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Structure of This Document

The intended audience for this document is Project Leaders and/or Members of the My.NIH.Gov portal located at https://my.nih.gov. Project Leaders are those individuals who create and maintain Projects within an NBII Community. Project Members are those individuals who use a Project (e.g., calendaring, document sharing, online discussions) to facilitate teamwork. 

Instructions in this Guide are annotated by a Reminder: if they are only available to a specific role. Project participants’ permissions and access are further described in the “Project Roles” section.

NOTE: If you are a Community Manager, please see the My.NIH.Gov Portal, User Guide for Community Managers for specifics about Community management including Community setup, access, and content.

Contact Information

· For questions about this Guide, contact the NIH Help Desk: 301-594-6248 or helpdesk@nih.gov

Project Roles 

On each Project, there are three roles available: Project Leader, Project Member, and Project Guest.

· Project Leader: This role has full control of all project-related activities and can assign access privileges to Projects and Project features including read, write, and edit permissions.
· Project Member: By default, this role has Write access to most Project features so as to participate in the Project.

· Project Guests: Project Guests are users who require read-only access to the Project, cannot upload or modify documents, and cannot update task lists.  They can, however, reply to messages in threaded discussions (but cannot create new threads).  Use the Project Guest setting only for users who have a tertiary interest or stake in your Project.
The following table lists those activities that, by default, are available to a Project Leader or a Project Member. However, Project Members’ access can be changed by the Project Leader. Instructions in this Guide are annotated by a Reminder: if they are only available to a specific role. 

Table Legend

*Available only if the item was created (or in the case of documents, uploaded) by a Project Member.

**Approve and reject are only available if the person is classified as a Moderator.

Project Role Associations

	Activity
	Project Leader
	Project Member

	Projects
	
	

	
Modify project properties/access
	x
	

	
Search a project
	x
	x

	
Assign project members/roles
	x
	

	
View projects 
	x
	x

	
Add/remove a project to/from the My Project portlet
	x
	x

	
Subscribe/unsubscribe to a project
	x
	x

	
Notify someone about a project
	x
	x

	
Create an announcement
	x
	

	
Edit an announcement
	x
	

	
Delete an announcement
	x
	

	
Delete a project
	x
	

	       Project Recycle Bin
	x
	

	

	Calendar
	
	

	
Configure calendar security/access
	x
	x*

	
Create/add an event
	x
	x*

	
Change access to a calendar event
	x
	x*

	
Edit an event
	x
	x*

	
Delete an event
	x
	x*

	
Attach/remove documents, discussions, & task lists to/from an event
	x
	x*

	

	Task Lists/Tasks
	
	

	
Configure task lists/tasks security/access
	x
	

	
Create a task list
	x
	

	
Edit a task list 
	x
	

	
Attach/Remove a document or discussion to/from a task list
	x
	x

	
Copy/Move a task list
	x
	

	
Subscribe/unsubscribe to/from a task list
	x
	x

	
Notifying others of a task list
	x
	x

	
Export a task list
	x
	x

	
Add/remove task list/task to/from My QuickLinks
	x
	x

	
Print a task list/task
	x
	x

	
Delete a task list 
	x
	

	
Create a task (or multiple tasks)
	x
	x

	
Access a task
	x
	x

	
Edit a task
	x
	x*

	
Assign owners to a task
	x
	x*

	
Claim tasks
	x
	x

	
Update a task’s status
	x
	x*

	
Create a subtask
	x
	x*

	
View task history
	x
	x

	
Sort tasks or change task view
	x
	x

	
Delete a task
	x
	x*

	

	Folders/Documents
	
	

	
Configure folder/document security/access
	x
	x*

	
Create a folder
	x
	x

	
Rename a folder
	x
	x*

	
Subscribe/unsubscribe to/from a folder
	x
	x

	
Notify someone about a folder
	x
	x

	
Copy/move a folder
	x
	x*

	
Create a subfolder
	x
	x

	
Delete a folder
	x
	x*

	
Upload a file
	x
	x

	       Folder Moderators
	x
	

	       Create a New Web Folder in My Network Places
	x
	

	
Create a new Office document
	x
	x

	
Access a document
	x
	x

	
Change a document’s name
	x
	x*

	
Configure document security/access
	x
	x*

	
Subscribe/unsubscribe to/from a document
	x
	x

	
Notify someone about a document
	x
	x

	
Attach/Remove task lists and discussions to/from a document
	x
	x

	
Download a document
	x
	x

	
View a document’s version history
	x
	x

	
Edit a document using Web Edit
	x
	x*

	
Check In/check out a document
	x
	x

	
Undo check out of a document
	x
	x

	
Copy/move a document
	x
	x*

	
Publish a document to Knowledge Directory
	x
	x*

	
Create shortcuts to a document
	x
	x*

	
Add/Remove a document to/from My QuickLinks
	x
	x

	
Delete a document
	x
	x*

	
Delete a document’s versions
	x
	x*

	
Revert documents to the previous version
	x
	x*

	

	Discussions
	
	

	
Configure discussion thread security/access
	x
	

	
Create a new discussion thread
	x
	

	
Edit a discussion thread’s details
	x
	

	
Change a discussion thread’s moderator
	x
	

	
Subscribe/unsubscribe to a discussion thread/message
	x
	x

	
Notify someone about a discussion thread
	x
	x

	
Attach/remove a document or task list to/from a discussion thread
	x
	x

	
Add/remove a document to/from My QuickLinks
	x
	x

	
Export a discussion thread
	x
	

	
Delete a discussion thread
	x
	

	
Create a new discussion message
	x
	x

	
Access a discussion message
	x
	x

	       Create new discussion message by e-mail to a Collaboration project
	x
	

	
Reply to a discussion message
	x
	x

	
Edit a discussion message’s details
	x
	x*

	
Approve/reject a discussion message
	x**
	x**

	
Subscribe/unsubscribe to/from a discussion message
	x
	x

	
Add/remove a discussion message to/from My QuickLinks
	x
	x

	
Delete discussion messages
	x
	x*

	
Subscribe others to a discussions
	x
	x


Project Administration and Setup

Projects allow additional workspaces within a Community for tasks that involve subsets of a Community’s Membership.  You can create multiple Projects, each with its own set of documents, discussions, and tasks.  A Project Leader can delegate “ownership” of a Project to another Project Member, decentralizing responsibility and encouraging wider participation in the day-to-day management of the overall system.  Moreover, non-Community Members who are registered portal users can be given access to a particular Project when collaboration is required—facilitating cross-Node and cross-Project collaboration, while maintaining the integrity of individual Community workspaces.

Please click on “Project Request” link on the Portal Info Center Community for creation of a new Project. 

After Portal Administrator creates your project and you are designated Project Leader, you will be able to edit the parameters of the project.
How Do I Know if I am a Project Leader?

1. Go to your Community and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click the hyperlink of the Project whose information you want to see.

The Overview page appears.  
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Figure 1 – Overview Page


If the Manage Project [image: image2.png]e A




 link appears in the upper left corner, you have been designated as a Project Leader for that project.  

Changing How My Project Is Set Up

Reminder: You can modify project settings only if you’re a Project Leader.

You may want/need to change project settings—for example, the project’s name or status, project membership or access rights, or what functional areas (i.e., calendar, tasks, documents, discussions) are available.

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click the hyperlinked name of the Project whose information you want to change.

3. On the Overview page, select [image: image3.png]e A




.

The Edit Project page appears.
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Figure 2 – Edit Project Page


4. Do any of the following:

a. Enter/change Project setup information, e.g., name, description, status.

b. To change a Project participant’s permissions, click [image: image5.bmp].

i. Click [image: image6.png]“% Edit Permissions.



 for the role whose access you want to change.

ii. Specify permissions by selecting/deselecting radio buttons ([image: image7.bmp]).

iii. To save your changes, click [image: image8.png]Finish




. (To exit without saving your changes, click [image: image9.png]Cancel




.)

c. To change a Project participant’s role, click[image: image10.png]Roles and Permissions



. (For specifics, see “I Need to Add Project Members.”)

d. To change the Project’s functional areas (i.e., calendar, tasks, documents, discussions), click [image: image11.png]Functional Areas



.

i. Check ([image: image12.bmp]) the box(es) next to those functional areas you want available in this Project. 

ii. To save your changes and return to the Overview page, click [image: image13.png]Finish




. (To exit without saving your changes, click [image: image14.png]Cancel




.)

e. To save Project changes, click [image: image15.png]Finish




. (To exit without saving your changes, click [image: image16.png]Cancel




.)

I Need to Add Project Members

Reminder: You can only add project members if you’re a Project Leader.

Project roles (i.e., Leaders, Members, Guests) can be assigned by specific user or by group. You can also assign project participants from another Community. For more, see the “Project Roles” section.

Below is a sample of the Roles and Permissions area, where you can add/remove Project participants as well as change general Project settings and/or modify functional areas (e.g., documents, discussions) available to the Project.

[image: image17.png]Edit Project

fsetinas _________Wloes

General Sefings

Roles and Permissions to Project Roles and change the default security settings for each Project
QRole Synchronization G TENEECTo
i ———— § Aug Users §#} Ads Groups §% Adg Community Merbers

is synchronized with the portal once
a day Ifyou want, you can
synchronize manually by clicking
the Synchronize link for the
cortesponding Community Project Members.

48 My NIH CommunityDemo Communiy anagers [

§ Administators Group

G Euitpemmissions
§ A9 Users A Groups § Ad Communit Mernbers
Wember

48 My NI CommunityDemo Communiy Mernbers o Swehionze

Project Guests % Edt Permissions

§ AddUsers #§ Add Groups % Add Community Members
Wember

My NIH Community Deme Community Guests ¢ Synchronize | X Delete





Figure 3 – Adding Project Members/Modifying Permissions

To Add a Group of Users

Reminder: You can only add project members if you’re a Project Leader.

1. To access the Roles and Permissions area (where Project participants are assigned), if you are creating a new Project, from the New Project page, click [image: image18.bmp],
-or-
from your Community’s Home Page, in the Community Projects portlet, click your Project’s hyperlinked name; on the Overview page, click [image: image19.png]e A




; then click [image: image20.bmp]. 

2. In the Roles and Permissions area, go to the area for which you want to add users (i.e., Project Leaders, Project Members, Project Guests) and click [image: image21.png]% Add Groups



. 

A pop-up selection of Group folders will appear. 

3. To expand a Group’s listing, click its hyperlinked folder name.

4. Check the box(es) ([image: image22.bmp]) next to the Group(s) you want to add to the Project.

5. Click [image: image23.bmp]. (To exit without adding the selected Group[s], click [image: image24.png]


.)

The Group(s) will appear in the selected role’s area when the page reloads.

6. (Optional) To change a participant’s Project access privileges, go to “I Need to Assign Project Privileges.”) 

NOTE: The portal uses groups that currently exist in the Active Directory. It is highly possible that a group you would like to use already exists and you can just assign it rights. If your group only exists in the Global Address List (viewable via Outlook) then it is a Distribution List, not a Security Group. Send an email to the NIH Help Desk and instruct them to convert the Distribution List to a “mail-enabled security group”. If no group already exists, send an email to the Help Desk and instruct them to create a “mail-enabled security group” for use in the portal. Once this group is converted or created, the portal will need up to 24 hours to see it. You will be able to add or delete members via Outlook and continue to email to your group while it is being used to secure your community or project.
To Add an Individual User

Reminder: You can only add project members if you’re a Project Leader.

1. To access the Roles and Permissions area (where Project participants are assigned), if you are creating a new Project, from the New Project page, click [image: image25.bmp],
-or-
from your Community’s Home Page, in the Community Projects portlet, click your Project’s hyperlinked name; on the Overview page, click [image: image26.png]e A




; then click [image: image27.bmp]. 

2. In the Roles and Permissions area, go to the area for which you want to add users (i.e., Project Leaders, Project Members, Project Guests).

3. Click [image: image28.png]§ AddUsers



, 

NOTE: To search for a user you should be entering the actual portal username (e.g. doej) not the proper name (e.g. John Doe). Entering “doe*” will return a list of users, but you will still need to determine if it is the correct name. To be certain, you can find the user in the Global Address List via Outlook. The field “Alias” is typically that used by the portal to identify the user.
4. Check the box(es) ([image: image29.bmp]) next to the individual(s) you want to add to the Project.

5. Click [image: image30.bmp]. (To exit without adding the selected individual(s), click [image: image31.png]


.) 

The individual(s) will appear in the selected role’s area when the page reloads. 

6. (Optional) To change a participant’s Project access privileges, go to “I Need to Assign Project Privileges.”) 

Deleting a Project Participant

Reminder: You can only delete project participants  if you’re a Project Leader.

1. To access the Roles and Permissions area from your Community’s Home Page, in the Community Projects portlet, click your Project’s hyperlinked name.

2. Click [image: image32.png]e A




.

3. Click [image: image33.bmp].

4. In the Roles and Permissions area, click [image: image34.bmp] in the row of the participant to be removed.

You are prompted to confirm deletion. 
[image: image35.png][Microsoft Internet Explarer





Figure 4 – Project Participant Deletion Confirmation Window

5. To delete the participant, click [image: image36.bmp]. (To exit without deleting the participant, click [image: image37.bmp].)

