling you to get the job done. 

· PEO GCS e-Business Portal System makes information easier to find by providing powerful search features to help you find the information you need and alerts to keep you informed about changes or additions that are of interest to you.  Using an advanced search interface, you can search by document properties, and you can view results grouped by author, date, or location. You can limit searches by scope or content source for faster results, and you can save commonly used search queries to your “My Hyperlinks” web part so you can access the same information in the future without searching again.

· Topics – To make information easier to find, the PEO GCS e-Business Portal System organizes information into topics that contain similar content. Topics are easy to create and manage. 

· Alerts – Receive messages that let you know when the content you are interested in changes in some way. An alert message can be delivered in an e-mail message or in a Web Part on your site. Alerts help you stay current with the latest version of content that is important to your work.

· Publish new content to the portal, helping to preserve knowledge and expertise for the future.

· Workspaces where teams can centrally edit and discuss documents and access previous versions of documents

· Connect with the experts by quickly locating people and teams, as well as documents and Web sites

· You can personalize your PEO GCS e-Business Portal System experience with My Sites. A "My Site" is your own personal portal with news, hyperlinks, documents, applications, and other lists of information that are important to you. Your My Site also has a public view, enabling you to share these personalized lists with coworkers. You can also add Web Parts that provide read/write access to personal data, including your Microsoft Exchange inbox, calendar, and task list. You can customize the public view of your My Site to share information about yourself and your work with your organization. 

· Your user profile provides you with a personalized portal experience and also helps you find other users and their related content.

· An audience is a group of users with similar roles, interests or tasks. SharePoint Portal Server 2003 uses audiences to deliver targeted content to users.

By gathering data from multiple sources and applications and presenting it using easy-to-use Web Parts, executives and decision makers can quickly gather intelligence about the state of business so they can make intelligent, informed decisions about the organization.
	


	Using This Guide
	

How to Use This Guide

	This guide is designed to walk you through the PEO GCS e-Business Portal System.  A glossary of terms is available beginning on page 53.  Depending on your user level you will be able to perform different functions within the portal.  Various activities occur at various levels within the portal.
	

	Pages of This User Guide

You will find topic descriptions here.

Topic References

Step by Step Instructions

· Actions highlighted in bold

· Hyperlinks

· Screenshots referenced in italics
· Screen Buttons
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Screenshots
FastFacts
· Bulleted lists of supplemental information


	Portal Users

Reader:  Readers can read a site, contribute to discussions and make additions to event calendars.  When a reader creates a site in the “My Site” area, he or she becomes the site administrator.  This does not affect the user's site group membership for any other site.

Contributor:  Contributors have reader rights, plus rights to add, edit, and delete items, browse directories, add, update or remove Web Parts. Contributors cannot create new lists or document libraries, but they can add content to existing lists and document libraries.

Administrator:  Administrators have reader and contributor rights, plus rights to create new lists, document libraries and sub-team sites.
	

	Portal Levels

Enterprise:  This is the first area of entry.  This is the PEO GCS level.  Find PEO-wide information at this level.  Access your division, your “my site” and Outlook Web Access from this level.

Division:  Access Assistant Program Executive Team Sites and Project Management Office Team Sites from these pages.

Team:  View announcements, events, calendars and a Document Management System designed exclusively for your team.  Access sub-team sites from this level.

Sub-Team:  View announcements, events, calendars and a Document Management System designed for your sub-team.

My Site:  An area of the portal reserved for each registered user.  At this level all users have administrator rights.
	


	Gaining Access to the Portal
	


Entering the Portal

	Allowing only authorized users to enter; the PEO GCS e-Business Portal is designed for the use of employees and contractors.  To enter the portal a username and password are required. 

You will be granted either contributor or reader access by your sponsor.  If you are a contributor you will be able to perform the functions listed in this guide on your sub-team site and in the “my site” locations of the portal. If you are a reader you will be able to view the enterprise level, team site level, and your sub-team site  along with performing the functions listed in this guide in the “my site” area of the portal.
	

	Obtain a Username and Password

1) Open your browser.

2) In the address field of your browser, type the following:
https://www.peogcs.army.mil/Portal/PEOGCSPortal.htm

and press the [image: image5.png]


 key on your keyboard.  This will open the Portal Resource Page.

3) Click the New User hyperlink to open the Portal Account Registration Form.
4) Complete the form by using the dropdown menus and typing your information. 

5) Once you have typed in the information, click the Submit button.  The following will be displayed:  “Your request has been successfully submitted…any questions regarding this account registration, please email us at: PEOGCSPortal@tacom.army.mil” Your browser will return you to the Portal Resource Page.  Expect an email from the portal administrator notifying you when your account has been created or denied.
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Portal Resource Page
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Portal Account Registration Form
	

	Fast
Facts
	· Required fields on the Portal Account Registration Form have an asterisk (*) to the right.

· Use the [image: image8.png]


 key to move from one field to the next when completing online forms.

· You must have an AKO account to be a registered user on PEO GCS e-Business Portal. If you do not have an AKO account please visit https://ako2.us.army.mil/reg/
	


	Opening the Portal
	


Entering the Portal

	A portal is software that provides access through a browser to a wide range of data stores – e-mail, databases, analytical software, the Internet, billing and sales records, and other sources.  The domain is the name of the computer that the portal information is stored on.
	

	Open the Portal in Windows 2000

1) Open your browser. 

2) In the address field of your browser, type the following:
https://peoportal.tacom.army.mil/
3) Press [image: image9.png]


. 

4) A Security Alert Dialog Box will ask you if you wish to proceed, click the Yes button.  You will receive a Login Dialog Box prompting for your username and password.

5) Type your username in the User Name field.
6) Press  [image: image10.png]


.
7) Type your password in the Password field.
8) Press [image: image11.png]


.
9) Type peogcs in the Domain field.
10) Press [image: image12.png]



11) Once you have entered the information, click the OK button.  The Portal PEO Page will be displayed.
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Security Alert Dialog Box
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Security Information Dialog Box
	

	6) 
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Windows 2000 Login Dialog Box
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Portal PEO Page
	

	Fast
Facts
	· Usernames and passwords are case sensitive.
· To stop the certificate dialog box from appearing each time you log in visit:  https://www.us.army.mil/portal/dodcertificate/dodcertie2.html
	


	Opening the Portal
	


Entering the Portal

	A portal is software that provides access through a browser to a wide range of data stores – e-mail, databases, analytical software, the Internet, billing and sales records, and other sources.  The domain is the name of the computer that the portal information is stored on.
	

	Open the Portal in Windows XP

1) Open your browser. 

2) In the address field of your browser, type the following:
https://peoportal.tacom.army.mil/
3) Press [image: image17.png]



4) A Security Alert Dialog Box will ask you if you wish to proceed, click the Yes button.
5) You will receive a Login Dialog Box prompting for your username and password.   Type the domain name\your user name with no spaces.  
Example:  peogcs\smithr
6) Press [image: image18.png]


.
7) Type your password.
8) Once you have entered the information, click the OK button.  The Portal PEO Page will be displayed.
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Security Alert Dialog Box
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Security Information Dialog Box
	

	7) 
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Windows XP Login Dialog Box
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Portal PEO Page
	

	Fast
Facts
	· Usernames and passwords are case sensitive.
· To stop the certificate dialog box from appearing each time you log in visit:  https://www.us.army.mil/portal/dodcertificate/dodcertie2.html
	


	When Access is Denied
	



Access Denied

	If you are unable to access the portal you may have entered your password incorrectly or you may not yet be an authorized user.  If you are not yet an authorized user see page 9.  

When you attempt to access an area that you are not authorized to view a Request Access Form will open.  If this is an area you need to access you are able to complete an the Request Access 

form requesting access, otherwise you are able to return to the previous area you were in.
	

	If you are an authorized user you may have entered the domain name (or the name of the computer the portal is stored on), your username or password incorrectly.  When this occurs the login dialog box will reopen.

You are offered three attempts to access the portal.  Passwords are case sensitive – check to see if your cap lock is engaged or if your number lock is not engaged.

When your login information is entered incorrectly three times an Access Denied Page will be displayed in your browser.
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Access Denied Page
	

	Request Access to a Portal Area or Document

1) Type your request into the form and click the Send Request button to open a confirmation page.   The PEO GCS Portal Administrator will be sent an email requesting access.

2) The Portal Administrator will contact either a sponsor or folder owner for approval, if you are granted access, you will receive notification via email.

Bypass Requesting Access

· If highlighted, click the back button [image: image24.jpg]


 on your browser.

· If a new window opened close your browser by clicking the close button [image: image25.jpg]


 in the upper right corner.
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Request Access Form
	

	Fast
Facts
	· Usernames and passwords are case sensitive and do not allow spaces.
· Forgot your password?  Send an email to peogcsportal@tacom.army.mil
· Locked out of your TACOM account?  Phone 586.574.4444
	


	Using the Portal
	




Navigating the Portal

	Your enterprise portal provides access to multiple team collaboration sites.  In the team site, authorized users may access published documents and utilize document workspaces.
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Top Navigation Bar

· Navigation Bars located at the top and on the left hand side of the portal contain hyperlinks leading to all areas of the portal.  In the Top Navigation Bar your location is highlighted in gray.

· On the left side of the page on each team site there is a menu providing access to various sub areas this is called the Quick Launch Bar.

· Portals are divided into various web parts displaying related information and hyperlinks.

· On the top right of every page of the enterprise portal are My Site and a Help hyperlinks, in addition to a search form.
	

	Navigate

· To visit another area click a hyperlink in either the Top Navigation or Quick Launch Bar.

· To return to the PEO portal, click the PEO or Up to PEO GCS hyperlink on the Top Navigation Bar.
· Use the “Back” [image: image28.jpg]


 and “Forward” [image: image29.jpg]


 buttons in your browser to open previously viewed pages.