I Need to Assign Project Privileges

Reminder: You can only assign project privileges if you’re a Project Leader.

Once you’ve added Project participants (if you haven’t, see “I Need to Add Project Members”), you need to determine whether they have the correct privileges within the Project.  For a listing of default privileges, see “Project Roles.”  
REMEMBER: Guests cannot upload or modify documents and cannot update task lists.  They can, however, reply to messages in threaded discussions (but cannot create new threads).  

Editing a Project Member’s Privileges

Reminder: You can only edit a project member’s privileges if you’re a Project Leader.

IMPORTANT‼ The Access Level “Read” is the standard setting for Project Members. Changing the Access Level setting to “Write” or “Full Control” may result in accidental overwrites or deletes of critical Project resources.

1. To access the Roles and Permissions area from your Community’s Home Page, in the Community Projects portlet, click your Project’s hyperlinked name.

2. On the Overview page, click [image: image38.png]e A




.

3. Click [image: image39.bmp].

4. Click [image: image40.png]“% Edit Permissions.



 for the role whose access you want to change.

5. Specify permissions by selecting/deselecting radio buttons ([image: image41.bmp]).

6. To save your changes, click [image: image42.png]Finish




. (To exit without saving your changes, click [image: image43.png]Cancel




.)

Searching a Project

1. To search the selected Project, go to [image: image44.png]


.

2. Enter search criteria and click [image: image45.bmp].

Results appear.


3. (Optional) To refine the search criteria, click the drop arrow(s) [image: image46.png]Al Languages ¥

Al Categories




 and make selection(s).

4. Click [image: image47.bmp].

Archiving a Project

Reminder: You can archive a project only if you’re a Project Leader.

When a Project is complete, you may want to keep records of it. You can do this using the archive feature. To completely remove a Project, use the Delete feature. For more, see “Deleting A Project.” Or, you can remove the Project from the My Project Selector portlet on your My Pages. For more, see “To Remove a Project From the My Projects Selector Portlet on My Pages.”

1. Go to your Community’s home page and navigate to the Community Projects portlet.

2. Click [image: image48.png]i Bxplorer



.

3. Navigate through the folder structure to the Project you want to archive.

4. Check ([image: image49.bmp]) the Project to be archived.

5. Click [image: image50.png]% Archive



.

The following window appears where you are asked to confirm archival.

[image: image51.png][Microsoft Internet Explorer
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Figure 5 – Archival Confirmation Window

6. To archive the Project, click [image: image52.bmp]. (To exit without archiving the Project, click [image: image53.bmp].)

A message appears indicating that the Project has been archived.

To Restore An Archived Project

Reminder: You can restore an archived project only if you’re a Project Leader.

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click [image: image54.png]i Bxplorer



.

3. Navigate through the folder structure to the Project you want to restore from archive.

4. Check ([image: image55.bmp]) the Project to be restored.

5. Click [image: image56.png]‘4 Restore



.

You are returned to Explorer—no confirmation message appears.

Deleting A Project

Reminder: You can delete a project only if you’re a Project Leader.

IMPORTANT‼ When you delete a Project, it is permanently deleted and cannot be restored. You may want to archive the Project instead. For more information, see “Archiving a Project” or “To Remove a Project From the My Projects Selector Portlet on My Pages.”

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click [image: image57.png]i Bxplorer



.

3. Navigate through the folder structure to the Project you want to delete.

4. Check ([image: image58.bmp]) the Project to be deleted.

5. Click [image: image59.bmp].

The following window appears where you are asked to confirm deletion.

[image: image60.png]\,‘/ Are you sure you want to delete this project ?

oo |





Figure 6 – Deletion Confirmation Window

6. To confirm the deletion, click [image: image61.bmp]. (To exit without deleting the Project, click [image: image62.bmp].)
A message appears indicating that the Project has been deleted.

Project Recycle Bin

Reminder: Once you have removed items from the recycle bin, you cannot undelete the items
The project's recycle bin displays all of the contents that grouped by functional area (Tasks, Documents, and Discussions) that have been deleted from that specific project.

Emptying Items

1.    Click on [image: image63.png]


 on the upper left corner.

2.  In the drop-down list, select [image: image64.png]Project Recycle Bin..y




3.  Right-click on the Tasks, Documents or Discussions node in the navigation tree.

4.  Choose [image: image65.png]x| Remove All Items




NOTE: To empty all items from the recycle bin, choose the root node of the navigation tree and click the Empty Recycle Bin button.

Undeleting Items

1.    Click on [image: image66.png]


 on the upper left corner.

2.    In the drop-down list, select [image: image67.png]Project Recycle Bin..y




3.    Click on the Tasks, Documents or Discussions node in the navigation pane, depending on the type of 

       item that you want to undelete.

4.   In the table pane, choose one or more items, then right click to select  [image: image68.png]5/ Undelete



.
Overview Page
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Figure 7 – Overview Page

Project Access and Overview

Once your Project has been created and participants have been assigned, your project can be accessed from the Community Project Portlet on your Community’s home page.

How Do I Access a Project?

The Overview page is where you will perform all Project-specific functions and see all Project-specific information. It’s your Project’s home page. 
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Figure 8 – Overview Page
To access the Overview page, do the following:

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click the hyperlink of the Project whose information you want to see.

3. Perform any of the following actions:

· Add a project to your My Pages (See “Adding a Project to the My Projects Portlet on My Pages.”)

· Subscribe to the Project (See “Subscribing to a Project.”)
· Send notifications about the Project (See “Notifying Someone About a Project.”)

· Create Project announcements (See “Creating a New Announcement.”)

· Access Project administration functions (See “Changing How My Project Is Set Up.”)

· Search the Project (See “Searching a Project.”)

· Navigate to a different Project

a. Click [image: image71.png]


.

b. Click the name of the desired Project.
-or-
Click Project Explorer. (Navigate through the folder structure to the desired project and click its hyperlinked name.)

· Access other Project functions (e.g., the Project Calendar). (For more information, see “Project Calendar,” “Project Task Lists and Tasks,” “Project Folders and Documents,” or “Project Discussions.”)

Adding a Project to the My Projects Portlet on My Pages

When you add a link to the My Projects portlet on your My Pages, you can use that link as a shortcut to access Project-related information.  The Project will still appear in your Community’s Project Selector portlet. (NOTE: The My Projects portlet must be added separately to your My Pages before your project will appear.)

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click the hyperlinked name of the Project that you want to appear in the My Projects portlet of your My Pages.

3. On the Overview page, click [image: image72.png]*4jAdd to My Page



.


The currently selected Project is added to the My Projects Selector portlet on your customized My Pages.


4. Click [image: image73.png]Close



.

To Remove a Project From the My Projects Selector Portlet on My Pages

(NOTE: Removing a Project from the My Projects portlet does not delete the Project. For information on deleting a Project, see “Deleting A Project,” or for information on archiving a Project, see “Archiving a Project.”)

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click the hyperlink of the Project you want to remove from the Project Selector Portlet.

IMPORTANT‼ When you click the link in the next step, the current Project will be removed from your My Projects Selector portlet. If that is not what you want to do, do not complete step 3.

3. Click [image: image74.png]"¢ Remove from My Page



.


The currently selected Project is removed from your My Projects portlet on your customized My Pages.


4. Click [image: image75.png]Close.



.

Subscribing to a Project

To be notified about changes to a Project, use the [image: image76.png]ubscribe



 feature. You will be e-mailed whenever activity occurs in the Project. You can specify whether to be notified for each event or to receive a summary of events. 

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click the hyperlinked name of the Project to which you want to subscribe.

3. On the Overview page, click [image: image77.png]ubscribe



.

A confirmation window appears.
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Figure 9 – Subscription Confirmation Window

4. To subscribe, click [image: image79.png]


.
-or-


to exit without subscribing, click [image: image80.png]


 . 

Notifying Someone About a Project

You can send an e-mail notification about the selected Project to a user or group of users.

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click the hyperlinked name of the Project for which you want to send an e-mail notification.

3. On the Overview page, click [image: image81.bmp].

The Send Notification window appears.
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Figure 10 – Send Notification Window

4. Enter/select information in the message fields.

5. (Optional) To change how the e-mail notification is sent, click [image: image83.png]Noti




. To create the 
e-mail using your own e-mail software, click [image: image84.bmp]. An e-mail will be created using your default 
e-mail software. Address and send the e-mail.
-or-
to paste the link into another software package, copy the URL that appears in the text box, e.g.,:
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Figure 11 – Project Notification URL Textbox

6. To send the e-mail notification, click [image: image86.png]Finish




.
-or-


to exit without sending the e-mail, click [image: image87.png]Cancel




. 

Creating a New Announcement

Reminder: You can only create an announcement if you’re a Project Leader.

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click the hyperlinked name of the Project for which you want to create an announcement.

3. Click [image: image88.png]+3 New Announcement



. 

The New Announcement window appears.
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Figure 12 – New Announcement Window

4. Enter the text of the announcement (up to 1,000 characters).

5. (Optional) Use text formatting buttons for text emphasis.

6. Select the announcement type.

7. To save the announcement and post it to your Project, click [image: image90.png]Finish




. (To exit without saving the announcement, click [image: image91.png]Cancel




.)

You are returned to the Overview page. The new announcement appears at the top of the Project Announcements portlet along with the username of the person who created it and the date and time it was posted.

Calendar Page
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Figure 13 – Calendar Page

Project Calendar

To access a Project’s calendar, do the following:

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click the hyperlink of the Project whose calendar information you want to view.

3. On the Overview page, click [image: image93.png]


.

The calendar for the current month appears. 
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Figure 14 – Calendar Display

4. Do any of the following and/or go to step 5: 

a. To view an event, hover your mouse pointer over it.

b. To view event details and access other event options, click the event’s hyperlinked name.

c. To access a specific calendar day, click the date. (NOTE: To return to a monthly view, click [image: image95.bmp].)

d. To change the month, click the scroll buttons ([image: image96.bmp]  [image: image97.bmp]) on either side of the date to scroll backward and forward. To change the month and/or year, click the appropriate drop arrow(s) ([image: image98.bmp]) and select the desired month/year.

e. To change the view to daily, click [image: image99.bmp]. To change the view to weekly, click [image: image100.bmp]. To change the view to monthly, click [image: image101.bmp].

f. To change the view from all calendar items to either events, tasks, or milestones, click [image: image102.png]All Calendar Items v



, then click your choice.

g. To refresh the calendar display, click [image: image103.bmp].

5. To create a calendar entry, go to “I Need to Create An Event.”

I Need to Create An Event

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click the hyperlink of the Project for which you want to create a calendar event.

3. On the Overview page, click [image: image104.png]


.

4. On the Project calendar, click [image: image105.png]T New Event



.

The New Event window appears.
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Figure 15 – New Event Window

5. Enter/select event details.

6. (Optional) To change who can see the calendar event, click [image: image107.png]


.

a. Uncheck [image: image108.png]I” Inherit Default Security Settings



.
b. Use the drop lists to specify access options for Project Members and Guests.

7. To save the event to the calendar, click [image: image109.png]Finish




. (To exit without creating an event, click [image: image110.png]Cancel




.)

I Need to Edit an Event

Reminder: You can modify an event only if you created it or if you’re a Project Leader.

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click the hyperlink of the Project whose calendar information you want to access.

3. On the Overview page, click [image: image111.png]


.

4. On the Project calendar, click the event whose details you want to change. 

The Event Details window appears. 

[image: image112.png]| Community Guide

LEdt X iAtach TaskLists (LzAtach Documents (5 Atiach Discussions
StartDate: January 26, 2005 3:00:00 PM EST

End Date:  January 26, 2005 3:30:00 PM EST

Occurs:  once

Location:
Description:





Figure 16 – Event Details Window

5. To edit the event, click [image: image113.bmp]. 

6. Enter/select event details. 

7. (Optional) To change who can see the calendar event, go to “I Need to Change Who Can Access a Calendar Event.”

8. To save your changes, click [image: image114.png]Finish




. (To exit without saving your changes, click [image: image115.png]Cancel




.)

I Need to Change Who Can Access a Calendar Event

Reminder: You can modify who can access an event only if you created it or if you’re a Project Leader.

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click the hyperlink of the Project whose calendar event access you want to change.

3. On the Overview page, click [image: image116.png]


.

4. On the Project calendar, right-click the event whose access you want to change, then 
click [image: image117.bmp].



  The Edit Event window appears.
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Figure 17 – Edit Event Window

5. Click [image: image119.png]


.

6. Uncheck [image: image120.png]I” Inherit Default Security Settings



 and use the drop lists to specify access options for Project Members and Guests. 

7. To save your changes, click [image: image121.png]Finish




.  (To exit without saving your changes, click [image: image122.png]Cancel




.)

I Need to Attach a Document to a Calendar Event

Reminder: You can attach a document to a calendar event only if you created the event or if you’re a Project Leader.

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click the hyperlink of the Project whose calendar information you want to access.

3. On the Overview page, click [image: image123.png]


.

4. On the Project calendar, click the event to which you want to attach a document.

5. Click [image: image124.bmp]. 

6. Navigate to the item(s) to attach, check [[image: image125.bmp]] the name(s), then click [image: image126.png]Finish




. (To exit without attaching a document, click [image: image127.png]Cancel




.)

7. (Optional) To access a document, click its hyperlinked name.

8. To return to the Project calendar, click [image: image128.png]Close.



.

Removing an Attached Document From a Calendar Event

Reminder: You can detach a document from a calendar event only if you created the event or if you’re a Project Leader.

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click the hyperlink of the Project whose calendar event information you want to access.
3. On the Overview page, click [image: image129.png]


.

4. Click the hyperlinked name of the calendar event whose document attachment you want to remove.

5. Click [image: image130.bmp] at the end of the hyperlinked document name that you want to remove.

6. To remove the attachment, click [image: image131.bmp]. (To exit without removing the attachment, click [image: image132.png]Cancel




.)

I Need to Attach a Discussion to a Calendar Event

Reminder: You can attach a discussion to a calendar event only if you created the event or if you’re a Project Leader.

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click the hyperlink of the Project whose calendar information you want to access.

3. On the Overview page, click [image: image133.png]


.

4. On the Project calendar, click the event to which you want to attach a discussion. 

5. Click [image: image134.png]5 Attach Discussions



. 

6. Navigate to the item(s) to attach, check [[image: image135.bmp]] the name(s), then click [image: image136.png]Finish




. (To exit without attaching a discussion, click [image: image137.png]Cancel




.)

7. (Optional) To access a discussion, click its hyperlinked name.

8. To return to the Project calendar, click [image: image138.png]Close.



.

Removing an Attached Discussion From a Calendar Event

Reminder: You can detach a discussion from a calendar event only if you created the event or if you’re a Project Leader.

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click the hyperlink of the Project whose calendar event information you want to access.
3. On the Overview page, click [image: image139.png]


.

4. Click the hyperlinked name of the calendar event whose discussion attachment you want to remove.

5. Click [image: image140.bmp] at the end of the hyperlinked discussion name that you want to remove.

6. To remove the attachment, click [image: image141.bmp]. (To exit without removing the attachment, click [image: image142.png]Cancel




.)

I Need to Attach a Task List to a Calendar Event

Reminder: You can attach a task list to a calendar event only if you created the event or if you’re a Project Leader.

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click the hyperlink of the Project whose calendar information you want to access.

3. On the Overview page, click [image: image143.png]


.

4. On the Project calendar, click the event to which you want to attach a task list. 

5. Click [image: image144.png]5 Attach Task Lists



. 

6. Navigate to the item(s) to attach, check [[image: image145.bmp]] the name(s), then click [image: image146.png]Finish




. (To exit without attaching a task list, click [image: image147.png]Cancel




.)

7. (Optional) To access a task list, click its hyperlinked name.

8. To return to the Project calendar, click [image: image148.png]Close.



.

Removing an Attached Task List From a Calendar Event

Reminder: You can detach a task list from a calendar event only if you created the event or if you’re a Project Leader.

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click the hyperlink of the Project whose calendar event information you want to access.
3. On the Overview page, click [image: image149.png]


.

4. Click the hyperlinked name of the calendar event whose task list attachment you want to remove.

5. Click [image: image150.bmp] at the end of the hyperlinked task list name that you want to remove.

6. To remove the attachment, click [image: image151.bmp]. (To exit without removing the attachment, click [image: image152.png]Cancel




.)

I Need to Delete An Event

Reminder: You can delete an event only if you created it or if you’re a Project Leader.

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click the hyperlink of the Project whose calendar information you want to delete.

3. On the Overview page, click [image: image153.png]


.

4. On the Project calendar, right-click the event you want to delete.

5. Click [image: image154.bmp].


The following window appears where you are asked to confirm deletion.
[image: image155.png][Microsoft Internet Explorer





Figure 18 – Project Deletion Confirmation Window

6. To delete the event, click [image: image156.bmp]. (To exit without deleting the event, click [image: image157.png]Cancel




.)

Task Lists

[image: image158.jpg]Broiect Administration €© Help.

My NIH Community Demo

Overview
"Batew -+ Lo - X |

d My NIH Community Demo.

v, Calendar

prp————T

Chooze Project

6

Task List
Highlghted

Tasks Associated
with Task List

Assiged To
NikADidoan

[unassigned]

Mems|t [t02(r) 4 ¢ » bl

Status StartDate. EndDate.
o % s s
o 0% s 1k view
emsi Jto2r2) 14 4 b bl

Check for Upgrade
(o Deseriptior)
@Subscrive @ Subscrive Others i gNatity (.3 Atiach Docurents. 047 Aach Discussions
Werial s Task List Area
Status: 0 0% Incluges
Start Date: onday, January 3, 2005 e
EndDate: - Monday, January 31, 2005 Notity

Aftach Docurments

Aftach Discussions





Figure 19 – Tasks Page (Task Lists View)

Tasks 
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Figure 20 – Tasks Page (Tasks View)

Project Task Lists and Tasks

A task list is a grouping of related tasks. On the Tasks page, you can perform a variety of functions for both task lists and tasks. Before you can create a task or use options on the Tasks page, you must first create a task list. 

I Need to Create a Task List

Reminder: You can create a task list only if you’re a Project Leader.

The following procedure explains how to create a task list. For information on creating an individual task, see “I Need to Create a Task (or Multiple Tasks).”

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click the hyperlink of the Project whose task list information you want to see.

3. On the Overview page, click [image: image160.png]# Tasks



.

4. On the Tasks page, click [image: image161.png]


. 

The New Task List window appears.
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Figure 21 – New Task List Window

5. Enter/select task list details.

6. (Optional) To change who can see the task list, click [image: image163.png]


.

a. Uncheck [image: image164.png]I” Inherit Default Security Settings



.
b. Use the drop lists to specify access options for Project Members and Guests.

7. To save the task list, click [image: image165.png]Finish




. (To exit without saving, click [image: image166.png]Cancel




.)

For information on creating an individual task, see “I Need to Create a Task (or Multiple Tasks).”

I Need to Edit a Task List

Reminder: You can edit a task list only if you’re a Project Leader.

The following procedure explains how to edit a task list. For information about editing an individual task, see “I Need to Edit a Task.”

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click the hyperlink of the Project whose task list information you want to access.
3. On the Overview page, click [image: image167.png]# Tasks



.

4. Right-click the hyperlinked name of the task list you want to edit, then click [image: image168.bmp].

5. Enter/select changes.

6. To save your changes, click [image: image169.png]Finish




. (To exit without saving your changes, click [image: image170.png]Cancel




.)

I Need to Attach a Document to a Task List

1. Go to your Community’s home page and navigate to the Community Projects portlet.

2. Click the hyperlink of the Project whose task list information you want to access.
3. On the Overview page, click [image: image171.png]# Tasks



.

4. On the Tasks page, click the task list to which you want to attach a document.

5. Click [image: image172.png]il g Attach Documents



.

6. Navigate to the document(s) you want to attach and check [[image: image173.bmp]] the desired name(s).

7. Click [image: image174.png]Finish




. (NOTE: To access a document, click its hyperlinked name.)

Removing an Attached Document From a Task List 

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click the hyperlink of the Project whose task list information you want to access.
3. On the Overview page, click [image: image175.png]# Tasks



.

4. Click the hyperlinked name of the task list whose document attachment you want to remove.

5. In the task list details area, click [image: image176.bmp] at the end of the hyperlinked document name that you want to remove.

6. To remove the attachment, click [image: image177.bmp]. (To exit without removing the attachment, click [image: image178.png]Cancel




.)

I Need to Attach a Discussion to a Task List

1. Go to your Community’s home page and navigate to the Community Projects portlet.

2. Click the hyperlink of the Project whose task list you want to access.

3. On the Overview page, click [image: image179.png]# Tasks



.

4. On the Tasks page, click the task list to which you want to attach a discussion.

5. Click [image: image180.png]il g Attach Documents



.
6. Navigate to the discussion(s) to be attached and check [[image: image181.bmp]] the desired name(s).
7. Click [image: image182.png]Finish




.  (NOTE: To access a discussion, click its hyperlinked name.)
Removing an Attached Discussion From a Task List 

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click the hyperlink of the Project whose task list information you want to access.
3. On the Overview page, click [image: image183.png]# Tasks



.

4. Click the hyperlinked name of the task list whose discussion attachment you want to remove.

5. In the task list details area, click [image: image184.bmp] at the end of the hyperlinked discussion name that you want to remove.

6. To remove the attachment, click [image: image185.bmp]. (To exit without removing the attachment, click [image: image186.png]Cancel




.)

I Need to Copy/Move a Task List

Reminder: You can copy/move a task list only if you’re a Project Leader.

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click the hyperlink of the Project whose task list information you want to copy/move.
3. On the Overview page, click [image: image187.png]# Tasks



.

4. Click the hyperlinked name of the task list you want to copy/move.

5. Click the drop arrow ([image: image188.bmp]) beside [image: image189.png]/2 Edit



, then click either [image: image190.bmp] or [image: image191.bmp].

6. Click [image: image192.png]


.

7. Navigate to the desired project, click its radio button ([image: image193.bmp]), then click [image: image194.png]Finish




.

8. Specify task list copy/move options by selecting/checking desired options.

9. To create the copy (or move the task list) and place it in the specified project, click [image: image195.bmp]. (To exit without copying/moving the task list, click [image: image196.png]Cancel




.)
10. To exit the Summary window, click [image: image197.png]


.
I Want to Subscribe to a Task List

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click the hyperlink of the Project whose task list you want to access.

3. On the Overview page, click [image: image198.png]# Tasks



.

4. On the Tasks page, click the task list name for which you want to add/change subscription information.

5. In the task list details area, click either [image: image199.png]1 Subscribe




 or [image: image200.png]@ Subscribe Others



. 

6. If you chose to Subscribe Others, click [image: image201.png]§ AddUsers



, then navigate to the individual(s) and check [[image: image202.bmp]] the desired name(s). Check ([image: image203.bmp]) whether to provide Immediate or Summary information, then click [image: image204.png]Finish




. (To exit without subscribing others, click [image: image205.png]Cancel




.)

Unsubscribing From a Task List

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click the hyperlink of the Project whose task list you want to access.

3. On the Overview page, click [image: image206.png]# Tasks



.

4. On the Tasks page, click the task list name for which you want to change subscription information.

5. In the task list details area, click either [image: image207.png]# Unsubscribe



 or [image: image208.png]@ Subscribe Others



. 

6. If you chose Subscribe Others, uncheck [[image: image209.bmp]] both the Immediate and Summary checkboxes, then click [image: image210.png]Finish




. (To exit without unsubscribing others, click [image: image211.png]Cancel




.)

I Need to Notify Others About a Task List

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click the hyperlink of the Project whose task list you want to access.

3. On the Overview page, click [image: image212.png]# Tasks



.

4. On the Tasks page, click the task list for which you want to send a notification.

5. In the task list details area, click [image: image213.png]Ao Notify



.

6. Enter/select information in the message fields.

7. (Optional) To change how the e-mail notification is sent, click [image: image214.png]Noti




. To create the e-mail using your own e-mail software, click [image: image215.bmp]. An e-mail will be created using your default e-mail software. Address and send the e-mail.
-or-
to paste the link into another software package, copy the URL that appears in the text box, e.g.,:
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Figure 22 – Task List Notification URL Textbox

8. To send the e-mail notification, click [image: image217.png]Finish




.
-or-
to exit without sending the e-mail, click [image: image218.png]Cancel




 .

I Want to Export a Task List

To export a task list, it must contain tasks. The task list will be exported to a comma separated values (CSV) file.

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click the hyperlink of the Project whose task list information you want to export.
3. On the Overview page, click [image: image219.png]# Tasks



.

4. Click the hyperlinked name of the task list you want to export.

5. Click the click drop arrow ([image: image220.bmp]) beside [image: image221.png]/2 Edit



, then click [image: image222.png]5} Export



.

6. Click [image: image223.png]Download it here.




.

7. Click [image: image224.bmp].

8. Specify the location to which to save the file, then click [image: image225.bmp].
9. To exit the Download Complete window, click [image: image226.png]


.

10. To exit the Summary window, click [image: image227.png]


.

I Want to Add a Task List to My QuickLinks

QuickLinks are a way to specially mark task lists (or tasks) for easy access later. Listed next is the procedure for creating a QuickLink for a task list. For information on using a QuickLink, see “Accessing Task QuickLinks.” For information on creating a QuickLink to a task, see “I Want to Add a Task to My QuickLinks.”

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click the hyperlink of the Project whose task list information you want to access.
3. On the Overview page, click [image: image228.png]# Tasks



.

4. Click the hyperlinked name of the task list for which you want to create a QuickLink.

5. Click [image: image229.png]QuickLinks



.  

6. In the QuickLinks modification window, to confirm modification, click [image: image230.bmp].
Accessing Task List QuickLinks

By using the QuickLinks feature in the My Tasks portlet on your My Pages, you can filter out all other task lists/tasks and see only those previously marked as QuickLinks.

NOTE: Before you can access task list QuickLinks, you must first have created them. For more information, see “I Want to Add a Task List to My QuickLinks.”

1. Go to your My Pages.

2. Go to the My Tasks portlet.

3. Click [image: image231.png]View w



, then click [image: image232.png]QuickLinks



.

A listing of only those task lists/tasks marked as QuickLinks appears. NOTE: To return to the entire listing, click [image: image233.png]View w



, then click [image: image234.png]® Al Ttems



.