Visit Team Sites

1) Click a Project Office hyperlink on the PEO page in the Quick Launch Bar.  This will open a list of hyperlinks to division/team sites.

2) Click the hyperlink with the name of your division to open the team site entry page.

3) Click the hyperlink in the team site entry page and your Team Site will open in a new window.
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Quick Launch Bar
	

	Web Parts

· Click any hyperlink in a web part to visit that location.

· To open a hyperlink in a web part, click the hyperlink.
· To open a web part in its own window, click the webpart name in the web part title bar.
· On the right of every web part title bar is a dropdown menu that offers fast access to portal help on the Microsoft website.
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Policies & Regulations Web Part
	

	Fast
Facts
	· Usernames and passwords are case sensitive and do not allow spaces.
· To stop the certificate dialog box from appearing each time you log in visit: https://www.us.army.mil/portal/dodcertificate/dodcertie2.html
	


	Top Navigation Bar


	Click this hyperlink

	To find


	PEO
Program Executive Office
	· Announcements

· Events

· Questions or Comments

· Portal Assistance Center

· MSNBC News


	APEO
Assistant Program Executive Office
	· Corporate Information Office (CIO) Team Site

· System Integration Office (SIO)

· Operations Management Office (OPS)

· Resource Management Office (RMO)


	PMO
Project Management Offices
	· PM Combat Systems (CS)

· Unit of Action Technologies

· Lightweight Howitzer (JLWH) 155MM

· Stryker Brigade Combat Team (SBCT)

· Robotics Systems JPO


	Workflows
	· Contract Deliverable Requirements List (CDRL)

· Leave Requests

· Tasking


	OWA 
Outlook Web Access
	· Inbox

· Calendar

· Contacts

· Tasks

· Public folders


	PEO Phone/Address List

	· Contact: PEO GCS Portal Administrator [image: image32.png]



· One click customizable directory of all PEO GCS e-Business Portal System users including:  last name,[image: image33.png]
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 business phone, and[image: image37.png]




 INCLUDEPICTURE "https://peoportal.tacom.army.mil/_layouts/images/blank.gif" \* MERGEFORMATINET [image: image38.png]


 e-mail address[image: image39.png]




 INCLUDEPICTURE "https://peoportal.tacom.army.mil/_layouts/images/blank.gif" \* MERGEFORMATINET [image: image40.png]


hyperlinks


	PEO Calendar
	· Calendar for use of PEO front office


	PEO/PMO Event Calendar
	· Calendar with events of interest to the entire PEO


	Logoff
	· Signs you out of the PEO GCS e-Business Portal and closes the browser window.


	Fast
Facts
	· A site map hyperlink is located on the PEO GCS e-Business Portal site in the Portal Assistance Center web part.



	
	




Navigating the Portal


	Online Portal Assistance
	





Assistance

	The “Portal Assistance Center” web part allows you to quickly access a list of web hyperlinks both internal and external to the portal.  The “Help Desk Tickets” area allows you to submit issues and have access to the progress being made on your issue.
	

	Access the Portal Assistance Center
1) If you are not on the PEO Portal Page click the PEO hyperlink in the quick launch bar.  (From a team site click the Up to PEO GCS E-business Portal hyperlink located above the top navigation bar on the right of the page.)

2) In the Portal Assistance Center Web Part located on the upper right hand corner of the PEO Portal Page, click the hyperlink you wish to view.
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Portal Assistance Center Web Part
	

	Submit a Help Desk Ticket

1) Click the Help Desk hyperlink located above the Top Navigation Bar to open a Help Desk Ticket Form.
2) The form will be populated with your name, the date opened and your group.  Verify this information and make any necessary changes.
3) In the “Problem Area” click the dropdown menu and choose Customer, Primary Admin, or Secondary Admin by clicking.
4) In the “Priority” dropdown menu click:  Low, Medium or High.  The “Status” will be set to “Open”
5) Type a brief description in the “Problem/Issue” box.
6) Type any additional information into the “Add Comments” box.
7) Click the Submit button.
Find the Status of a Ticket

1) Click the Help Desk hyperlink located above the Top Navigation Bar to open a Help Desk Ticket Form.
2) Click the Search button located on the lower left of the form to open a Help Desk Tickets Search Form.
3) Enter search criteria.

4) Click the Submit button located on the lower left of the form to see the search results.

5) Click any id number hyperlink to view the form and see the status of your ticket.
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Help Desk Ticket Form
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Help Desk Tickets Search Form
	

	Fast
Facts
	· The Clear Form button will clear a form if you want to start over again.
	


	Search the Enterprise Portal
	






Search

	Your portal will conduct a full-text search of all the content in the portal.  It also identifies documents by using additional descriptive information included with document profiles. The search returns a list of matching documents sorted in order of relevance.  At the top of the search results page, the portal displays a search results summary, outlining the nature of your search.  Search results are organized by relevance and then grouped by Site.   When you find that documents returned from a search are useful, you can set up an alert to those results. 
	

	Search the DMS

1) Click the Dropdown Search Menu and choose to Search the entire portal “All sources” or within the area you are in “This topic”.

2) Click in the Search Box located in the upper right hand corner of each page of the portal.

3) Type a search agent.

4) Click the Go [image: image44.bmp] button.  Your search results will be displayed.

Advanced Search of the DMS
1) After completing a search click the Advanced Search hyperlink in the Actions Menu found in the quick launch bar.  This will open an Advanced Search Options Form.
2) Make desired refinements to your search using the drop down menus.
3) Click the Search button located on the lower right of the form.  Your search results will be displayed.

Sort Search Results

· Click a Column Title.  Reverse the order of the sort by clicking the column title again.

Set up Alerts to Search Results

1) After an initial search is completed, on the bottom left in the actions menu, click Alert Me and an Add Search Alert page will appear. 

2) Click the OK button to accept the default settings unless another option is desired.  (See page 17)
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Column Titles
	

	
	[image: image47.jpg]PEO GCS e-Business Portal
Search Results

[ Te—
st sowess

P |

p—
e — ]
| — | o
[ B —

Seven o e

o e B




Advanced Search Options Form
	

	Fast Facts
	· After the initial search is completed, the Advanced Search feature (on the quick launch bar near the bottom) allows you to specify additional properties to include in your search. 

· This search feature does not search Workflows nor Helpdesk Tickets.
	


	Alerts
	







Alerts

	Sites grow quickly with information, users, and applications being added and changed continuously. Instead of having to comb sites and workspaces for modifications on a regular basis, you can set up alerts so that you are only notified of changes in the areas of interest to you. The My Alerts Summary web part allows you to quickly view and access a list of alerts that you have subscribed to.

Add alerts to almost any type of information that is available in the Portal. The information can be an event, news, documents, folders, search results, sites, and etcetera. 
	

	Open an Alert

· In the My Alerts Summary web part, click the name of the alert you wish to view.  This will open your alert page. Items that have been added or changed will be displayed.

Add an Alert

1) No matter where you are in the Portal, locate an Alert Me hyperlink and click.  An Add Alert Page will appear. 

2) Select one of each of the following by clicking the radio button [image: image48.bmp] on the left.

Types of changes to the file, etc.:

· All

· Added

· Changed

· Deleted

· Web discussion updates

How often you wish to be notified:

· Immediately

· Daily

· Weekly

3) Click the OK button located on the lower right hand corner to save your changes.  Once completed, the alert is setup and it will appear in the My Alerts Summary web part. 
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Alert Me Hyperlink
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Add Alert Page
	

	Fast Facts
	· PEO GCS e-Business Portal alerts can be set to notify you of changes to documents, sites, lists (announcements, contacts, events, tasks, surveys, and hyperlinks) individual items in lists, news items, and document libraries.
	


	Alerts - Editing
	







Alerts

	The needs we have to be alerted during one month may change the next.  You have full capabilities in changing, deactivating (putting on hold), or deleting alerts you have set up.
	

	Edit an Alert

1) In the My Alerts Summary Web Part, click the Go to My Alerts page hyperlink.

2) Click the name of the alert you need to edit and a drop down menu will appear.

3) Click Edit in the Dropdown Menu. The Change List Alert Page will open.

4) Make changes to any of the fields. (See previous page)

5) When you are done, click the OK button to save your changes.

Deactivate an Alert
1) In the My Alerts Summary web part, click the Go to My Alerts page hyperlink.  This will open the My Alerts page. A list of your alerts will be displayed.

2) Hold your cursor over  the name of the alert you want to deactivate, click the dropdown arrow that appears on the right and a drop down menu will appear.

3) Click Deactivate in the dropdown menu. The icon next to the alert name will changed from the Green Activate icon to the Red Deactivate icon.

Delete an Alert

1) In the My Alerts Summary web part, click the Go to My Alerts page hyperlink.

2) Click the name of the alert you need to edit and a drop down menu will appear.

3) Click Delete in the dropdown menu.  A dialog box will appear asking if you are sure you want to make the deletion.

4) Click the OK button in the dialog box.
	[image: image51.jpg]My Alerts Summary

List: Private Documents (In: peoportal\peo
user) (0)

 Go to My Alerts ﬁ%




My Alerts Summary Web Part
	

	
	[image: image52.jpg]


Dropdown Menu
	

	
	[image: image53.jpg]e e e R il 12N
Ghange Ust et
e o

iver Opens T

Oermtoses




Change List Alert Page
	

	Fast Facts
	· Deactivating alerts does not delete alerts from your list
	


	Discussions
	










Discussions

	Discussion boards can be created on any site or in a document library linking the discussion to other available content.  Examples of organizational uses of discussion boards include:  receiving feedback on a new process or procedure; discussing the structure of or modifications to a document and soliciting ideas.
	