Removing a Task List’s QuickLink

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click the hyperlink of the Project whose task list information you want to access.
3. On the Overview page, click [image: image235.png]# Tasks



.

4. Click the hyperlinked name of the task list whose QuickLink you want to remove.

5. Click the drop arrow [[image: image236.bmp]] beside [image: image237.png]QuickLinks



, then click [image: image238.bmp].

6. In the QuickLinks modification window, to confirm modification, click [image: image239.bmp].
I Want to Print a Task List

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click the hyperlink of the Project whose task list information you want to print.
3. On the Overview page, click [image: image240.png]# Tasks



.

4. Click the hyperlinked name of the task list you want to print.

5. Click [image: image241.bmp].

The Print Task List window appears.
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Figure 23 – Print Task List

6. (Optional) To move to a different page, click a scroll button ([image: image243.bmp]) (first page, previous page, next page, last page), or enter an item number in the Items box ([image: image244.png]Items

to 2 (of 2)



) and press ENTER. 

7. (Optional) To view information about a task assignee, click the assignee’s hyperlinked username.

8. To print, click [image: image245.png]


. (To exit without printing, click [image: image246.png]


.)
I Need to Delete a Task List

Reminder: You can delete a task list only if you’re a Project Leader.

The following procedure explains how to delete a task list. For information on deleting an individual task, see “I Need to Delete a Task.”

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click the hyperlink of the Project whose task list you want to delete.
3. On the Overview page, click [image: image247.png]# Tasks



.

4. Click the hyperlinked name of the task list you want to delete.

5. Click [image: image248.bmp]. 

6. To delete the task list, click [image: image249.bmp]. (To exit without deleting the task list, click [image: image250.png]Cancel




.)

I Need to Create a Task (or Multiple Tasks)

The following procedure explains how to create an individual task. You must first have created a task list with which to associate the task. For information on creating a task list, see “I Need to Create a Task List.”

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click the hyperlink of the Project containing the task list for which you want to create a task.
3. On the Overview page, click [image: image251.png]# Tasks



.
4. On the Tasks page, click the hyperlinked name of the task list for which you want to create a task.

5. Click [image: image252.png]


. (NOTE: To create multiple tasks, click the drop arrow [[image: image253.bmp]] beside [image: image254.png]


, click [image: image255.png]


, then click [image: image256.bmp].)

The New Task window appears. (NOTE: If you chose to create multiple tasks, the Create New Tasks window appears.)
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Figure 24 – New Task Window

6. Enter/select task details. 

7. (Optional) If the new task is dependent upon anther task, click [image: image258.png]s Dependent on tasks:




.

a. Check the box ([image: image259.bmp]) beside the task you want to link.

b. Click [image: image260.png]Finish




.

8. To save, click [image: image261.png]Finish




. (To exit without creating the task(s), click [image: image262.png]Cancel




.)

If you assigned the task(s), by default, the individual is notified of the assignment based on the username/e-mail address specified. If you checked [image: image263.png]Display in Calendar



, the task(s) also appear(s) on the Project’s calendar (see “Project Calendar.”)

I Need to Access a Task

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click the hyperlink of the Project whose task information you want to see.

3. On the Overview page, click [image: image264.png]# Tasks



.

4. Click the task list name with which the task is associated.

5. Click the hyperlinked task name. 

A listing of task details appears at the bottom of the pane.

[image: image265.png]Status:

Assigned To: [unassigned]
StartDate:  Thursday, October 7, 2004
End Date:  Thursday, October 7, 2004




Figure 25 – Task Details

6. To move to a different page, click a scroll button ([image: image266.bmp]) (first page, previous page, next page, last page),
-or-
enter an item number in the Items box ([image: image267.png]Items

to 2 (of 2)



) and press ENTER.

(NOTE: The remainder of this section describes the other available task options.)

I Need to Edit a Task

Reminder: You can edit a task only if you created it or if you’re a Project Leader.

The following procedure explains how to edit an individual task. For information about editing a task list, see “I Need to Edit a Task List.”

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click the hyperlink of the Project whose task information you want to change.

3. On the Overview page, click [image: image268.png]# Tasks



.

4. Click the task list name with which the task is associated.

5. Right-click the hyperlinked task name, then click [image: image269.bmp]. 

6. Enter/select changes.

7. To save your changes, click [image: image270.png]Finish




. (To exit without saving your changes, click [image: image271.png]Cancel




.)

I Want to Assign a Task

Reminder: You can assign a task only if you created it or if you’re a Project Leader.

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click the hyperlink of the Project whose task information you want to access.

3. On the Overview page, click [image: image272.png]# Tasks



.

4. Click the task list name with which the task is associated.

5. Check ([image: image273.bmp]) the box next to the task you want to assign, then click [image: image274.png]% Assign Tasks



.

6. Navigate to the user you want to assign and check ([image: image275.bmp]) the box next to the name.

7. To save the assignment, click [image: image276.png]Finish




. (To exit without assigning the task, click [image: image277.png]Cancel




.)
I Want to Claim a Task

1. Go to your Community’s home page and navigate to the Community Projects portlet.

2. Click the hyperlink of the Project whose task information you want to access.

3. On the Overview page, click [image: image278.png]# Tasks



.

4. Click the task list name with which the task is associated.

5. Right-click the hyperlinked task name, then click [image: image279.bmp]. 

You will receive an e-mail notification of the task assignment.

I Want to Change a Task’s Status

Reminder: You can change a task’s status only if you created the task or if you’re a Project Leader.

IMPORTANT‼ If you want to change the status of a task that has subtasks, you must instead change the subtask(s)’s status which subsequently updates the status of the task. 

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click the hyperlink of the Project whose task information you want to access.

3. On the Overview page, click [image: image280.png]# Tasks



. 

4. On the Tasks page, click the task list name with which the task is associated.

5. In the task details area, click [image: image281.png]Status:




. 

6. Click the desired task status. 

I Need to Create New Subtasks

Reminder: You can create a subtask only if you created the original task or if you’re a Project Leader.

(NOTE: A subtask cannot be added to a dependent task.)

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click the hyperlink of the Project whose information you want to access.

3. On the Overview page, click [image: image282.png]# Tasks



.

4. Click the task list name with which the task is associated.

5. Right-click the hyperlinked task name, then click [image: image283.png]New Subtasks



.
-or-
Click [image: image284.png]New



, then click [image: image285.bmp].

6. Click [image: image286.bmp] or [image: image287.bmp].  

7. Enter/select subtask details. 

8. To create the subtask(s), click [image: image288.png]Finish




. (To exit without creating the subtask[s], click [image: image289.png]Cancel




.)

I Want to See a Task’s History

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click the hyperlink of the Project whose task information you want to see.

3. On the Overview page, click [image: image290.png]# Tasks



.

4. Click the task list name with which the task is associated.

5. Click the hyperlinked task name.

6. Click [image: image291.png]%3 Show Task History



. (NOTE: To hide the task’s history, click [image: image292.png]&3 Hide Task History



.)

I Want to Sort the Tasks in a Task List

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.
2. Click the hyperlink of the Project whose task information you want to sort.

3. On the Overview page, click [image: image293.png]# Tasks



.

4. On the Tasks page, click the task list name with which the tasks are associated.

5. To sort the tasks, click a column heading.

I Want to Change to a Timeline (or Table) View of Tasks

1. Go to your Community’s home page and navigate to the Community Projects portlet.

2. Click the hyperlink of the Project whose task information you want to see.

3. On the Overview page, click [image: image294.png]# Tasks



. 
4. On the Tasks page, click the task list name with which the tasks are associated.

5. To change to a timeline view, click[image: image295.png]


.
-or-
To change to a table view, click [image: image296.bmp]
I Want to Print a Task 

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click the hyperlink of the Project whose task information you want to print.
3. On the Overview page, click [image: image297.png]# Tasks



.

4. On the Tasks page, click the task list name with which the task is associated.

5. Check ([image: image298.bmp]) the box next to the task you want to print, then click [image: image299.bmp].

The Print Task List window appears.
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Figure 26 – Print Task List

6. (Optional) To move to a different page, click a scroll button ([image: image301.bmp]) (first page, previous page, next page, last page), or enter an item number in the Items box ([image: image302.png]Items

to 2 (of 2)



) and press ENTER. 

7. (Optional) To view information about a task assignee, click the assignee’s hyperlinked username.

8. To print, click [image: image303.png]


. (To exit without printing, click [image: image304.png]


.)
I Want to Add a Task to My QuickLinks

QuickLinks are a way to specially mark tasks (or task lists) for easy access later. Listed next is the procedure for creating a QuickLink for a task. For information on using a QuickLink, see “Accessing Task QuickLinks.” For information on creating a QuickLink to a task list, see “I Want to Add a Task List to My QuickLinks.”

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.
2. Click the hyperlink of the Project whose task information you want to access.
3. On the Overview page, click [image: image305.png]# Tasks



.

4. On the Tasks page, click the task list name with which the task is associated.

5. Check ([image: image306.bmp]) the box next to the task for which you want to create a QuickLink, then click [image: image307.png]QuickLinks



.  

6. In the QuickLinks modification window, to confirm modification, click [image: image308.bmp].
Accessing Task QuickLinks

By using the QuickLinks feature in the My Tasks portlet on your My Pages, you can filter out all other tasks and see only those previously marked as QuickLinks.

NOTE: Before you can access task QuickLinks, you must first have created them. For more information, see “I Want to Add a Task to My QuickLinks.”

1. Go to your My Pages.

2. Go to the My Tasks portlet.

3. Click [image: image309.png]View w



, then click [image: image310.png]QuickLinks



.

A listing of only those tasks marked as QuickLinks appears. NOTE: To return to the entire listing, click [image: image311.png]View w



, then click [image: image312.png]® Al Ttems



.

Removing a Task’s QuickLink

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.
2. Click the hyperlink of the Project whose task information you want to access.
3. On the Overview page, click [image: image313.png]# Tasks



.

4. On the Tasks page, click the task list name with which the task is associated.

5. Check ([image: image314.bmp]) the box next to the task whose QuickLink you want to remove.

6. Click the drop arrow [[image: image315.bmp]] beside [image: image316.png]QuickLinks



, then click [image: image317.png]% Remave from QuickLinks



.

7. In the QuickLinks modification window, to confirm modification, click [image: image318.bmp].
I Need to Delete a Task

Reminder: You can delete a task only if you created it or if you’re a Project Leader.

The following procedure explains how to delete an individual task. For information on deleting a task list, see “I Need to Delete a Task List.”

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.
2. Click the hyperlink of the Project whose task information you want to delete.

3. On the Overview page, click [image: image319.png]# Tasks



.

4. On the Tasks page, click the task list name with which the task is associated.

5. Check ([image: image320.bmp]) the box next to the hyperlinked name of the task to be deleted, then click [image: image321.bmp].

6. In the confirmation window, to delete the task, click [image: image322.bmp]. (To exit without deleting the task, click [image: image323.png]Cancel




.)
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Figure 27 – Documents Page
Project Folders and Documents

You can share documents among Project Members allowing them to post various file formats. Folder access is controlled at the group level, meaning that access is based on user roles for Project Leaders, Project Members, and Project Guests, not on an individual user level. For more information, see “Project Roles.”

Documents can be placed at the Project level and no folder structure used; however, for document management purposes, it is recommended that documents be placed into a folder structure created by you, (see “I Need to Create a Folder ”).  

Some document functions (e.g., creating a folder) are accessed through the Documents page via a Project while others are accessed while viewing a specific document’s details (e.g., attaching a discussion to a document).
To access the Documents page, do the following:
1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet..

2. Click the hyperlink of the Project whose documents you want to access.

3. On the Overview page, click [image: image325.png]¥ Documents



.


The Documents page appears.
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Figure 28 – Documents Page

4. For information about creating a folder, go to “I Need to Create a Folder .”

I Need to Create a Folder 

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.
2. Click the hyperlink of the Project whose documents you want to access.

3. On the Overview page, click [image: image327.png]¥ Documents



.

4. On the Documents page, click the [image: image328.png]T New ~



 dropdown, then click [image: image329.png]W Folder



,
-or-
right-click the project for which you want to create a new folder, click [image: image330.png]% Mew Folder



.

The New Folder Properties window appears. 
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Figure 29 – New Folder Properties Window

5. Enter folder details.

6. (Optional) To change who can see the folder, click [image: image332.png]


.

a. Uncheck [image: image333.png]I” Inherit Default Security Settings




b. Use the drop lists to specify access options for Project Members and Guests.

7. Click [image: image334.png]Finish




. (To exit without creating a folder, click [image: image335.png]Cancel




.)

I Want to Change a Folder’s (or Subfolder’s) Name

Reminder: You can change folder’s name only if you created it or if you’re a Project Leader.

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.
2. Click the hyperlink of the Project whose documents you want to access.

3. On the Overview page, click [image: image336.png]¥ Documents



.

4. On the Documents page, right-click the folder/subfolder whose name you want to change.

5. Click [image: image337.bmp]. 

6. Change folder information as desired. 

7. To save your changes, click [image: image338.png]Finish




. (To exit without saving, click [image: image339.png]Cancel




.)

I Need to Change Who Can Access a Folder or Subfolder

Reminder: You can change folder access only if you created it or if you’re a Project Leader.

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.
2. Click the hyperlink of the Project whose documents you want to access.

3. On the Overview page, click [image: image340.png]¥ Documents



.

4. On the Documents page, right-click the folder (or subfolder) whose access you want to change.

5. Click [image: image341.bmp].
6. Click [image: image342.png]


.
7. Uncheck [image: image343.png]I” Inherit Default Security Settings



.

8. Use the drop lists to specify access options for Project Members and Guests.

9. To save your changes, click [image: image344.png]Finish




. (To exit without saving, click [image: image345.png]Cancel




.)

I Want to Subscribe to a Folder 

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.
2. Click the hyperlink of the Project whose documents you want to access.

3. On the Overview page, click [image: image346.png]¥ Documents



.

4. On the Documents page, click the folder name for which you want to add/change subscription information.

5. In the folder details area, click either [image: image347.png]1 Subscribe




 or [image: image348.png]@ Subscribe Others



. 

6. If you chose to Subscribe Others, click [image: image349.png]§ AddUsers



, then navigate to the individual(s) and check [[image: image350.bmp]] the desired name(s). Check ([image: image351.bmp]) whether to provide Immediate or Summary information, then click [image: image352.png]Finish




. (To exit without subscribing others, click [image: image353.png]Cancel




.)

Unsubscribing From a Folder

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.
2. Click the hyperlink of the Project whose documents you want to access.

3. On the Overview page, click [image: image354.png]¥ Documents



.

4. On the Documents page, click the folder name for which you want to change subscription information.

5. In the folder details area, click either [image: image355.png]# Unsubscribe



 or [image: image356.png]@ Subscribe Others



. 

6. If you chose Subscribe Others, uncheck [[image: image357.bmp]] both the Immediate and Summary checkboxes, then click [image: image358.png]Finish




. (To exit without unsubscribing others, click [image: image359.png]Cancel




.)

I Need to Notify Someone About a Folder 

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.
2. Click the hyperlink of the Project whose documents you want to access.

3. On the Overview page, click [image: image360.png]¥ Documents



.

4. On the Documents page, click the folder name for which you want to send a notification.

5. In the folder details area, click [image: image361.bmp].

6. Enter/select information in the message fields.

7. (Optional) To change how the e-mail notification is sent, click [image: image362.png]Noti




. To create the e-mail using your own e-mail software, click [image: image363.png]


. An e-mail will be created using your default e-mail software. Address and send the e-mail.
-or-
to paste the link into another software package, copy the URL that appears in the text box, e.g.,:

[image: image364.png]Callabaration Servar ProjectiMy NIH Cammunity Demo
itz //preprod. my.nih. gou/ portal/ server.pt/ gateway/ PTARGS_32_0_2335_0_-
1_47/httpi collab. my.nih. gous 7001, collaby/ do project overviewspraib=13168

Subscribe ta this projact
hitps //preprod. my.nih. gou/ portal/ server.pt/gateway/PTARGS_32_0_2335_0_-

1_47/https collab.my.nih. gou; 7001, collaby do/ ubscription/ manageSubseription?
Sbscription=2KZlbnRp2D0<MDANK23iamuidSIKPTArCHIvam dGIKPTERNITY2KaVE2K0p200 ||

|





Figure 30 – Folder Notification URL Textbox

8. To send the e-mail notification, click [image: image365.png]Finish




.
-or-
to exit without sending the e-mail, click [image: image366.png]Cancel




 .

I Need to Copy/Move a Folder

Reminder: You can copy/move a folder only if you created it or if you’re a Project Leader.

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.
2. Click the hyperlink of the Project whose documents you want to access.

3. On the Overview page, click [image: image367.png]¥ Documents



.

4. Click the drop arrow ([image: image368.bmp]) beside [image: image369.png]/2 Edit



.

5. Click either [image: image370.bmp] or [image: image371.bmp].

6. Click [image: image372.png]


.

7. Navigate to the desired project/folder, then click [image: image373.png]Finish




.

8. Specify security options by clicking a radio button ([image: image374.bmp]).

9. To create the copy (or move the folder) and place it in the specified project/folder, click [image: image375.png]Finish




. (To exit without copying/moving the folder, click [image: image376.png]Cancel




.)

10. To exit the Summary window, click [image: image377.png]


.

I Need to Create a Subfolder

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.
2. Click the hyperlink of the Project whose documents you want to access.

3. On the Overview page, click [image: image378.png]¥ Documents



.

4. On the Documents page, right-click the folder for which you want to create a subfolder.

5. Click [image: image379.bmp].
6. Enter subfolder details.

7. (Optional) To change who can see the subfolder, click [image: image380.png]


.

a. Uncheck [image: image381.png]I” Inherit Default Security Settings



.

b. Use the drop lists to specify access options for Project Members and Guests.

8. Click [image: image382.png]Finish




. (To exit without creating a subfolder, click [image: image383.png]Cancel




.)

I Need to Delete a Folder

Reminder: You can delete a folder only if you created it or if you’re a Project Leader.

IMPORTANT‼ When you delete a folder, you also delete all its documents. Once you delete a folder, you cannot recover it. 

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click the hyperlink of the Project whose documents you want to access.

3. On the Overview page, click [image: image384.png]¥ Documents



.

4. On the Documents page, click the folder to be deleted.

5. Click [image: image385.bmp]. 

You are prompted to confirm deletion. 

6. To delete the folder, click [image: image386.bmp]. (To cancel the deletion, click [image: image387.bmp].)

I Need to Upload a File

You can upload files at both the Project and folder level. (NOTE: To switch between single or multiple files, in the Upload window, click [image: image388.png]74 Upload Single File



 or [image: image389.png].+ Upload Files and Folders



.)

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click the hyperlink of the Project whose documents you want to access.

3. On the Overview page, click [image: image390.png]¥ Documents



.

4. On the Documents page, click [image: image391.png]34 Upload ~



. 

5. Click [image: image392.bmp] or [image: image393.bmp].  

6. Click [image: image394.png]


.

7. Navigate to the desired file, then click [image: image395.bmp].
8. To upload the file(s), click [image: image396.png]Upload



. (To exit without uploading the file, click [image: image397.png]Cancel




.)
I Need to Zip Download Multiple Files and/or Folders

1.   Go to your Community’s home page and navigate to the Community Projects portlet or access your 

      Project directly from your own Projects portlet

2.   Click the hyperlink of the Project whose documents you want to access.

3.   On the Overview page, click [image: image398.png]¥ Documents



.

4.   On the Documents page, select the files or folders that you want to download as a Zip.
5.   Click [image: image399.png]1 Download ¥




6.   Select [image: image400.png]&3 Zip Download




NOTE: You can also use Zip download to more quickly download a single, large file.
I Need to Assign Moderators to a Folder

Reminder: You can assign moderators to folder if you’re a Project Leader.

NOTE:  Documents in a moderated folder do not become publicly available until a moderator approves it.

1.    Go to your Community’s home page and navigate to the Community Projects portlet access your 

       Project directly from your own Projects portlet.

2.    Click the hyperlink of the Project whose documents you want to access.

3.    On the Overview page, click [image: image401.png]¥ Documents



.

4.    Right-click a folder that you want to assign the moderators to.

5.    Click [image: image402.png]


Edit Properties.

6.    Click [image: image403.png]



7.    In the Choose Users dialog box, select the project personnel whom you want to make moderators of
       this folder and click Finish or type in the username ex: DoeJ in the Search text box, select the user a

       and click Finish.         

8.    In the Edit Folder Properties dialog box, click Finish.     
I Need to Create an Office Document
You can create a new Microsoft Office document directly from the Documents explorer.  (Reminder: The appropriate Microsoft Office software must already be installed on your computer before you can perform this operation.)   

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your project directly from your own Projects portlet.

2. Click the hyperlink of the Project whose documents you want to access.

3. On the Overview page, click [image: image404.png]¥ Documents



.

4. On the Documents page, in the folder listing, either click a Project or folder name.

5. Click the [image: image405.png]@ vev v



 dropdown. 

6. Click [image: image406.png]3 Office Document.



.

7. Enter/select document details.

(NOTE: If this is the first time you have used this option, you will be prompted to install Web Edit. In the Security Warning window, to install the required software, click [image: image407.jpg]


. Once the installation is complete, re-select the [image: image408.png]@ vev v



 dropdown on the Documents page, followed by [image: image409.jpg]T3 Office Document



.) If your browser is configured to prevent popups, you may have to accept the security warning in the upper bar of the browser window.

8. (Optional) To change who can see the document, click [image: image410.png]Security



. 

       a.    Uncheck [image: image411.jpg]


. 

 b.   Use the drop lists to specify access options for Project Members and Guests.

9. Click [image: image412.png]


. (To exit without creating an Office document, click [image: image413.png]


.)

The new Office document opens in MS Word, Excel or PowerPoint. It also appears as checked out on the list of documents on the Documents page. 

I Need to Access a Document 

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your project directly from your own Projects portlet.

2. Click the hyperlink of the Project whose documents you want to access.

3. On the Overview page, click [image: image414.png]¥ Documents



.

4. On the Documents page, to access a document, click its hyperlinked document name, 
-or
to access other document options, click[image: image415.bmp]. The document details area appears.
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Figure 31 – Document Details Area

(NOTE: The remainder of this section describes the other available document options.)

I Want to Change a Document’s Name

Reminder: You can change a document’s name only if you uploaded or created it or if you’re a Project Leader.

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your project directly from your own Projects portlet.

2. Click the hyperlink of the Project whose documents you want to access.

3. On the Overview page, click [image: image417.png]¥ Documents



.

4. On the Documents page, right-click the document’s hyperlinked name, then click [image: image418.bmp]. 

5. Change document information as desired. 

6. To save your changes, click [image: image419.png]Finish




. (To exit without saving, click [image: image420.png]Cancel




.)

I Need to Change Who Can Access a Document

Reminder: You can change document’s name only if you uploaded or created it or if you’re a Project Leader.

1. Go to your Community’s home page and navigate to the Community Projects portlet.

2. Click the hyperlink of the Project whose documents you want to access.

3. On the Overview page, click [image: image421.png]¥ Documents



.

4. On the Documents page, right-click the document’s hyperlinked name, then click [image: image422.bmp]. 

5. Click [image: image423.png]


.

a. Uncheck [image: image424.png]I” Inherit Default Security Settings



.

b. Use the drop lists to specify access options for Project Members and Guests.

6. To save your changes, click [image: image425.png]Finish




. (To exit without saving, click [image: image426.png]Cancel




.)

I Want to Subscribe to a Document

1. Go to your Community’s home page and navigate to the Community Projects portlet.

2. Click the hyperlink of the Project whose documents you want to access.

3. On the Overview page, click [image: image427.png]¥ Documents



.

4. On the Documents page, click [image: image428.bmp] next to the document name for which you want to add/change subscription information.

5. In the document details area, click either [image: image429.png]1 Subscribe




 or [image: image430.png]@ Subscribe Others



. 

6. If you chose to Subscribe Others, click [image: image431.png]§ AddUsers



, then navigate to the individual(s) and check [[image: image432.bmp]] the desired name(s). Check ([image: image433.bmp]) whether to provide Immediate or Summary information, then click [image: image434.png]Finish




. (To exit without subscribing others, click [image: image435.png]Cancel




.)

Unsubscribing From a Document

1. Go to your Community’s home page and navigate to the Community Projects portlet.

2. Click the hyperlink of the Project whose documents you want to access.

3. On the Overview page, click [image: image436.png]¥ Documents



.

4. On the Documents page, click the folder name for which you want to change subscription information.

5. On the Documents page, click [image: image437.bmp] next to the document name whose subscription information you want to change.

6. In the document details area, click either [image: image438.png]# Unsubscribe



 or [image: image439.png]@ Subscribe Others



. 

7. If you chose Subscribe Others, uncheck [[image: image440.bmp]] both the Immediate and Summary checkboxes, then click [image: image441.png]Finish




. (To exit without unsubscribing others, click [image: image442.png]Cancel




.)

I Want To Notify Someone About a Document 

1. Go to your Community’s home page and navigate to the Community Projects portlet.

2. Click the hyperlink of the Project whose documents you want to access.

3. On the Overview page, click [image: image443.png]¥ Documents



.

4. On the Documents page, click [image: image444.bmp] next to the document name for which you want to send a notification.

5. In the document details area, click [image: image445.png]4% Notify



.

6. Enter/select information in the message fields.

7. (Optional) To change how the e-mail notification is sent, click [image: image446.png]Noti




. To create the e-mail using your own e-mail software, click [image: image447.bmp]. An e-mail will be created using your default e-mail software. Address and send the e-mail.
-or-
to paste the link into another software package, copy the URL that appears in the text box, e.g.,:

[image: image448.png]Collaboration Server Document:Community Manager's Guide.html
Author:Hartmank

Location:My NBII Demo/Community Manager Guide/Community Manager's Guide.htm
http://my.nbii.gov/portal/server. pt/gateway/PTARGS_32_0_1370_
1_47/http;/192.168.2.32/collab/do/document/overview?projiD=8575&documentID=0855

Subscribe to this document: http://my.nbii.gov/portal/server. pt/gateway/PTARGS_32_0_1370_0_-
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subscription=2XZIbnRpZDOyMTI1K29iamVidGkP TK4NTUrCHIvamVjdGIkPTg1NzUrdXNIcmIkPTEIMTg3Mitwb3

J0YWxpZDOEMStjb21tYW5kaWQIMQU3D%3D&fromNotification=true &





Figure 32 – Document Notification URL Textbox

8. To send the e-mail notification, click [image: image449.png]Finish




.
-or-
to exit without sending the e-mail, click [image: image450.png]Cancel




 .