	Create a Discussion

1) Open your team site. (See page 13)

2) Click the Discussion hyperlink in the quick launch bar.

3) Click the Create Discussion Board button on the Discussion Board Toolbar to open the New Discussion Board Form.
4) Type a topic name for the discussion in the “Name” box and press [image: image54.png]


.

5) Type a description of the discussion in the “Description” box.

6) Click the radio button [image: image55.bmp] next to “No” if you do not wish to have this discussion displayed on the Quick Launch bar of your team site.

7) Click the Create button to create the discussion thread.

View a Discussion

1) Open your team site. (See page 13)

2) Click the hyperlink in the “Discussions” section of the quick launch bar you are interested in viewing.

3) Click the expand button [image: image56.png]


 next to a subject to view the responses.
Contribute to a Discussion

1) Open your team site. (See page 13)

2) Click the Discussion hyperlink in the quick launch bar.

3) Click the Post Reply button on the Discussion Toolbar to open the New Item form.

4) Type a subject for display in the “Subject” box and press [image: image57.png]


.

5) Type your comments in the “Text” box.

6) Click the Save and Close button in the Discussion Toolbar to post your comment to the discussion board.
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New Discussion Board Form
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Contribute to a Discussion
	

	Fast Facts
	· Set up an alert (see page 17) to be notified when someone makes a contribution to a discussion you are interested in!

· Attach files (see page 25) to discussions by clicking on the Attach File button in the Discussion Toolbar.

· All portal users may view or contribute to discussions.  Discussion creation, changes or deletions are accessible to all portal users on “my site” or collaborative sites that you have created. Portal contributors or administrators are able to make these changes at the enterprise, team and sub-team levels.
	


	Team Sites
	









Team Sites

	Your team site allows you to collaborate with other members toward a common goal or end point. 

· The entire team may share documents, information, have meetings, and perform other types of communication with each other.

· Project documentation can be stored on the site where you and your team members will be able to find what you need. 

· Activities such as project status meetings, document reviews, and meetings with the client can be set up as events. 

· Contact lists are available for storing information about contacts and other resources. 

· Major tasks or milestones can be tracked on your team’s portal page.

· Team members are encouraged to contribute to the site based on their expertise. 

Collaboration, sharing and being able to easily find information leads to a quality end result!
	

	Navigate to Your Team Site

1) Click the PEO hyperlink on the top navigation bar.

2) In the quick launch bar, click the APEO or the PMO hyperlink to display the “PEO GCS e-Business Portal APEO/PMO” Page.
3) Click the appropriate hyperlink to display the Your Team Site’s home page.

4) On the Team Site Entry page click the Click here for (Your Team) Site hyperlink.  This will open your Team Site Home Page in a new browser window.

Open a Hyperlink

1) In the Hyperlinks web part click the hyperlink you wish to view.

2) Click the 
[image: image61.wmf] 

 back button on your browser to return to the previous page. 
Return to PEO GCS e-Business Portal

· Click the Up to PEO GCS e-Business Portal hyperlink above the Top Navigation Bar from your team site or click the PEO link in the Top Navigation Bar.
Exit the Portal

· Click the Logoff hyperlink on or above the Top Navigation Bar.
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PEO GCS e-Business Portal APEO/PMO Page
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Team Site Home Page
	

	Fast
Facts
	Web parts on your team site may include:

· Document Management System

· Discussions

· Events

· Team Calendars

· Surveys

· Hyperlinks

· Contact Lists

· Announcements

· Support Form


	


	Sub-Team Sites
	










Sub-Team Sites

	Your sub-team site allows you to collaborate with other members toward a common goal or end point.  Collaboration, sharing and being able to easily find information leads to a quality end result!
	

	Navigate to Your Sub-Team Site

1) Click the PEO hyperlink on the top navigation bar.

2) In the quick launch bar, click the APEO or the PMO hyperlink to display the “PEO GCS e-Business Portal APEO” or “PMO” Page
3) Click the appropriate hyperlink to display the Your Team Site’s home page.

4) On the Team Site Entry page click the Click here for (Your Team) Site hyperlink.  This will open your Team Site Home Page in a new browser window.

5) Click your sub-team name hyperlink on the Sites and Workspaces Page.
Return to PEO GCS e-Business Portal

1) Click the Up to Stryker Brigade Combat Team hyperlink in the top navigation bar.
2) Click the Up to PEO GCS e-Business Portal hyperlink above the Top Navigation Bar from your team site or click the PEO link in the Top Navigation Bar.
Exit the Portal

· Click the Logoff hyperlink on or above the Top Navigation Bar.
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Team Site Home Page
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Sites and Workspaces Page
	

	Fast
Facts
	Web parts on your sub-team site may include:

· Document Management System

· Discussions

· Events

· Team Calendars

· Surveys

· Hyperlinks

· Contact Lists

· Announcements

· Support Form


	


	 Shared Workspaces
	











Shared Workspaces

	Shared Workspaces help team members work together more productively without leaving their desktop programs.  All portal users can create shared workspaces; document workspaces and meeting workspaces—where they can collaborate, plan, schedule, and interact with one another in real time.
	

	Available Workspace Templates

· Team Site:  Create a site for your group to create, organize, and share information quickly and easily. It includes a Document Library, and basic lists such as Announcements, Events, Contacts, and Quick Links.  This site will mirror the team and sub-team sites on the PEO GCS e-Business Portal.

· Blank Site:  This template creates a Web site with a blank home page. You can use a Windows SharePoint Services-compatible Web page editor to add interactive lists or any other Windows SharePoint Services features.

· Document Workspaces:  This template creates a site for colleagues to work together on documents. It provides a document library for storing the primary document and supporting files, a Task list for assigning to-do items, and a Links list for resources related to the document.

· Basic Meeting Workspace:  All the basics to plan, organize and track your meeting. This Meeting Workspace contains the following lists: Objectives, Attendees, Agenda, and Document Library.

· Blank Meeting Workspace:  A blank Meeting Workspace for you to customize based on your requirements.

· Decision Meeting Workspace:  A Meeting Workspace in which to review relevant documents and record decisions. This Meeting Workspace contains the following lists: Objectives, Attendees, Agenda, Document Library, Tasks, and Decisions.

· Social Meeting Workspace:  A planning tool for social occasions, featuring a discussion board and a picture library to post pictures of the event. This Meeting Workspace contains the following lists and Web Parts: Attendees, Directions, Image/Logo, Things To Bring, Discussions, and a Picture Library.

· Multipage Meeting Workspace:  All of the basics to plan, organize and track your meeting with multiple pages. This Meeting Workspace contains the following lists: Objectives, Attendees and Agenda in addition to two blank pages for you to customize based on your requirements.

· Great Plains Site:  Business solutions to help you better run your business. Track status and performance history of product sales and inventory, and personal earnings data. Use the sample data to see how it connects with Microsoft Business Solutions - Great Plains to help you make better-informed business decisions faster. Then connect it to your own Great Plains solution.
	


	Shared Workspaces:  Creating
	











Shared Workspaces

	You are able to create shared workspaces within the PEO GCS e-Business Portal that meet your workplace needs.  There are several types to choose from and you will be able to designate access to these pages.
	

	Create a Shared Workspace

1) Visit “My Site”
2) Click the Documents and Lists hyperlink in the Top Navigation Bar to display the Sites and Workspaces Page.

3) Click the create button on the Shared Workspace toolbars to open the Shared Workspace Form.

4) Type a title in the “Title” box that will be displayed as a hyperlink to this page.

5) Type a description for this page in the “Description” box.

6) Enter a url for your page in the “URL name” box.

7) Click to select a radio button [image: image66.bmp] to “Use same permissions as parent site” or “Use unique permissions.”

8) Click the Create Button to open the Template Selection page.

9) Choose a template tailored to your needs by clicking it in the list.  When you have made a selection SharePoint displays a description of the page.

10) Click the OK button.

Modify Shared Workspace

· See modify “my site” on page 36.

Delete Shared Workspace

· Click the Shared Workspace hyperlink in the web part title bar to display the Sites and Workspaces Page.

· Click the delete button [image: image67.png]


 to the right of the workspace you wish to delete.
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Shared Workspace Form
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Shared Workspace
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Sites and Workspaces Page
	

	Fast
Facts
	· All portal users may create shared workspaces.  When a portal user creates a shared workspace he or she becomes the administrator of that workspace with full editing rights.
· If you set uniques permissions during the creation process - allow other portal users access to your website, click the site settings button on the top navigation bar of your page then click the manage users hyperlink beneath the administration heading.
· The url to your shared workspace will be:  “https://peoportal.tacom.army.mil/personal/username/sitename”
	


	 Document Management System (DMS)
	Document Management System

	Many teams store information in multiple locations. This information contains a wealth of data about how your team operates.  Frequently, you have to search multiple locations to find the right piece of information. This is time-consuming and difficult, and sometimes you have to abandon the search before you find what you need. 

The Document Management System (DMS) is a central shared area for storing documents, resulting in improved organization as well as being accessible from anywhere in the world via the Web. The document check-in/check-out feature ensures that updates are controlled and someone else's work is not overwritten. Automatic alerts allow you to be notified when your document has been modified by another user.

Using the DMS your team can now easily unify information from a single point of access.  As a PEO GCS e-Business Portal System user you have access to your team site’s DMS.  If you are visiting your own team site you will have access to most files that pertain to your division.
	