I Need to Attach a Discussion to a Document

1. Go to your Community’s home page and navigate to the Community Projects portlet.

2. Click the hyperlink of the Project whose documents you want to access.

3. On the Overview page, click [image: image451.png]¥ Documents



.

4. On the Documents page, click [image: image452.bmp] next to the document name for which you want to attach a discussion.

5. Click [image: image453.png]j5 Attach Discussions



.
6. Navigate to the discussion(s) to be attached and check [[image: image454.bmp]] the desired name(s).
7. Click [image: image455.png]Finish




.  (To exit without attaching a discussion, click [image: image456.png]Cancel




.)
(NOTE: To access a discussion, click its hyperlinked name.)

Removing an Attached Discussion From a Document

1. Go to your Community’s home page and navigate to the Community Projects portlet.

2. Click the hyperlink of the Project whose documents you want to access.
3. On the Overview page, click [image: image457.png]¥ Documents



.

4. On the Documents page, click [image: image458.bmp] next to the document name whose discussion attachment you want to remove.

5. In the document details area, click [image: image459.bmp] at the end of the hyperlinked discussion name that you want to remove.

6. To remove the attachment, click [image: image460.bmp]. (To exit without removing the attachment, click [image: image461.bmp].)

I Need to Attach a Task List to a Document 

1. Go to your Community’s home page and navigate to the Community Projects portlet.

2. Click the hyperlink of the Project whose documents you want to access.

3. On the Overview page, click [image: image462.png]¥ Documents



.

4. On the Documents page, click [image: image463.bmp] next to the document name for which you want to attach a task list.

5. Click [image: image464.png]i3 Aftach Task Lists



.
6. Navigate to the task list(s) to be attached and check [[image: image465.bmp]] the desired name(s).
7. Click [image: image466.png]Finish




.  (To exit without attaching a task list, click [image: image467.png]Cancel




.)
(NOTE: To access a task list, click its hyperlinked name.)

Removing an Attached Task List From a Document

1. Go to your Community’s home page and navigate to the Community Projects portlet.

2. Click the hyperlink of the Project whose documents you want to access.
3. On the Overview page, click [image: image468.png]¥ Documents



.

4. On the Documents page, click [image: image469.bmp] next to the document name whose task list attachment you want to remove.

5. In the document details area, click [image: image470.bmp] at the end of the hyperlinked task list name that you want to remove.

6. To remove the attachment, click [image: image471.bmp]. (To exit without removing the attachment, click [image: image472.png]Cancel




.)

I Need to Download a Document 

1. Go to your Community’s home page and navigate to the Community Projects portlet.

2. Click the hyperlink of the Project whose documents you want to access.

3. On the Overview page, click [image: image473.png]¥ Documents



.

4. On the Documents page, click [image: image474.bmp] next to the name of the document you want to download.

5. Click [image: image475.png]i Download



.

6. Click [image: image476.bmp].

7. Specify the location to which to save the file, then click [image: image477.bmp].

8. To exit the Download Complete window, click [image: image478.png]Close



.

I Want to View a Document’s Version History

1. Go to your Community’s home page and navigate to the Community Projects portlet.

2. Click the hyperlink of the Project whose documents you want to access.

3. On the Overview page, click [image: image479.png]¥ Documents



.

4. On the Documents page, click [image: image480.bmp] next to the name of the document whose version history you want to view.

5. Click [image: image481.png](% View Versions



.

6. To download a version, click its version number. 

7. Specify the location to which to save the file, then click [image: image482.bmp]. 

8. To exit the Download Complete window, click [image: image483.bmp].

9. To exit the Document Versions window, click [image: image484.bmp].

Deleting a Version of a Document

Reminder: You can delete a version of a document only if you created or uploaded it or if you’re a Project Leader.

IMPORTANT‼ When you delete a version of a document, that version is permanently deleted and cannot be restored.

1. Click the hyperlink of the Project whose documents you want to access.

2. On the Overview page, click [image: image485.png]¥ Documents



.

3. On the Documents page, click [image: image486.bmp] next to the name of the document that has a version you want to delete.

4. Click [image: image487.png](% View Versions



.

5. Click [image: image488.bmp] in the row of the document version you want to delete.

6. In the deletion confirmation window, to delete the version, click [image: image489.bmp]. (To exit without deleting the version of the document, click [image: image490.png]Cancel




.)

Reverting to a Previous Version of a Document

Reminder: You can revert to a previous version of a document only if you created or uploaded it or if you’re a Project Leader.

When you revert to a previous version, that version becomes the “new” latest (or most current) version and is the one participant’s will see if they choose to click the document’s hyperlinked name on the Documents page.

1. Click the hyperlink of the Project whose documents you want to access.

2. On the Overview page, click [image: image491.png]¥ Documents



.

3. On the Documents page, click [image: image492.bmp] next to the name of the document whose versions you want to access.

4. Click [image: image493.png](% View Versions



.

5. Click [image: image494.bmp] in the row of the document version you want to make the current version.

I Want to Edit a Document Using WebEdit

Reminder: You can WebEdit a document only if you created or uploaded it or if you’re a Project Leader.
Using WebEdit allows you to edit a file directly without going through the check-in/check-out process. This procedure applies to Microsoft Office files only; other files (such as a bitmap [.bmp] file) must go through the check-in/check-out process. For more about checking out files, see “I Need to Checkout a Document.”

When you use WebEdit, the document is locked for editing by other users until you save and close it (in effect automatically checking it back in), at which time the lock is removed and the latest copy is available to others for editing.  NOTE: While the document is being edited, it can still be viewed and downloaded by others.

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your project directly from your own Projects portlet.

2. Click the hyperlink of the Project whose documents you want to access.

3. On the Overview page, click [image: image495.png]¥ Documents



.

4. On the Documents page, click [image: image496.png]


 next to the name of the document for which you want to use WebEdit.

5. Click [image: image497.png]@ webEdit



. 

(NOTE: If this is the first time you have used this option, you will be prompted to install Web Edit. In the Security Warning window, to install the required software, click [image: image498.jpg]


. Once the installation is complete, re-select the [image: image499.png]@ webEdit



 button. If your browser is configured to prevent popups, you may have to accept the security warning in the upper bar of the browser window.

The file is opened in the default software package and is checked out to you. Once the file is saved and closed, it will be updated and automatically checked in. Note that, at this time, once the document is checked back in via WebEdit, the comments in the View Version screen indicate merely that it was edited in this fashion. You are unable to annotate versions using this method. If it is important to maintain comments when versioning, you should use the traditional method of uploading and downloading.
I Need to Checkout a Document

Reminder: You can check out a document only if you created or uploaded it or if you’re a Project Leader.

When you check out a document, others can download and view it, but cannot check it out for editing.

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click the hyperlink of the Project whose documents you want to access.

3. On the Overview page, click [image: image500.png]¥ Documents



.

4. On the Documents page, click [image: image501.bmp] next to the name of the document you want to check out.

5. Click [image: image502.bmp].

6. Specify whether to download the document or use a previously downloaded version.

7. Click [image: image503.png]Finish




. (To exit without checking out the document, click [image: image504.png]Cancel




.)

8. Click [image: image505.bmp].

9. Specify the location to which to save the file, then click [image: image506.bmp].

10. To exit the Download Complete window, click [image: image507.bmp].

Checking in a Document

Reminder: You can check in a document only if you’ve got it checked out. If you’re a Project Leader, you can undo the checkout. For more information, see “Undoing a Document’s Checkout.”

After a document is checked out, to upload your changes and “unlock” the document, you must check it in. If you would rather simply “unlock” the document, go to “Undoing a Document’s Checkout.”

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click the hyperlink of the Project whose documents you want to access.

3. On the Overview page, click [image: image508.png]¥ Documents



.

4. On the Documents page, click [image: image509.bmp] next to the name of the document you want to check in.

5. Click [image: image510.bmp].

6. Click [image: image511.png]


.

7. Navigate to the document’s location, then click [image: image512.bmp].

8. (Optional) To retain the checkout lock on the file check [image: image513.png]Keep checked out



.

9. Click [image: image514.bmp]. (To exit without checking in the document, click [image: image515.png]Cancel




.)

Undoing a Document’s Checkout

Reminder: You can undo a document’s checkout only if you’re the one whose got the document checked out or if you’re a Project Leader.

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click the hyperlink of the Project whose documents you want to access.

3. On the Overview page, click [image: image516.png]¥ Documents



.

4. On the Documents page, click [image: image517.bmp] next to the name of the document you want to “unlock.”

5. Click [image: image518.bmp].
I Need to Copy/Move a Document

Reminder: You can copy/move a document only if you created or uploaded it or if you’re a Project Leader.

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click the hyperlink of the Project whose documents you want to access.

3. On the Overview page, click [image: image519.png]¥ Documents



.

4. On the Documents page, click [image: image520.bmp] next to the name of the document you want to copy/move.

5. Click the drop arrow ([image: image521.bmp]) beside [image: image522.png]/2 Edit



.

6. Click either [image: image523.bmp] or [image: image524.bmp].

7. Click [image: image525.bmp] in the row of the new document location (Project or Folder).

8. Navigate to the desired location, click its radio button ([image: image526.bmp]), then click [image: image527.png]Finish




.

9. Specify security options by clicking a radio button ([image: image528.bmp]).

10. To create the copy (or move the document) and place it in the specified project/folder, click [image: image529.png]Finish




. (To exit without copying/moving the document, click [image: image530.png]Cancel




.)

11. To exit the Summary window, click [image: image531.bmp].

I Need to Publish a Document 

Reminder: You can publish a document only if you created or uploaded it or if you’re a Project Leader.

When you “publish” a document, you create a link to it in the portal Knowledge Directory via the Community Documents portlet. Those users with access to the folder in which the document is published will be able to access it.

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click the hyperlink of the Project whose documents you want to access.

3. On the Overview page, click [image: image532.png]¥ Documents



.

4. On the Documents page, click [image: image533.bmp] next to the name of the document you want to publish.

5. Click [image: image534.png]¥ Fublish



. 

6. Click [image: image535.bmp].

7. Navigate to and check ([image: image536.bmp]) the target folder to which to publish the document.

8. Click [image: image537.bmp].

9. (Optional) To change the document’s name or summary information, check [image: image538.png]‘Override Defaults



 and make changes as desired.

10. To publish the document, click [image: image539.png]Finish




. (To exit without publishing the document, click [image: image540.png]Cancel




.)

I Want to Create a Shortcut to a Document 

Reminder: You can create a shortcut to a document only if you created or uploaded it or if you’re a Project Leader.

A shortcut allows you to create a quick way to access a single copy of a file in a Project and refer to the file via the shortcut rather than uploading multiple copies. When the file to which the shortcut is referring is deleted, the shortcut is automatically removed.

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click the hyperlink of the Project whose documents you want to access.

3. On the Overview page, click [image: image541.png]¥ Documents



.

4. On the Documents page, click the drop arrow ([image: image542.bmp]) beside [image: image543.png]/2 Edit



.

5. Click [image: image544.png]&4 Create Shortcut



. 

6. To select the Project where you want to place the shortcut, click [image: image545.png]


. 

7. Navigate to the desired Project, then click [image: image546.png]Finish




. 

8. Repeat for the desired folder.

9. To create the shortcut, click [image: image547.png]Finish




. (To exit without creating the shortcut, click [image: image548.png]Cancel




.)

I Want to Upload a New Document by Sending E-Mail to a Collaboration Project
Reminder:  You can save this e-mail address in your e-mail client's address book to upload a file to the folder anytime, each folder has a unique address..
1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click the hyperlink of the Project whose documents you want to access.

3. On the Overview page, click [image: image549.png]¥ Documents



.

4. On the Documents page, Select the folder that you want to send an e-mail to.

5. Click the folder's e-mail address. [image: image550.png]Folder e-mail: ptdocument 40405@collabmail citnih.qov.




A new e-mail message appears in your personal computer's e-mail program, addressed to the folder.

6. Now you can send new documents to your Collaboration project from the email address.  Simply attach a document to that email and it will be uploaded to the project momentarily.
I Want to Add a Document to My QuickLinks

QuickLinks are a way to specially mark documents for easy access later. Listed next is the procedure for creating a QuickLink for a document. For information on using a QuickLink, see “Accessing Document QuickLinks.” 

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click the hyperlink of the Project whose documents you want to access.

3. On the Overview page, click [image: image551.png]¥ Documents



.

4. On the Documents page, click [image: image552.bmp] next to the name of the document for which you want to create a QuickLink.

5. Click [image: image553.png]QuickLinks



.

6. In the QuickLinks modification window, to confirm modification, click [image: image554.bmp].
Accessing Document QuickLinks

By using the QuickLinks feature in the My Document portlet on your My Pages, you can filter out all other documents and see only those previously marked as QuickLinks.