	Navigating to Your Team’s DMS
· On the quick launch bar of your team site click a DMS hyperlink.  The Document Management System (DMS) page will open.  DMS Libraries are noted as being (PUBLIC) or (RESTRICTED).
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Document Management System (DMS) Page
	

	Quick Launch Bar Hyperlinks

1) Select a View

a. [image: image72.png]




 INCLUDEPICTURE "https://peoportal.tacom.army.mil/_layouts/images/blank.gif" \* MERGEFORMATINET [image: image73.png]


All Documents – this is the default view

b. Explorer View – Browse DMS documents in Explorer View
2) Actions
c. [image: image74.png]


Alert Me – SharePoint will send you an email or display an alert on your “my site” when changes are made to the file or the file is opened

d. Export to Spreadsheet– allows you export data to an Excel spreadsheet

a. Modify Settings and Columns [image: image75.png]


– allows you to customize your view
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Explorer View
	

	Fast Facts
	· DMS access is granted at the main level to readers and contributors.  Contributors or administrators are able to make changes, upload and delete files.  Readers have viewing privileges only.
· If you attempt to access a file that you don’t have permission to access your browser will open the “Request Access Form” (see page 13)
· DMS creation, changes or deletions are accessible to all portal users on “My Site” or collaborative sites that they have created.
	


	Document Management System (DMS):  Upload Files
	Document Management System

	During the document creation process, a common practice is to have multiple people working on the document. You can create shared document workspaces when working on documents (See page 23) and when it is complete, move the final document to the portal available to the general public.  While you are creating a document and it needs to be shared with other people, people who will be contributing to the final product you can:

· Create a shared workspace (See page 22)

· Save the document to the shared workspace

· Add members to the workspace

· Add tasks associated with the document

· Set up an alert to be notified when the document changes

· Review the version history for the document

· Send email to team members

To store documents and files on a DMS so that your team members will have access to them it is first necessary to upload (or copy) them.
	

	Upload a Document

1. Open the folder you wish to store the document in by clicking it.

2. Click the Upload Document button located on the DMS toolbar.  The Document Management System (DMS) Upload Document Form will open.

3. Click the Browse button on the Document Management System Upload Document Form.  This will open a Choose File Dialog Box.

4. Browse to the location of the file that you want to upload.

5. Click the file you wish to upload to the DMS in the Choose File Dialog Box.
6. After the file is selected, click the Open button on the bottom right corner of the Choose File Dialog Box.  The Name box on the Upload Document Form will automatically be populated with the location of the file.

7. Enter information in the other fields if desired.

8. Once complete, click the Save and Close button located on the DMS Toolbar. 
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Document Management System Upload Document Form
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Choose File Dialog Box
	

	Fast Facts
	· SharePoint allows you to upload one document at a time.
· To send a link to a document:  Right click the document name and click “copy shortcut” in the shortcut menu.  Paste the shortcut into any outgoing email.
· DMS access is granted at the main level to readers and contributors.  Contributors or administrators are able to make changes, upload and delete files.  Readers have viewing privileges only.  DMS creation, changes or deletions are accessible to all portal users on “my site” or collaborative sites that they have created.
	


	Document Management System (DMS):  Managing Files
	Document Management System

	Storing files on the DMS allows them to be accessed anywhere in the world from the internet.  Checking documents out assures that simultaneous changes are not being made to a file.
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DMS Library
	

	Check Out Documents
1) Click the arrow to the right of the document name and a drop down menu will appear.

2) Click Check Out in the dropdown menu.  Your name will be displayed next to the document under the “Checked Out To” column.

Check In Documents

1) Click the document name and a drop down menu will appear.

2) Click “Check In” in the dropdown menu and a Document Check In page will appear.

3) Click the “Check In Document” radio button [image: image80.bmp], unless another option is desired.

4) Enter any necessary comments.

5) Once completed, click the OK button.
Delete Documents

1) Click the document and a drop down menu will appear.

2) Click Delete in the dropdown menu.  A message box will open asking if you are sure you wish to delete the file.

3) Click the OK button in the dialog box.
	Edit Documents

1) On your DMS page click the downward arrow to the right of the document name and a drop down menu will appear.

2) Click Edit in the dropdown menu.
3) A dialog box will appear with a warning, click the OK button.  The document will open in the application it was created in.

4) Once changes to the document are complete, click the Save icon [image: image81.bmp] in the Microsoft Word standard toolbar.
Versions

1) On your DMS page In the Quick Launch Bar under “Actions” click the modify settings and columns to open the “Document Library Settings” page.

2) In the “General Settings” section, click the Change General Settings hyperlink.

3) In the Document Versions section, click the “Yes” radio button [image: image82.bmp].
4) Click the OK button at the bottom of the page to save your changes.
	

	Fast Facts
	· Versions are not saved by default.

· A title is the text that appears on the DMS page.

· DMS access is granted at the main level to readers and contributors.  Contributors or administrators are able to make changes, upload and delete files.  Readers have viewing privileges only.  DMS creation, changes or deletions are accessible to all portal users on “my site” or collaborative sites that they have created.
	


	Document Management System (DMS):  Manage Folders
	Document Management System

	Folders allow information to be organized in a logical easy to locate fashion.  In your DMS Library you have the ability to create and delete folders.
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DMS Toolbar
	

	Open a DMS

· Click a document library hyperlink to see a list of documents and folders in that library. 
Create New Folders

1) Click the New Folder hyperlink.

2) Enter the name of the folder in the Name box.

3) Click the Save and Close hyperlink. 

Rename Folders

1) Hold your cursor over the folder name and click the down arrow.  A drop down menu will open.
2) Click Edit Properties in the dropdown menu to open a file edit window.

3) Type a new name for the folder in the folder name box.

4) Once completed, click the Save and Close hyperlink in the toolbar.

Delete Folders

1) Hold your cursor over the folder name and click the down arrow.  A drop down menu will open.
2) Click Delete in the dropdown menu.  A dialog box will open asking if you are certain you want to delete the folder.

3) Click the OK button in the dialog box.
Set up an Alert for a Document or File

1) Hold your cursor over the folder name and click the down arrow.  A drop down menu will open.
2) Click Alert Me in the dropdown menu and a New Alert Form will open.

3) Click the OK button to accept the default settings, unless another option is desired.  (see page 17)
	DMS Navigation Bar
New Document  - create a new document

Upload Document – store a document where you and your team members will have easy access

New Folder – keep documents organized

Filter – List only documents that meet the criteria you set

Edit in Datasheet – Edit data in an Excel spreadsheet
	

	
	[image: image84.jpg]ot Docmrt g Sy OHS et

e




New Alert Form
	

	Fast Facts
	· Only contributors are able to make changes to folders in the DMS.  Readers may make these changes to the DMS located on the “My Site” page.
	


	Outlook Web Access (OWA)
	
Outlook Web Access

	Using the PEO GCS e-Business Portal it is possible to access and use your TACOM email account from anywhere in the world.
	

	Access Outlook from the Portal

1) Click the OWA (Email) hyperlink on the top navigation bar.  The Outlook Web Access Logon Window will open.

2) Type your username in the Log On box.
3) Click the “click here to connect to your personal e-mail account.” hyperlink.

4) Enter “Tacomwrn\ followed by your username in the “User name:” field of the OWA Login Dialog Box.
5) Press the [image: image85.png]


 key to advance to the Password field.

6) Type your password in the “Password:” field.

7) Click the OK button to open your OWA Inbox.
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Outlook Web Access Log On Window
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OWA Login Dialog Box
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OWA Inbox
	

	Fast Facts
	· This version of Outlook Web Access only supports your primary contact folder.
	


	PEO Phone/Address List
	

Global Address List

	On the PEO GCS e-Business Portal System you have easy access to your coworkers and others.  Those you frequently contact can be exported to your Microsoft Outlook Contacts.  Email addresses are listed as hyperlinks allowing you to point and click to open an addressed email message ready for you to type your message.  Detailed contact information is available in a single click.
	

	Open the Address List

· Click the PEO Phone/Address Lists hyperlink in the top navigation bar of the PEO GCS page.
View Contact Information

· Click the contact’s last name hyperlink in the address column of the.

Email Contact

· Click the contact’s email address mailto link in the email address list.

Export Contact Information to Microsoft Outlook Contacts

1) Click the contact name on the Address List to open the PEO Phone/Address List Detail page.

2) Click the Export Contact button on the Global Address List Toolbar.   A File Download Dialog Box will open.

3) In the File Download Dialog Box Click the Open button to open the contact in Outlook.

4) Click the Outlook Save and Close button to save the item to your personal contacts.
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PEO Phone/Address List Detail
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File Download Dialog Box
	

	Fast Facts
	· If your contact information has changed please visit the “U.S. Army Garrison - Michigan Global Address List Modify” page at http://pbmodify/finduser.asp
	


	Portal Calendars
	


Event Calendars

	Portal calendars are available for Workflows, PEO and Team Events. Use event calendars to keep the entire team up to date with what is happening; meetings, personal time off and more.  With an event calendar you can be sure all team members are aware of important functions.
	

	Open a Portal Calendar

· In the top navigation bar, click the event calendar you wish to view.  The calendar will open in a new window.

Select a View

· In the calendar toolbar click a View By button to choose:  Today, View By Day, View By Week, or View By Month.

Open/View a Calendar Item

· Point to the item name hyperlink and click to open the Calendar Item.
Edit Calendar Item

1) Click the item name hyperlink in the event calendar.  The Calendar Item window will open.

2) Click the Edit Item button on the Calendar Item Toolbar.  The Calendar New Item window will open.

3) Make any necessary changes and click the Save and Close button on the Calendar toolbar.
Delete Calendar Item

1) Click the item name hyperlink in the event calendar.  The Calendar Item window will open.

2) Click the Delete Item button on the Calendar Item Toolbar.   A dialog box will open asking you to confirm or cancel the item deletion.

3) Click the OK button to update the calendar.
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Event Calendar
	

	
	[image: image93.jpg]“JNew Item | Today | View by Day | View by Week | View by Month




Calendar Toolbar
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Calendar Item Toolbar
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Calendar New Item Form
	

	Fast Facts
	· Attach documents such as meeting minutes to your calendar items.
	


	Event Calendars:  Modify
	


Event Calendars


	When event locations change or events cancel, it is important to keep the Event Calendar current and accurate.
	

	Create a Calendar Item

1) Click the New Item button on the Calendar Toolbar
2) Click in the Title Box and enter the text you want to appear on the calendar

3) Choose the Begin and End dates by either typing the dates in (M/D/YYYY) or clicking the [image: image96.jpg]


 icon, choose the begin and end time by clicking on the down arrow to open a dropdown list
4) Type a brief description of the item in the description box.  This is what will be seen when the title is clicked on in the event menu.

5) Type the location in the location box.

6) If this event will reoccur, select a recurrence pattern by clicking the radio button [image: image97.bmp] next to the pattern name.

7) If you need to attach any documents, click the Attach File button on the New Item Toolbar.  (For information on attaching documents see page 25)

8) To update the calendar, click the 
Save and Close button on the Calendar Toolbar.
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Calendar New Item Form
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Calendar Item
	

	Fast Facts
	· Only contributors are able to make changes to event calendars.
	


	Event Calendars:  Export Items and Add Alerts
	


Event Calendars


	You have the ability to export items from event calendars to your Microsoft Outlook Calendar and set up alerts so that you will be automatically notified of any changes to these calendar items.
	

	Export Calendar Item

1) Click the item name on the event calendar to open the Calendar Item window.

2) Click the Export Event button on the Calendar Item Toolbar.   A File Download Dialog Box will open.

3) In the File Download Dialog Box Click the Open button to open the appointment in Outlook.

4) Click the Save and Close button in the Outlook Window to save the item to your personal calendar.

Create an Alert

1) Click the item in the event calendar.  The Calendar Item page will open.

2) Click the Alert Me button on the Calendar Item Toolbar.   An Add List Item Alert page will open.
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Calendar Item Toolbar
3) Create and save your alert.
(For more information on alerts see page 17)
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File Download Dialog Box
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Microsoft Outlook Appointment Window
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Personal Calendar
	

	Fast Facts
	· Alerts are very useful for events.  When you create an alert you will be automatically updated if the time or place changes.
	


	Workflow Assignments
	



Workflow Assignments

	If you have been assigned to a task, you will receive an email notification detailing your need to act on a tasking workflow.  You may have multiple tasks you are expected to perform in the workflow module.
	

	Responding to a Workflow Assignment

1) In your Assignment Notification Email, click the ID Number hyperlink to view the form.

2)  If present click the hyperlink(s) for Files or Emails to view any information that have been attached to this workflow.

3) Choose to Complete, Reassign or Reject the task by selecting the radio button [image: image104.bmp] next to the selection. 

4) Click the Save button to save any changes you have made. 

5) Click the Close button to exit the form.

View your Current List of Tasks
1) From the PEO GCS e-Business Portal main page click the workflows hyperlink in the top navigation bar.

2) Click the My Tasks button on the main Workflow page to display your current List of Tasks which allows you to open, approve, disapprove, or otherwise work on the task. 

3) Click on any task id number hyperlinks under the various ID columns to view the Task Information Form.
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Assignment Notification Email
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Task Information Form
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List of Tasks
	

	Fast Facts
	· The assigner has the capability to approve or disapprove the response and resend it to the same assignee, disapprove and reassign to a different assignee, or cancel the task. The process starts over again depending on the option selected.
	


	My Site
	




My Site

	Customize my site to meet your needs – PEO GCS e-Business Portal provides you with the ability to create a personal portal that can be configured for how you work with the information you need to do your job. My site provides you with the ability to design a portal based on your needs and your own way of working, with the ability to share with the rest of the organization a view of who you are and what you contribute.

Add hyperlinks to documents or sites often accessed include Web Parts of your own choosing, view your outlook inbox and calendar, set up alerts to be notified when important information changes, set up your own lists, and create your own document and picture libraries.

Information on your “My Site” can be shared with other users. A separate "shared view" of the personal site can be created for this purpose to target what gets shared, and what remains personal. 
	

	Open your “My Site”

· Click the My Site hyperlink at the top right corner above the Top Navigation Bar.
Add Specific Search Results

1) After completing a search click the Add to My Hyperlinks hyperlink under the desired item.  The Add Link Form will appear. 

2) Click the OK button to accept the default settings unless another option is desired. 
Public View

· To see what is available for other members of the enterprise portal to view, in the Quick Launch Bar under “Select View” click the Public hyperlink. 

Edit Profile

· The Edit Profile action will allow you to make some changes to information provided to other portal users.  
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My Site
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Add Link Form
	

	Fast Facts
	· If desired, documents may also be stored in a Shared Document Library for others to view.
· The url of your “my site” is:  “https://peoportal.tacom.army.mil/personal/yourusername”
	


	My Site:  Customizable Features
	




My Site

	Discussion Boards
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 Discussion Board 

A discussion board makes it easy for people to use newsgroup-style discussions for topics relevant to you.  
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Web Pages
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 Basic Page
Create a basic page when you want to add a simple Web page to this site. You can modify the page by adding text, pictures, and tables using your Web browser.  
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  Web Part Page
Create a Web Part Page when you want to add a Web page to this site that displays one or more Web Parts. Web Parts provide an easy way to build powerful Web pages that can show you information ranging from a view of a list in the current site to the latest data from Web Services hosted around the world. Web Part Pages even allow for Web Part personalization, ensuring each you sees only the most relevant information.  
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 Sites and Workspaces
Create a site or workspace when you want a new place for collaborating on Web pages, lists, and document libraries. For example, you might create a site to manage a new team or project, collaborate on a document, or prepare for a meeting. The new SharePoint site will be created under the current site at: https://peoportal.tacom.army.mil/personal/peouser/[New Site]. You can specify the type of SharePoint site to create from a set of available site templates.

Create Page
Use this page to add a new library, list, discussion board, survey, or Web page to this Web site. Choose one of the pre-defined types or create a custom list.
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Custom Lists
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 Custom List 
If none of the pre-defined lists meets your needs, design a custom list by specifying your own columns. For example, you might create an inventory list, a sign-up sheet, a roster, and so on. 

[image: image125.png]


 [image: image126.png]


 Custom List in Datasheet View 
Create a custom list when you want to specify your own columns. The list opens in a spreadsheet-like environment for convenient data entry, editing, and formatting. It requires a Windows SharePoint Services-compatible list datasheet control and ActiveX control support.  
	Document Libraries
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 Document Library 
Document libraries are folders that make it easy to share documents with others. Each library displays documents in a list that can be filtered or sorted.  
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 Form Library 
Create a form library when you have XML-based business forms, such as status reports or purchase orders that you want to manage. These libraries require a Windows SharePoint Services-compatible XML editor, such as Microsoft Office InfoPath.
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 Import Spreadsheet
Import a spreadsheet when you want to create a list that has the same columns and contents as an existing spreadsheet. Importing a spreadsheet requires a spreadsheet application compatible with Windows SharePoint Services.
Picture Libraries
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 Picture Library 
Make a place to store and share all your images.  
Lists
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 Announcements 
An announcement list makes it easy for you to post news and information for people to see.
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 Contacts 
A list of contacts displays information about people that you work with, such as customers, vendors, or participants in an activity. The list includes information such as name, address, and telephone number.  
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  Events 
You can use an events list to keep others informed of upcoming meetings, deadlines, and other important events.  
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 Tasks 
Create a list of tasks when you want to track a group of work items that you need to complete.  
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 Issues 
Create a list of issues when you want to manage a set of issues or problems. You can assign, prioritize, and follow the progress of issues from start to finish. 
Surveys
[image: image149.png]
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 Survey 
Surveys are an effective way to take a poll. All you need to do is specify the questions and define how people enter their answers. 
	


	My Site:  Modify Web Parts
	




My Site

	Your “My Site” Homepage is set up as a dashboard.   Dashboards work like shelves that store information in easy to see locations.  Your dashboard consists of four different zones; top, middle left, middle right and bottom.  Each zone can contain at least one, sometimes several, web parts. If a zone is empty or does not contain any web parts it does not appear on the dashboard.  
	

	Add a Web Part to Your Dashboard

1) Click the Modify My Page hyperlink in the upper right hand corner of the portal.

2) In the Modify My Page Dropdown Menu hold your cursor over “add web parts” to see the web parts fly out menu.
3) Click “Browse” in the fly out menu to open the “Add Web Part Pane.”
4) Choose a web part gallery by pointing to it and clicking to open the desired web part list.

5) Click the name of the web part you wish to add, hold down the mouse button, and move the web part to the desired zone. When the desired zone has a blue border release the mouse button.  After you release the mouse button, you will see the web part in the zone.
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News for You Web Part
6) Click the close button [image: image153.bmp] on the title bar of the “Add Web Parts” pane when you have finished adding web parts.  The changes made to the web part layout will appear on the dashboard.
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Modify My Page Dropdown Menu
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Add Web Parts Pane
	

	Fast Facts
	Web parts on your “My Site” home page may include:

· Document Management System

· Discussions

· Events

· Team Calendars

· Surveys

· Hyperlinks

· Contact Lists

· Announcements

· Support Form


	


	My Site:  Change the Layout
	




My Site

	Web Parts contain specific sets of information that you can tailor to fit your needs. The position and order in which web parts are displayed contributes to the effectiveness and usability of your dashboard. Experiment with different web part arrangements to make the best use of your dashboard space.
	

	Move a Web Part

1) Click the Modify My Page hyperlink in the upper right hand corner of the portal.

2) In the Modify My Page Dropdown Menu Click “Design this Page”.   A page will open page that displays the current placement of the web parts that make up your dashboard.

3) To change the position of a web part (or move it from one zone to another), click the header name of a specific web part, hold down the mouse button, move the web part to the desired zone and release the mouse button when the desired zone has a blue border.  The saved changes made to the web part layout will appear on your dashboard.