NOTE: Before you can access document QuickLinks, you must first have created them. For more information, see “I Want to Add a Document to My QuickLinks.”

1. Go to your My Pages.

2. Go to the My Documents portlet.

3. Click [image: image555.png]View w



, then click [image: image556.png]QuickLinks



.

A listing of only those documents marked as QuickLinks appears. NOTE: To return to the entire listing, click [image: image557.png]View w



, then click [image: image558.png]® Alltems



.

Removing a QuickLink

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click the hyperlink of the Project whose documents you want to access.

3. On the Overview page, click [image: image559.png]¥ Documents



.

4. On the Documents page, click [image: image560.bmp] next to the name of the document whose QuickLink you want to remove.

5. Click the drop arrow [[image: image561.bmp]] beside [image: image562.png]QuickLinks



.

6. Click [image: image563.bmp].

7. In the QuickLinks modification window, to confirm modification, click [image: image564.bmp].
I Need to Delete a Document

Reminder: You can delete a document only if you created or uploaded it or if you’re a Project Leader.

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click the hyperlink of the Project whose documents you want to access.

3. On the Overview page, click [image: image565.png]¥ Documents



.

4. On the Documents page, click [image: image566.bmp] next to the name of the document you want to delete.

5. Click [image: image567.bmp]. 

6. To delete the file, in the confirmation window, click [image: image568.bmp]. (To exit without deleting the file, click [image: image569.png]Cancel




.)

I Want to Map a Web Folder to My Network Places 

The Web Folder Settings page lets you select the projects whose documents you want to access on your personal computer with Microsoft Windows Explorer. For each project that you select, Collaboration Server places a project subfolder into your personal computer's web folder.  The default setting is to mirror the projects that you already have in your Projects portlet.
Note: To view the projects for which you have a role, click View User Profile on the [image: image570.png]My Account



 page.

Note: this feature is for Windows users only.
1.    Click on the [image: image571.png]My Account



 link at the top of the page

2.    Click [image: image572.png]Caollaboration Settings.




3.    Click[image: image573.png]‘Web Folder Seftings




4.    Select [image: image574.png](&) Display projects where | am a Project Leader




5.    Click [image: image575.png]


 to exit the Collaboration Settings page

6.    Go to any Collaboration Project

7.    Click the hyperlink of the Project whose documents you want to access.
8.    On the Overview page, click [image: image576.png]¥ Documents




9.     Click [image: image577.png]



10.   Select [image: image578.png]9 ‘Web Folder




11.   Copy the URL from the Web Folder Location text box.
12.   Open My Network Places on your desktop
13.   Double-click Add Network Place. The Add Network Place Wizard appears.
14. If prompted, select the [image: image579.png]


then, click Next.
15. In the Network Address text box, paste the URL then click Next.
16. Type in your User name (for example, NIH\doej) and Password and click OK 
17. If desired, type in a preferred name for this network folder; then click Finish.
18. A new Web Folder is created and your Collaboration Project is mapped in Windows Explorer

NOTE: You will now be able to work with all the documents that are in your projects, based on the access which has been assigned to you by the project leader. When you open a document for editing, it is checked out, when you save and close it, it is checked back in and you are given the opportunity to make check in comments.

All Microsoft Office Documents (PowerPoint, Word, Excel) will behave in this way. Other documents, e.g., text, will need to be removed from the folder for editing.

Discussions Page
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Figure 33 – Discussions Page

Project Discussions
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Threaded discussions (a discussion and its sequentially listed messages and replies) can be stand-alone conversations related to your Project or discussions tied to specific calendar events, task lists, or documents. Each discussion thread contains messages.  The hierarchy of discussions is:

Figure 34 – Discussion → Message → Item Hierarchy

To access the Discussions page:

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click the hyperlink of the Project whose discussions you want to access.

3. On the Overview page, click [image: image581.png]


.


The Discussions page appears.
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Figure 35 – Discussions Page

I Need to Create a New Discussion Thread

Reminder: You can create a new discussion thread only if you’re a Project Leader.

Before you can create a discussion message or use options on the Discussions page, you must first create a discussion thread.

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click the hyperlinked name of the Project whose discussions you want to access.

3. On the Overview page, click [image: image583.png]


.

4. On the Discussions page, click [image: image584.png]W New



.

The New Discussion window appears.
[image: image585.png]New Discussion
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Figure 36 – New Discussion Window

5. Enter discussion details.

6. (Optional) To assign a moderator(s), click [image: image586.png]


, navigate to the desired user(s), then check ([image: image587.bmp]) the name(s).

7. (Optional) To change who can see the discussion, click [image: image588.png]


.

a. Uncheck [image: image589.png]I” Inherit Default Security Settings



.

b. Use the drop lists to specify access options for Project Members and Guests.

8. To save the discussion, click [image: image590.png]Finish




. (To exit without creating a discussion, click [image: image591.png]Cancel




.)

For information on creating a discussion message for the newly created discussion thread, see “I Need to Create a New Discussion Message.”

I Need to Edit a Discussion Thread’s Details

Reminder: You can edit a discussion thread only if you’re a Project Leader.

The following procedure explains how to edit a discussion thread’s details. For information on editing a specific discussion message, see “I Need to Edit a Discussion Message’s Details.”

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click the hyperlink of the Project whose discussions you want to access.

3. On the Overview page, click [image: image592.png]


.

4. Right-click the discussion thread name, then click [image: image593.bmp].
5. Enter/select discussion details.
6. To save your changes, click [image: image594.png]Finish




. (To exit without saving your changes, click [image: image595.png]Cancel




.)
I Need to Assign/Change a Discussion Thread’s Moderator

Reminder: You can assign/change a discussion thread’s moderator only if you’re a Project Leader.

A moderator approves or rejects a message created in a discussion thread prior to it being posted to the discussion thread (i.e., messages will not be posted to the discussion thread unless they are approved by the moderator). You can specify more than one moderator.

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click the hyperlink of the Project whose discussions you want to access.

3. On the Overview page, click [image: image596.png]


.

4. Right-click the discussion thread name, then click [image: image597.png]/2 Edit



.
5. Click [image: image598.png]


. 

6. Navigate to the desired user(s) and check ([image: image599.bmp]) the name(s). 

7. To save your changes, click [image: image600.png]Finish




. (To exit without saving your changes, click [image: image601.png]Cancel




.)

I Need to Subscribe to a Discussion Thread

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click the hyperlink of the Project who[image: image602.png]


se discussions you want to access.

3. On the Overview page, click [image: image603.png]


.

4. On the Discussions page, click the discussion thread to which you want to subscribe.

5. In the discussion details area, click either [image: image604.png]1 Subscribe




 or [image: image605.png]@ Subscribe Others



. 

6. If you chose to Subscribe Others, click [image: image606.png]§ AddUsers



, then navigate to the individual(s) and check [[image: image607.bmp]] the desired name(s). Check ([image: image608.bmp]) whether to provide Immediate or Summary information, then click [image: image609.png]Finish




. (To exit without subscribing others, click [image: image610.png]Cancel




.)

Unsubscribing from a Discussion Thread

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click the hyperlink of the Project whose discussions you want to access.

3. On the Overview page, click [image: image611.png]


.

4. On the Discussions page, click the discussion thread for which you want to change subscription information.

5. In the discussion details area, click either [image: image612.png]# Unsubscribe



 or [image: image613.png]@ Subscribe Others



. 

6. If you chose Subscribe Others, uncheck [[image: image614.bmp]] both the Immediate and Summary checkboxes, then click [image: image615.png]Finish




. (To exit without unsubscribing others, click [image: image616.png]Cancel




.)

I Want to Notify Someone About a Discussion Thread

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click the hyperlink of the Project whose discussions you want to access.

3. On the Overview page, click [image: image617.png]


.

4. On the Discussions page, click the discussion thread name for which you want to send a notification.

5. In the discussion details area, click [image: image618.png]4% Notify



.

6. Enter/select information in the message fields.

7. (Optional) To change how the e-mail notification is sent, click [image: image619.png]Noti




. To create the e-mail using your own e-mail software, click [image: image620.png]


. An e-mail will be created using your default e-mail software. Address and send the e-mail.
-or-
to paste the link into another software package, copy the URL that appears in the text box, e.g.,:
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Figure 37 – Discussion Thread Notification URL Textbox

8. To send the e-mail notification, click [image: image622.png]Finish




.
-or-
to exit without sending the e-mail, click [image: image623.png]Cancel




 .

I Need to Attach a Document to a Discussion Thread

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click the hyperlink of the Project whose discussions you want to access.

3. On the Overview page, click [image: image624.png]


.

4. On the Discussions page, click the discussion thread name to which you want to attach a document.

5. In the discussions detail area, click [image: image625.png]i3 Aftach Task Lists



.
6. Navigate to the document(s) to be attached and check [[image: image626.bmp]] the desired name(s).
7. Click [image: image627.png]Finish




.  (To exit without attaching a document, click [image: image628.png]Cancel




.)
(NOTE: To access a document, click its hyperlinked name.)

Removing an Attached Document From a Discussion Thread

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click the hyperlink of the Project whose discussions you want to access.
3. On the Overview page, click [image: image629.png]


.

4. On the Discussions page, click [image: image630.bmp] next to the discussion thread name whose document attachment you want to remove.

5. In the discussion thread details area, click [image: image631.bmp] at the end of the hyperlinked document name that you want to remove.

6. To remove the attachment, click [image: image632.bmp]. (To exit without removing the attachment, click [image: image633.png]Cancel




.)

I Need to Attach a Task List to a Discussion Thread

1. Go to your Community’s home page and navigate to the Community Projects portlet.

2. Click the hyperlink of the Project whose discussions you want to access.

3. On the Overview page, click [image: image634.png]


.

4. On the Discussions page, click the discussion thread name to which you want to attach a task list.

5. In the discussions detail area, click [image: image635.png]i3 Aftach Task Lists



.
6. Navigate to the task list(s) to be attached and check [[image: image636.bmp]] the desired name(s).
7. Click [image: image637.png]Finish




.  (To exit without attaching a task list, click [image: image638.png]Cancel




.)
(NOTE: To access a task list, click its hyperlinked name.)
Removing an Attached Task List From a Discussion Thread

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click the hyperlink of the Project whose discussions you want to access.
3. On the Overview page, click [image: image639.png]


.

4. On the Discussions page, click [image: image640.bmp] next to the discussion thread name whose task list attachment you want to remove.

5. In the discussion thread details area, click [image: image641.bmp] at the end of the hyperlinked task list name that you want to remove.

6. To remove the attachment, click [image: image642.bmp]. (To exit without removing the attachment, click [image: image643.bmp].)

I Want to Add a Discussion Thread to My QuickLinks

QuickLinks are a way to specially mark discussion threads (or discussion messages) for easy access later. Listed next is the procedure for creating a QuickLink for a discussion thread. For information on using a QuickLink, see “Accessing Discussion Thread QuickLinks.” For information on creating a QuickLink to a discussion message, see “I Want to Add a Discussion Message to My QuickLinks.” 

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click the hyperlink of the Project whose discussions you want to access.

3. On the Overview page, click [image: image644.png]


.

4. On the Discussions page, click the discussion thread name for which you want to create a QuickLink.

5. Click [image: image645.png]QuickLinks



.

6. In the QuickLinks modification window, to confirm modification, click [image: image646.bmp].
Accessing Discussion Thread QuickLinks

By using the QuickLinks feature in the My Discussions portlet on your My Pages, you can filter out all other discussions threads/discussion messages and see only those previously marked as QuickLinks.

NOTE: Before you can access discussion thread QuickLinks, you must first have created them. For more information, see “I Want to Add a Discussion Thread to My QuickLinks.”

1. Go to your My Pages.

2. Go to the My Discussions portlet.

3. Click [image: image647.png]View w



, then click [image: image648.png]QuickLinks



.

A listing of only those discussions threads/discussion messages marked as QuickLinks appears. NOTE: To return to the entire listing, click [image: image649.png]View w



, then click [image: image650.png]® Al Ttems



.

Removing a QuickLink

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click the hyperlink of the Project whose discussions you want to access.

3. On the Overview page, click [image: image651.png]


.

4. On the Discussions page, click the discussion thread name whose QuickLink you want to remove.

5. Click the drop arrow [[image: image652.bmp]] beside [image: image653.png]QuickLinks



.

6. Click [image: image654.png]% Remave from QuickLinks



.

7. In the QuickLinks modification window, to confirm modification, click [image: image655.bmp].
I Need to Export a Discussion Thread

Reminder: You can export a discussion thread only if you’re a Project Leader.

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click the hyperlink of the Project whose discussions you want to access.

3. On the Overview page, click [image: image656.png]


.

4. On the Discussions page, click the discussion thread name for which you to export discussion information.

5. Click [image: image657.png]& Export Discussion



.
6. To specify the location for the exported discussion, click [image: image658.png]


.
7. Navigate to the desired folder, click its radio button ([image: image659.bmp]), then click [image: image660.png]Finish




.
8. Enter the filename and/or summary, then click [image: image661.png]Finish




. (To exit without exporting the discussion, click [image: image662.png]Cancel




.)
I Need to Delete a Discussion Thread

Reminder: You can delete a discussion thread only if you’re a Project Leader.