Modify the Name and Descriptions of Web Parts

1) Click the down arrow on the top right of the web part in the title bar. 

2) Click “Modify My Web Parts” in the dropdown menu.

3) Click the web part you wish to modify in the flyout menu to open a Details Tool Pane in the right part of your window.

4) To expand appearance options click the [image: image156.png]


 button next to the word Appearance.

5) To expand layout options click the [image: image157.png]


 button next to the word Layout.
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Modify My Page Dropdown Menu
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Details Tool Pane
	

	Fast Facts
	· Title is the text that will appear on your webpage
	


	My Site:  Hyperlinks
	




My Site

	The My Links Summary web part allows you to quickly create and access a list of hyperlinks both internal and external to the portal from your personal homepage.

· These hyperlinks may include items used for both personal and business use.

· This web part will display any items or hyperlinks that either you or some else has located that would be of interest to you. 
	

	Open a Hyperlink

1) In the My Hyperlinks web part locate the hyperlink you wish to view. 

2) Click the hyperlink you wish to open. 

Open a Hyperlink in a New Window

1) To open a shortcut menu click the hyperlink with your right mouse button.

2) Click “Open in New Window” in the shortcut menu.

3) In the new window, close your browser by clicking the close button [image: image161.jpg]


 in the upper right corner.
Add a Hyperlink
1) In the My Hyperlinks Summary web part, click the Add New Hyperlink hyperlink.  This will open the Add a Hyperlink Form.

2) Type a name for the hyperlink then press the [image: image162.png]


 key in the “Title:’ text box. 

3) In the Address Box Type the full address for the website you wish to create a hyperlink to (for example: http://www.cnn.com). 

4) To select a group to store the hyperlink in, click the dropdown arrow under existing group.  A dropdown list will appear.

5) Click the name of the group you wish to place the new hyperlink into.

6) Click the OK button to save your changes and return to your My Site home page.
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Shortcut Menu
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My Links Summary Web Part
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Add a Hyperlink Form
	

	Fast Facts
	· The URL protocol (in this case http://) must be included in the web address.

· A title is the text that will appear on the webpage
	


	My Site:  Managing Hyperlinks
	




My Site

	My Links is a web part on your “My Site” page that allows fast easy access to websites that you need to frequently visit for job related research.  Groups are folders that allow you to keep your hyperlinks organized.
	

	Edit a Hyperlink

1) In the My Links Summary Web Part click the Manage Links hyperlink.  This will open a Link Management Page. 

2) Click the down arrow to the right of the hyperlink you want to edit and a drop down menu will appear. 

3) Click “Edit” in the drop down menu. This will open an Edit My Link Form.
4) Make any changes.

5) Click the OK button located on the bottom right of the form to save the changes.

Delete a Hyperlink

1) Follow steps 1 & 2 listed above.

2) Click the Delete Button on the toolbar.

3) Click the OK button on the lower right hand of the form.  The hyperlink will be deleted.

Create a New Group

1) Click the New Group radio button [image: image166.bmp] in the Edit My Link Form.
2) Type a group name into the New Group box.

3) Click the OK button.  The new hyperlink will be visible on My Site in the My Hyperlinks web part.

Make a Hyperlink Available to the Public

1) Click the “Share on public view of My Site” checkbox 
[image: image167.wmf] 

 in the Edit My Link Form.
2) Click the OK button.  The new hyperlink will be visible on My Site in the My Hyperlinks web part of the public view of your My Site.
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My Links Summary Web Part
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Link Management Page
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Edit My Link Form
	

	Fast Facts
	· The URL protocol (for example:  http://) must be included in the web address.

· A title is the text that will appear on the webpage.
	


	Business Process Workflows
	





Business Process Workflows

	The Workflow section of the portal allows you to initiate approval routing templates.  Multiple templates allow different kinds of workflow, depending on the level of approval required.  Workflow template diagrams are provided to assist you in choosing the correct workflow template to launch.
	

	Visit the Workflow Main Page

· Return to the PEO GCS e-Business portal and click the Workflows hyperlink either on the top navigation or quick launch bars to open the Workflow Main Page.
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Workflow Main Page Template View
	

	View Workflow Templates

· Hold your cursor over the Workflow titles in the left hand menu bar.  A flowchart illustrating the workflow will appear in the main window.
	
	

	Launching Workflow Templates

1) Return to the PEO GCS e-Business portal and click the Workflows hyperlink either on the top navigation or quick launch bars to open the Workflow Main Page.
2) Click the Create New hyperlink beneath the appropriate workflow template title:

· CDRL

· Leave Request

· Tasking
	
	

	Fast Facts
	· Workflow will also allow you to track progress and bottlenecks by providing summary screens which detail where a workflow is, how long it has left, and who has and still needs to approve the document.
	


	Business Process Workflows:  Calendars
	





Business Process Workflows

	Workflow calendars are provided to give you the capability to view workflow items in calendar format.
	

	View Workflow Calendars

1) On the Workflow Main Page click the Calendars hyperlink to open the Workflows Calendar List.

2) Click any of the Calendar Names in the left menu.  A new window will open showing the calendar.

3) Click the name of the workflow item to view the details for that item.

4) Click the Close button to close the window.
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Workflow Calendar

Deleting Workflow Calendar Items

1) Select a workflow calendar item by clicking on the name of the item in the Workflow Calendar. 
2) Click the check box [image: image173.bmp] in the “Delete” column of the form.

3) Click the Delete button on the bottom right of the form.  A dialog box will open asking if you are certain you wish to delete this item.

4) Click the OK button.
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Workflow Calendar Item Form
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Workflow Main Page
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Workflow Calendars List
	

	Fast Facts
	· Items are not automatically deleted from Workflow Calendars when they are deleted in the Workflow area of the portal.
	


	Business Process Workflows:  Searching Workflow Items
	





Business Process Workflows

	This tool allows you to search based on a number of criteria for specific workflows. For example, you may wish to know how many leave requests have been processed, who has processed them, and if any further action is required.
	

	Use the Custom Report Writer

1) Return to the PEO GCS e-Business portal and click the Workflows hyperlink either on the top navigation or quick launch bars to open the Workflow Main Page.
2) Click the Search button on the Workflow Main Page to open the Search/Reporting page.

3) Select the fields you want to search by clicking your choices in the dropdown menus. 

4) Click the Search button. The results will be displayed.

5) Click the Save Search Report check box [image: image177.bmp].

6) Type a name in the “Report Name” box.

7) Type a description for the Report Description field.

8) Select your search criteria (see above) and run your search.  The search results will be saved under this Report Name.

View a Saved Report

1) Return to the PEO GCS e-Business portal and click the Workflows hyperlink either on the top navigation or quick launch bars to open the Workflow Main Page.
2) Click the View Reports button on the main Workflow page to view a Saved Search Reports listing.

3) Click the hyperlink displaying the name of your saved report under the Report ID column to run the search.  A window will display the results.

Delete a Saved Report

1) Follow the above steps to “View a Saved Report”.

2) Click the check box [image: image178.bmp] to the left of the report you wish to delete.

3) Click the Delete Selected button.
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Workflow Main Page
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Save Search Report Dialog Box
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Saved Search Reports
	

	Fast Facts
	· Click any id number hyperlink under an ID column to view a  tasking form
· Your Portal Search Engine does not access Workflows
	


	Business Process Workflows:  Viewing
	





Business Process Workflows

	Summary Reports are supplied to let you know which state a workflow is currently residing in, as well as who has performed an action on it, and who still needs to do so.  Each user in the workflow module may have multiple tasks he or she assigned to other individuals.
	

	Viewing Tasks You Have Created

1) To view a current list of items that you’ve created, click the My Items button on the main Workflow page.  This will display your current list of items and allow you to open them and make modifications or cancel the items. 

2) Click the expand button [image: image182.png]


 to the right of a workflow type name to view a list of workflows.

3) Click an id number hyperlink under the ID column to view the form.
Viewing Summary Reports

1) On the PEO GCS e-Business Portal Page click the Workflows hyperlink.

2) Beneath the appropriate workflow template title bar.  Click the Summary button.  The Summary Report page will be displayed.

View the History of a Workflow

· Click the expand button [image: image183.png]


 next to the ID number of the workflow item.

View the State of the Workflow

· Click the hyperlink under the “Workflow State” column. This will display the Workflow State Page.
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Tasking Summary Report
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Workflow State Page
	

	Fast Facts
	· When you have finished reviewing this report, click the Close button to return to the main page.
	


	CDRL Workflows - Contract Deliverable Requirements List
	






CDRL Workflows

	The Contract Deliverable Requirements List (CDRL) defines the data that is to be delivered to the Government by the contractor. This data may be in hard copy, electronic, or any other form specified. The specific form of delivery needs to be specified either in the Statement of Work (SOW) and/or in each individual CDRL item.

The CDRL workflow capability allows users to be notified when a CDRL is due and the capability to add due date(s) for a specific CDRL onto a calendar.
	

	Create a CDRL Workflow

1) Click the Workflows hyperlink in the Top Navigation bar of the portal to visit the Workflow Section.

2) Click the Create New hyperlink under CDRL from the left menu of the Workflow page to open the Create CDRL Workflow Form.
3) Type a name for the CDRL in the “CDRL Subject(s):” box.

4) Click the Add >> button to add the name to the list. 

5) Enter a Due Date(s) by either clicking on the View Calendar icon [image: image186.jpg]


 or the Recurring Date icon [image: image187.png]



[image: image188.emf].

6) Click the Add >> button to add the date/s to the list. 

7) Type a description in the “Comments:” field.

8) In the “Notification to:” field, click the personnel who will be notified. 
9) In the “Reminder:” field, type the number of days before the due date you want email reminders sent.

10) For the “Post to Calendars:” field, select the calendar(s) on which you want the due date(s) posted. 

11) For the “Copy to:” field, select personnel to be notified for information purposes only. 

12) Click the Create button and a confirmation page will be displayed.

13) Click the Close button to exit the form.  Individuals selected in the Notification to and Copy to field will receive email notification.
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Workflow Main Page
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Create CDRL Workflow Form
	

	Fast Facts
	· Make multiple selections by holding down the [image: image191.png]


 key on your keyboard and clicking each item.
	


	CDRL Workflows:  Modifying During Creation
	






CDRL Workflows

	The CRDL modification process is very flexible offering many options.  Following are some steps you can take to refine your CDRL Creation.
	

	Create Multiple CDRLs

· Type in multiple CDRL Subjects and click the Add button. The list of CDRLs will be displayed on the right of the form under the Subjects heading.

Delete Specific CDRLs
· Check the box for a specific CDRL then click the Del. Selected button. This will remove that CDRL from the list.

Multiple Due Dates

· Select multiple dates then click the Add button. The list of Due Dates will be displayed on the right of the form under the Due Dates heading.
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CDRL Creation Confirmation Form
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CDRL Summary Report
	

	Fast Facts
	· Make multiple selections by holding down the [image: image194.png]


 key on your keyboard and clicking each item.
	


	CDRL Workflows:  Modifying
	






CDRL Workflows

	There are occasions that call for changing or canceling CRDL’s.  Follow the steps below when you need to modify or cancel a CDRL.
	

	Modify CDRL Workflow

1) Click the Workflows hyperlink in the Top Navigation bar of the portal to visit the Workflow section.

2) Click the Summary hyperlink under “CDRL” on the left menu of the Workflow page to open a CDRL Summary Report.
3) Locate the CDRL you want to modify and click the CDRL ID number hyperlink. This will open the CDRL Modify/Delete Form.
4) Click the Modify CDRL radio button [image: image195.bmp] in the Action section.

5) Make necessary changes on the form.

6) Click the Save button located on the lower left of the form. 

Cancel a CDRL Workflow

1) Click the Workflows hyperlink in the Top Navigation bar of the portal to visit the Workflow section.

2) Click the Summary hyperlink under “CDRL” on the left menu of the Workflow page to open a CDRL Summary Report.
3) Locate the CDRL you want to delete and click the CDRL ID number hyperlink. This will open the CDRL Modify/Delete Form.
4) Click the Cancel CDRL radio button [image: image196.bmp] in the Action section.

5) Click the Save button located on the lower left of the form.  The individuals selected in the “Notification List” and “Copy to” fields will receive an email notification of the deletion.
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CDRL Summary Report
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CDRL Modify/Delete Form
	

	Fast Facts
	· Calendars are not updated with changes made on this form.  Be sure to update any calendars.

· Only individuals selected in the “Notification List” and “Copy to” fields will receive email notification of modifications to a workflow.
	


	Leave Request Workflow:  Create
	







Leave Request Workflows

	The process of creating a Leave Request Workflow has been streamlined to meet your needs whether you are military or civilian.  The PEO GCS e-Business Portal will gather and store your information along with creating a hard copy of your requests.
	

	Submit a Leave Request 

1) Click the Workflows hyperlink in the top navigation bar to open the Workflow Main Page.

2) Click either the Civilian or Military hyperlink in the Leave Request Section to open a Leave Request Information Form.

3) Use the Approver drop down menu to select the Approver.

4) Use the Leave Reason drop down menu to select the reason for leave. 

5) Click the Display Calendar [image: image199.jpg]


 icon to enter the Start Date and End Dates.

· If the leave is not for the entire day:  Use the Start of Day and End of Day drop down lists. 

6) Enter any comments in the Description field.

7) Click the Create button. A Leave Request Confirmation Page will be displayed and your request will be submitted, via email notification to the Approver for them to review the request.

8) Click the Print button to have the information displayed in the appropriate Request for Leave or Approved Absence Form.
Print a Copy of Leave Requests

· The form will be completed with the information you have provided.  Click the Printer Icon [image: image200.png]


 in the Adobe toolbar.  Write your social security number on the top right of the form.
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Workflow Main Page
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Leave Request Information Form
	

	
	[image: image203.jpg]LEAVE REQUEST INFORMATION

A new leave request with the folowing informaton has been created:

o: 31
Approver: Kreiner, Jerome 'CONTR'

Leave Reason: Compensatory Time Off

Start Date: 8/16/2008

End Date: 8/16/2008

Descripton: Twas at work from 7:30 until 6:00 Saturday the 14th.
[Print [ New Request_] [Close.




 Leave Request Confirmation Form
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Adobe Toolbar
	

	Fast Facts
	· By default, if the Start of Day and End of day are not changed, the entire day will be entered for the leave request.
· Clicking the New Request button on the Leave Request Confirmation Form will allow you to submit additional requests without leaving the Workflow.
	


	Leave Request Workflow:  Modify
	







Leave Request Workflows

	In the event your plans change you are able to modify and resubmit your Leave Requests.  It is also possible to cancel any requests you no longer desire.
	

	Modify Leave Request Workflow

1) Click the Workflows hyperlink in the top navigation bar to open the Workflow Main Page. 

2) Click Summary under Leave Request from the left menu of the Workflow Main Page to open your Leave Request Summary Report.
3) Locate the Leave Request you want to modify and click the ID Number hyperlink under the Leave ID column. This will open the Leave Request Information Form.
4) Click the Modify Leave radio button [image: image205.bmp] in the Action section to make changes.

5) Make desired modifications to the form.

6) Click the Save button to save your changes.  A “Leave Save Confirmation” form will be displayed.

7) Click the Home button to return to PEO GCS e-Business Portal System.

Cancel Leave Request Workflow

1) Click the “Workflows” hyperlink in the top navigation bar to open the Workflow Main Page. 

2) Click Summary under Leave Request from the left menu of the Workflow Main Page to open your Leave Request Summary Report.
3) Locate the Leave Request you want to modify and click the ID Number hyperlink under the Leave ID column. This will open the Leave Request Information Form.
4) Click the Cancel Leave radio button [image: image206.bmp] in the Action section.

5) Click the Save button to cancel your Leave Request.

6) Click the Home button to return to PEO GCS e-Business Portal System.
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Workflow Main Page
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Leave Request Summary Report
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Leave Request Information Form
	

	Fast Facts
	· Remember to update calendars when you make modifications, deletions are not automatically posted to calendars.
	


	Leave Request Workflow:  Review
	







Leave Request Workflows

	When personnel you supervise submit a Leave Request Workflow, you will receive an email notification.  With one click you will be able to open the form and review the request.  When you have completed your review the calendars you designate will be updated and the personnel you select will be notified via email.
	

	Review a Request

1) Click the ID Number hyperlink in the Email Notification to view the Leave Request Information Form.
2) Click the radio button [image: image210.bmp] next to either Approve or Disapprove in the Action section.

3) Type comments in the “Your Comments” field.

4) In the “Post to Calendars” field, select the calendar(s) to post the leave date(s).  

5) In the ‘Copy to” field, select personnel to be notified for informational purposes. 

7) Click the Save button located on the bottom left of the form.

8) Click the Close button to exit the form.  The initiator will receive an email notification letting them know whether their request was approved or disapproved.
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Leave Request Email Notification
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Leave Request Information Form
	

	Fast Facts
	· You make multiple selections in lists by holding down the [image: image213.png]


 key and clicking each item one at a time.
	


	Tasking Workflows
	








Tasking Workflows

	The Tasking Workflow is especially useful when assigning daily tasks and other duties to those within and without of the PM.
	

	Create a Tasking Workflow

1) On the top navigation bar of the PEO GCS e-Business Portal Page click the Workflows hyperlink.

2) Click “Create New” under Tasking on the left menu of the Workflow page.

3) Type a name in the Task Name field.  Press your [image: image214.png]


 key to advance to the next field.

4) Type a description in the Description field.  Press your [image: image215.png]


 key to advance to the next field.

5) Click the downward arrow next to “Reminder:” on the Workflow Task Information Form to view the Reminder drop down list.

6) Select the number of days you wish to be notified prior to the due date by clicking on your selection.

7) Click the View Calendar icon [image: image216.jpg]


 and click a due date.

8) Designate the assigning level by clicking on PEO, APEO or Action Officer from the drop down list.

9) In the Assignee(s) field, select employees that you want to assign the task to. 

10) When your list is complete click the Add button.  The selected employees will appear under “Assignees” on the Workflows Task Information Form.
11) In the “Copy to” field, select those you wish to have notified for information purposes only. Follow the same steps listed for adding assignees.
12) When the form is completed click the Create button located on the lower left.   A confirmation page will be displayed.

13) Click the New Task button to create a new task or the Close button to view the “Tasking Summary Report” page.
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Workflow Task
	

	
	[image: image218.png]Task INFORMATION

Task Hame:

Description &

Reminder

Fie attachmerts: Browse,
Cear Lt

Delte Selected

ssigning Level =)

PEC ALL
bel, Lynda

adams, 10

lcigg, Michael
rchinal, Themas
i, Antonio ‘CONTR'
ustin, Erc ‘CONTR'

oo o [ —
i

PEC ALL
bel, Lynda

adams, 10

lcigg, Michael
rchinal, Themas
i, Antonio ‘CONTR'

Red indicates required felds

Create |[Close





Workflow Task Information Form
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Task Information Posted Page
	

	Fast Facts
	· You can delete specific “Assignees” or “Copy tos” by checking the box for a specific Assignee and click the Del. Selected button. This will remove that Assignee from the list.

· Select multiple items in a list by holding down the [image: image221.png]


 key on your keyboard and clicking each item.  
	