(NOTE: The following procedure explains how to delete a discussion thread and its associated discussion messages. For information on deleting a specific discussion message, see “I Need to Delete a Discussion Message.”)

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click the hyperlink of the Project whose discussions you want to access.

3. On the Overview page, click [image: image663.png]


.

4. On the Discussions page, click the discussion thread name you want to delete.

5. Click [image: image664.bmp]. 

6. In the confirmation window, to delete the discussion thread, click [image: image665.bmp]. (To exit without deleting the discussion thread, click [image: image666.png]Cancel




.)

I Need to Create a New Discussion Message

(NOTE: Before you can create a discussion message, you must first have created a discussion thread. For more information, see “I Need to Create a New Discussion Thread.”)

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click the hyperlink of the Project whose discussions you want to access.

3. On the Overview page, click [image: image667.png]


.

4. On the Discussions page, right-click the discussion thread for which you want to create a discussion message, then click [image: image668.bmp].
-or-

Click the discussion thread for which you want to create a discussion message and click [image: image669.png]W New



; then click [image: image670.bmp].

5. Enter message details.
6. To save the discussion message, click [image: image671.png]Finish




. (To exit without creating a discussion message, click [image: image672.png]Cancel




.)

I Want to Access a Discussion Message

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click the hyperlink of the Project whose discussions you want to access.

3. On the Overview page, click [image: image673.png]


.

4. On the Discussions page, to access a discussion message, click its hyperlinked discussion message name.

The discussion details area appears.
[image: image674.png]© subsabe_ @ subscrbe Ohers B bxpand
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5. Click [image: image675.bmp].  

A window appears displaying message contents including replies to the selected message.

I Need to Reply to a Discussion Message

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click the hyperlink of the Project whose discussions you want to access.

3. On the Overview page, click [image: image676.png]


.

4. On the Discussions page, click the discussion thread containing the discussion message to which you want to reply.

5. Click the hyperlinked name of the discussion message to which you want to reply, then click [image: image677.png]


,
-or-
right click the hyperlinked message to which you want to reply, then click [image: image678.png]4 Reply



.  

6. (Optional) Enter a new subject.

7. Enter the message reply. (NOTE: If you want to include the body of the previous message, click [image: image679.png].3 Include previous message



.)
8. To save your reply, click [image: image680.png]Finish




. (To exit without saving your reply, click [image: image681.png]Cancel




.) 


The reply appears at the end of the message’s discussion list.

I Need to Edit a Discussion Message’s Details

Reminder: You can edit a discussion message’s details only if you created it or if you’re a Project Leader.

The following procedure explains how to edit a specific discussion message’s details. For information on editing an entire discussion thread, see “I Need to Edit a Discussion Thread’s Details.”

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click the hyperlink of the Project whose discussions you want to access.

3. On the Overview page, click [image: image682.png]


.

4. Click the discussion thread name that contains the discussion message whose details you want to edit.

5. Right-click the discussion message’s name, then click [image: image683.png]/2 Edit



.
6. Enter/select discussion message details.
7. To save your changes, click [image: image684.png]Finish




. (To exit without saving your changes, click [image: image685.png]Cancel




.)
I Need to Approve/Reject a Discussion Message

To approve or reject a discussion message, you must be a discussion moderator. For more about moderators, see “I Need to Assign/Change a Discussion Thread’s Moderator.”

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click the hyperlink of the Project whose discussions you want to access.

3. On the Overview page, click [image: image686.png]


.

4. Click the discussion thread name that contains the discussion message you want to approve/reject.

5. Check ([image: image687.bmp]) the box next to the hyperlinked name of the message you want to approve/reject. 
(NOTE: You can approve or reject only one message at a time.)
6. To approve the discussion message, click [image: image688.png]) Approve



; or  to reject the discussion message, click [image: image689.png]) Reject



.
I Want to Subscribe to a Discussion Message

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click the hyperlink of the Project whose discussions you want to access.

3. On the Overview page, click [image: image690.png]


.

4. On the Discussions page, click the discussion thread containing the discussion message to which you want to subscribe.

5. Click the hyperlinked name of the discussion message to which you want to subscribe.

6. In the discussion details area, click either [image: image691.png]1 Subscribe




 or [image: image692.png]@ Subscribe Others



. 

7. If you chose to Subscribe Others, click [image: image693.png]§ AddUsers



, then navigate to the individual(s) and check [[image: image694.bmp]] the desired name(s). Check ([image: image695.bmp]) whether to provide Immediate or Summary information, then click [image: image696.png]Finish




. (To exit without subscribing others, click [image: image697.png]Cancel




.)

Unsubscribing from a Discussion Message

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click the hyperlink of the Project whose discussions you want to access.

3. On the Overview page, click [image: image698.png]


.

4. On the Discussions page, click the discussion thread containing the discussion message whose subscription option you want to change.

5. Click the hyperlinked name of the discussion message for which you want to change subscription information.

6. In the discussion details area, click either [image: image699.png]# Unsubscribe



 or [image: image700.png]@ Subscribe Others



. 

7. If you chose Subscribe Others, uncheck [[image: image701.bmp]] both the Immediate and Summary checkboxes, then click [image: image702.png]Finish




. (To exit without unsubscribing others, click [image: image703.png]Cancel




.)

I Want to Add a Discussion Message to My QuickLinks

QuickLinks are a way to specially mark discussion messages (or discussion threads) for easy access later. Listed next is the procedure for creating a QuickLink for a discussion message. For information on using a QuickLink, see “Accessing Discussion Message QuickLinks.” For information on creating a QuickLink to a discussion thread, see “I Want to Add a Discussion Thread to My QuickLinks.” 

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click the hyperlink of the Project whose discussions you want to access.

3. On the Overview page, click [image: image704.png]


.

4. On the Discussions page, click the discussion thread containing the discussion message for which you want to create a QuickLink.

5. Click the hyperlinked name of the discussion message for which you want to create a QuickLink.

6. Click [image: image705.png]QuickLinks



.

7. In the QuickLinks modification window, to confirm modification, click [image: image706.bmp].
Accessing Discussion Message QuickLinks

By using the QuickLinks feature in the My Discussions portlet on your My Pages, you can filter out all other discussions messages/discussion threads and see only those previously marked as QuickLinks.

NOTE: Before you can access discussion message QuickLinks, you must first have created them. For more information, see “I Want to Add a Discussion Message to My QuickLinks.”

1. Go to your My Pages.

2. Go to the My Discussions portlet.

3. Click [image: image707.png]View w



, then click [image: image708.png]QuickLinks



.

A listing of only those discussions messages/discussion threads marked as QuickLinks appears. 
NOTE: To return to the entire listing, click [image: image709.png]View w



, then click [image: image710.png]® Al Ttems



.

Removing a QuickLink

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click the hyperlink of the Project whose discussions you want to access.

3. On the Overview page, click [image: image711.png]


.

4. On the Discussions page, click the discussion thread containing the discussion message whose QuickLink you want to remove.

5. Click the hyperlinked name of the discussion message whose QuickLink you want to remove.

6. Click the drop arrow [[image: image712.bmp]] beside [image: image713.png]QuickLinks



.

7. Click [image: image714.png]% Remave from QuickLinks



.

8. In the QuickLinks modification window, to confirm modification, click [image: image715.bmp].
I Need to Delete a Discussion Message

Reminder: You can delete a discussion message only if you created it or if you’re a Project Leader.

(NOTE: The following procedure explains how to delete a specific discussion message. For information on deleting an entire discussion thread, see “I Need to Delete a Discussion Thread.”)

1. Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click the hyperlink of the Project whose discussions you want to access.

3. On the Overview page, click [image: image716.png]


.

4. On the Discussions page, click the discussion thread containing the discussion message you want to delete.

5. Check ([image: image717.bmp]) the box next to the hyperlinked name of the discussion message you want to delete, then click [image: image718.bmp]. 
6. In the confirmation window, to delete the discussion message, click [image: image719.bmp]. (To exit without deleting the discussion message, click [image: image720.png]Cancel




.)
I Want to Create a New Discussion Message by Sending E-Mail to a Collaboration Project
Reminder. You can save this e-mail address in your e-mail client's address book to contribute to the discussions anytime without having to click on this link
1.   Go to your Community’s home page and navigate to the Community Projects portlet or access your Project directly from your own Projects portlet.

2. Click the hyperlink of the Project whose discussions you want to access.

3. On the Overview page, click [image: image721.png]


.

4. On the Discussions page, select the discussion that you want to send an e-mail to.

5. Click the  discussion e-mail address [image: image722.png]Discussion e-mail: pdiscussion. 48064@collabmall.citnigoy



 

6. A new e-mail message will appear in your personal computer's e-mail program, addressed to the discussion.  

7. Now you can send new discussions to your Collaboration project from the email address.  The text and documents will be added as a message in the discussion.

What’s a Personal Project?

A personal Project is one that’s created using the My Projects portlet on your My Pages. It allows you to use Project features to track items for your personal use.

1. To access your personal Project, go to your My Pages and navigate to the My Projects portlet or access your Project directly from your own Projects portlet. 

[image: image723.png]My Projects

O &




Figure 38 – My Projects Portlet

2. Click Personal Project [image: image724.png]


.  

The Overview page appears.
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Figure 39 – Project Explorer

You can access the same types of information that you normally access from a Community-based Project, i.e., calendar, tasks, and documents, except this information is only accessible by you. 

3. To see a listing of all the projects to which you have access, click the [image: image726.png]Project Explorer



 hyperlink.
-or-
For further instructions, go to the following sections:

· Notes – “Creating Personal Project Notes”

· Calendar information – “Project Calendar”

· Task list and/or task information – “Project Task Lists and Tasks”

· Folder and document information – “Project Folders and Documents”

-or-
To exit the Overview page, click [image: image727.png]


.

Creating Personal Project Notes

Personal Project notes are very similar to Project announcements and appear on the Overview page.

1. Go to your My Page and navigate to the My Projects portlet or access your Project directly from your own Projects portlet.

2. Click Personal Project [image: image728.png]


.  

3. To create a note, click [image: image729.png]


. 

The New Note window appears.
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Figure 40 – New Note Window

4. Enter the text of the note (up to 1,000 characters).

5. (Optional) Use text formatting buttons for text emphasis.

6. Select the note type.

7. To save the note and post it to your Project, click [image: image731.png]Finish




. (To exit without saving the note, click [image: image732.png]Cancel




.)

You are returned to the Overview page. The new note appears along with the date and time it was posted.

To Edit a Personal Project Note

1. Go to your My Page and navigate to the My Projects portlet or access your Project directly from your own Projects portlet.

2. Click Personal Project [image: image733.png]


.  

3. On the Overview page, click [image: image734.bmp]next to the note whose content you want to edit. 

4. In the Edit Note window, edit note information and/or use text formatting buttons for text emphasis.

5. (Optional) Select the note type.

6. To save your changes, click [image: image735.png]Finish




. (To exit without saving your changes, click [image: image736.png]Cancel




.)

You are returned to the Overview page. The updated note appears along with the date and time it was posted.

To Delete a Personal Project Note

1. Go to your My Page and navigate to the My Projects portlet or access your Project directly from your own Projects portlet.

2. Click Personal Project [image: image737.png]


.

3. On the Overview page, click [image: image738.bmp] next to the note you want to delete. 

4. In confirmation window, to delete the note, click [image: image739.bmp]. (To exit without deleting the note, click [image: image740.png]Cancel




.) 

Permission Matrix

 Each access level above No Access inherits the rights from all lower access levels. 

	
	Read
	Write
	Edit 
	Full Control 

	Projects
	· View project
	· View project


	· Save project 

· Modify project properties 
	· Create announcements 

· Delete announcements 

· Edit announcements 

· Publish project to the portal 

	Calendar
	· View Calendar 

· Notify other users about an event. 
	· Create events 

· Attach files and discussions 
	· Modify event properties
	· Delete events 

· Configure calendar security 

	Tasks
	· View Tasks 

· Notify other users about a task or task list. 


	· Create tasks 

· Claim tasks 

· Attach files and discussions 

· Update task status 
	· Modify task list and task properties 

· Create task lists 

· Assign owners 

· Copy task lists 

· Import and export task lists 
	· Delete task lists and tasks 

· Move task lists 

· Configure task list security 



	Folders
	· View folders 

· Notify other users about changes made to the contents of the folder. 
	· Add files to folders 

· Upload documents 

· Create new Microsoft Office documents 
	· Modify folder properties 

· Rename folders 

· Copy folders 

· Create folders 
	· Delete folder 

· Move folders 

· Configure folder security 

	Documents
	· View files 

· Notify other users about the file. 
	· Check files in and out 

· Undo check-out 

· Attach task lists and discussions 
	· Modify file properties 

· Create shortcuts 

· Publish to Knowledge Directory 

· Revert files to previous versions 

· Copy files 
	· Delete files 

· Move files 

· Configure file security 

· Delete previous versions of the file. 



	Discussions


	· View Discussions

· Notify other users about the file. 
	· Post messages 

· Reply to messages 

· Attach task lists and files 
	· Modify discussion properties 

· Create new discussions 

· Export discussions 

· Copy discussions 
	· Delete discussions and messages 

· Move discussions 

· Configure discussion security 

· Edit messages 

· Approve or reject messages 
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