	Tasking Workflow:  Attach Files
	








Tasking Workflows

	The Tasking Workflow is especially useful when assigning daily tasks and other duties to those within and without the PM. When assignees have responded to a task you will receive an emailed response.  Assignees have the option of Approve Task Disapprove Task Cancel Task
	

	To Attach Files

1) To attach files click the Browse button on the Workflow Task Information Form to open the Workflow Files List. 
2) To upload files and add them to the Workflow Files List, click the Upload button on the Workflow Files List. The Upload File window will open (see page 25).

3) Select the file(s) you want to attach by clicking the box 
[image: image222.wmf] 

 next to the file name to insert a checkmark.

4) Click the OK button.  The files you selected will be listed in the File List Attachments Box on the Workflow Task Information Form.

View Response to a Task Assignment

· You will receive an Assigned Task Email when an assignee has responded to an assignment.  Click the id hyperlink in the email to open the detail page.
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 Workflow Files List
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Assigned Task Email
	

	Fast Facts
	· Files you wish to attach need to be uploaded from your hard drive.
	


	Tasking Workflow:  Editing
	








Tasking Workflows

	After a task flow is created assignees and your cc list receive email notification.  You will need to modify the Workflow to reflect the responses to the emails that were received.
	

	Modify Tasking Workflow

1) Open the workflow module. 
(See page 40)

2) Click the Summary button under “Tasking” from the left menu of the Workflow page.

3) Locate the Task you wish to modify and click the id number hyperlink beneath the “Task Name” column to open the Task Information Form.

4) Click the radio button [image: image225.bmp] next to “Modify Task Information” in the Action section.

5) Make any necessary changes to the form.

6) Click the Save button.  Assignee(s) will receive an email notification. 
Cancel Tasking Workflow

1) Open the workflow module. 
(See page 40)

2) Click the Summary button under “Tasking” from the left menu of the Workflow page.

3) Locate the Task you wish to modify and click the id number hyperlink beneath the “Task Name” column to open the Task Information Form.

4) Click the radio button [image: image226.bmp] next to “Cancel Task” in the Action section.  Assignee(s) will receive an email notification.
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Task Information Form
	

	Fast Facts
	· Calendars are not automatically updated with cancellations.  Be sure to update any calendars.
	


	Terminology
	









Glossary

	Alerts:  Alerts are messages that inform users when content that they are interested in changes in some way. An alert message can be delivered in an e-mail message or in a Web Part on a SharePoint site. Users can choose to receive alerts about a relevant content source, such as a document library or a list. These alerts help users stay current with the latest version of the content that is important to their work.
Audience:  An audience is a group of users with similar roles, interests or tasks.
Browser:  Short for Web browser, a software application used to locate and display Web pages. The two most popular browsers are Microsoft Internet Explorer and Netscape Navigator.

Collaboration:  The use of technologies, especially those that utilize the Internet, to create a virtual environment to promote and support the exchange of knowledge at the right time and place to affect an action, solve a problem, and/or impact a better decision.

Collaborative Tools:  Tools that enable sharing of knowledge across time and distance. These tools may enable both structured and free-flow sharing of knowledge and best practices. Transcripts of the use of these tools may be incorporated into a knowledge base for future use. 

Dashboard:  A dashboard is a Web page in the portal. Each dashboard contains a collection of Web Parts in a modular view that can be presented to users in a Web browser.

Data:  Set of discrete, objective facts about events. Data is transformed into information by adding value through context, categorization, calculations, corrections, and condensation. Data is facts and figures, without context and interpretation. Data + Context = Information.

Database:  A collection of interrelated data, often with controlled redundancy, organized according to a schema to serve one or more applications. A database is generally considered to be structured data.

Dialog Box:  A small box that appears on the screen asking you a question that you answer by clicking a button, such as “Yes” or “No”.

Document Management System:  Many organizations store information in multiple locations - on file shares, on individual users' hard drives, in multiple business applications and formats, or locked away in databases. This information contains a wealth of data about how the organization operates, about emerging trends in the marketplace, and about best practices and business processes. Frequently, users must search multiple locations to find the right piece of information. This can be time-consuming and difficult, and sometimes users abandon the search before they find useful information.

To understand their business and carry it out effectively, organizations must unify this information with a single point of access. By tying together disconnected islands of data, SharePoint Portal Server 2003 helps organizations capture and maintain the competitive advantage. The result is a more effective organization that can identify trends and react to them quickly.


	


	Terminology
	









Glossary

	Download:  To transfer data from one computer to another. Downloading usually refers to transfer from a larger "host" system to a smaller "client" system and "upload" usually means from small to large.

Dropdown Menu:  A menu whose title is normally visible but whose contents are revealed only when the user activates it, normally by pressing the mouse button while the pointer is over the title, whereupon the menu items appear below the title. The user may then select an item from the menu or click elsewhere, in either case the menu contents are hidden again. A menu item is selected either by dragging the mouse from the menu title to the item and releasing or by clicking the title and then the item.

Enterprise Portal:  A web site or service that offers a broad array of resources and services, such as e-mail, forums, search engines, on-line self-service applications, security, Hyperlink:  An element in an electronic document that hyperlinks to another place in the same document or to an entirely different document. Typically, you click the hyperlink to follow the hyperlink.

Intranet:  A network based on TCP/IP protocols (an internet) belonging to an organization, usually a corporation, accessible only by the organization's members, employees, or others with authorization. An intranet's web sites look and act just like any other web sites, but the firewall surrounding an intranet fends off unauthorized access. Like the Internet itself, intranets are used to share information. Secure intranets are now the fastest-growing segment of the Internet because they are much less expensive to build and manage than private networks based on proprietary protocols.

Portal:  Software that provides access through a browser to a wide range of data stores – e-mail, data bases, analytical software, the Internet, billing and sales records, and other sources. A portal is different from other web pages in that a portal is customizable as your needs and interests change.  Connect people, teams, and knowledge across business processes.  Integrates information from various systems into one secure solution through single sign-on It provides flexible deployment and management tools, and facilitates end-to-end collaboration through data aggregation, organization, and searching. PEO GCS e-Business Portal System also enables users to quickly find relevant information through customization and personalization of portal content and layout as well as through audience targeting. Audience targeting aims information and updates to individuals based on their organizational role, team membership, interest, security group, or any other membership criteria that can be defined using notifications or Web Parts.
	


	Terminology
	









Glossary

	Portal Levels

Enterprise:  This is the first area of entry.  This is the PEO GCS level.  Find PEO-wide information at this level.  Access your division, your “my site” and Outlook Web Access from this level.

Division:  Access Assistant Program Executive Team Sites and Project Management Office Team Sites from these pages.

Team:  View announcements, events, calendars and a Document Management System exclusively designed for your team.  Access sub-team sites from this level.

Sub-Team:  View announcements, events, calendars and a Document Management System exclusively designed for your sub-team.

My Site:  An area of the portal reserved for each registered user.  At this level all users have Administrator rights.

Portal Users

Reader:  Readers can read a site, contribute to discussions and make additions to event calendars.  When a reader creates a site in the “My Site” area, he or she becomes the site administrator.  This does not affect the user's site group membership for any other site.

Contributor:  Contributors have reader rights, plus rights to add, edit, and delete items, browse directories, add, update or remove Web Parts. Contributors cannot create new lists or document libraries, but they can add content to existing lists and document libraries.

Administrator:  Administrators have reader and contributor rights, plus rights to create new lists, document libraries or sub-team sites.

Quick Launch Bar:  Displayed on the left hand side of pages in the portal, this vertical bar has hyperlinks that allow you to visit various areas.
Search Engine:  Software that helps a person find a piece of information. A public search engine such as Google or AltaVista uses programs that visit each web site on the Internet and copy each page into a database on its server. You may then ask the program to look through the database for a word you enter. The programs that visit each site are called spiders or robots, and visiting each site is called crawling.

Site Collection: The entire structure of a top-level Web site and all of its sub sites.

Toolbar:  A graphical user interface component, consisting of a permanently visible row of button icons which, when clicked with the mouse, cause the program to perform some action.

Top Navigation Bar:  Displayed on pages in the portal, this horizontal bar has hyperlinks that allow you to visit various areas.
	


	Terminology
	









Glossary

	Upload:  To transfer programs or data over a digital communications hyperlink from a smaller or peripheral "client" system to a larger or central "host" one.
User Profiles:  User profiles hyperlink information (for example, audience membership or hyperlinks to personalized content) to a particular user. User profiles therefore provide a personalized portal experience for each user, and also help users find other users and their related content.
URL:  Abbreviation of Uniform Resource Locator, the global address of documents on the World Wide Web. The first part of the address indicated what protocol to use (i.e.: HTTP) and the second part specifies the location of the resource. 

Web Browser:  A software application used to locate and display web pages. The two most popular browsers are Netscape Navigator and Microsoft Internet Explorer. Both of these are graphical browsers, which mean that they can display graphics as well as text. In addition, most modern browsers can present multimedia information, including sound and video, though they require plug-ins for some formats. 

Web-Enabled: The use of technology to run efficient programs and services, including an Intranet, over the Internet.  
Web Part:  A Web Part is a customizable, reusable component used to display specific information on a dashboard. Web Parts are used to associate Web-based content (such as XML, HTML, and scripting) with a specific set of properties in an organizational framework.  Personal Content Web Parts – SharePoint Portal Server 2003 includes several Web Parts that provide content to your My Site page. You can use these Web Parts to quickly find and access your own content and make your content easier for other people to find. These Web Parts include the Documents by Me Web Part, the My Hyperlinks Web Part, and the My News Web Part.

Workflow:  A system whose elements are activities, related to one another by a trigger relation, and triggered by external events, which represent a business process starting with a commitment and ending with the termination of that commitment.
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