USER GUIDE

WebOffice

WebOffice™
Getting Started Guide

This WebOffice Getting Started Guide will help you setup your intranet site so that you may start using it right away and make it a
key part of your organization. Once you have completed these steps your intranet will be a valuable resource where you and your
members can easily store and share information, documents and more.
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1. Customization

Customize your intranet by adding your company logo, a homepage message and a color scheme that matches your company’s
colors. Easily access your existing Net Conference services by adding links to them right on your WebOffice Homepage.

How to do it:
. Click on the Administration drop down arrow from the Menu and choose Customize Appearance

. On the Customize Appearance page, choose from a range of customization options:
. Name your site
. Write a description about your company or the purpose of the site
. Upload your company logo
. Specify a URL for members to go to when they click your logo

1;? Administration -

T Cuskomize Appearance

“ Custamize Mavigation
Application Settings
s Add Members

t"}n_; Manage Groups

. Write a homepage message

. Choose a color scheme " L
@’} Permissions

> Customize Appearance

L. Security
Tooraicee [* required L Site Activity
| ——
Site Name: * [ycrizon Business Sales Web! X
eSS niinus @ND description a DISk StDrage
o : )
e e A ¢ Mare Services

Home Page Logo:

Custamize your site identity by putting your group’s logo on the home page
Logoe Position: [ centered -
Logo URL:

You may specify a web address that members will a0 to when they click an your home page logo

Home Page Message: () o message

> show message
Specify a messags €0 appear at the top of the homs page. (This will appear below the logs if 5 loge is specifisd.)

Color Scheme:
Caviar ~

Freview color scheme --

Links:
»  Decide whether you want the link to be visible by all members on your site (Public Links) or just by you (My Links).
. Click on the word New. The New Link window will open.
«  Select the Link Name, enter the URL where the link is to be directed and select how you want the site to be displayed and
click Save.
*  Your links will be displayed in the Links section of your Homepage

b save 2 cancel

L) save & Add Another

CD Links (—] X]

<l New Link (Public Links) Manage

& Fublic Links
y Advanced Net Conference with MSFT LM

Link Name: *[|

URL: ¢ Advanced Met powered by Cisco WebEx
Folder: w Foldar . . . .
e T o Conferencing Specialist Sharepaint Site
Icon: [ 5~ .

¢ Custornized Met LM site
More Options !

¢ £-meetings Home Page

Location: | puplic Links |+

¢ My Meetings Hame Page
Open: O in the site frame (show men)

O in the site frame {don't show menu) 7 My Links
®in & new window lick link
If yaur site is using SSL, we recammend you apen all nan-securs links in a new window to aveid security warnings. Click New to create a new link.
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2. Post Announcements

Keep your members up to date with the latest news and information about your company. Make sure you regularly post something
new and interesting to keep members’ attention.

Here are some announcement ideas:
. New customers, partners or sales deals

g Announcements —}
Edit | Mew

. Last quarter’s financial results
. @s [Posted on Jan 27 by EE
. Company benefit updates

. Photos from the company outing or holiday party

How to do it:
. Click Announcement on the homepage and then New.
. The New Announcement window will open.
. Complete the information and click Save
. Your new announcement will then show as NEW on the homepage

I;-,I] Save & Add Another

H Save)
p——

New Announcement

< Save Link | @ cancel |

Headline: * |Naw User Guides | Visible
Image: | |[ Browse... |

rou can upload an image to associate with this announcement.

Urgency: M This announcement is urgent !
Urgent announcements are displayed in red, at the top of the announcement list,
Notification: ] gmail this announcement to other members
Text: Need help?

32 File Edt View Insert Format Tools Table
S xmaAn o0 S0 4l =M THEE

|N0rmaIParagraph vlTlmesNewRoman v|12 v| B 7 U

[T
it
[

13

Updated Live Meeting and WebEx User Guides are located on the Conferencing Specialist
sharepoint, site. Both e-meetings and Dyleetings are being updated as well.
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3. Post Documents

Upload some key company information that you can share with your members. This will become your central location for storing,
sharing, and collaborating on documents and information. You can store may types of documents, including MS Word, PowerPoint,
Excel, PDF, and more for easy access and download.

Here are some typical documents:
=  Presentations
=  Sales Reports
=  Company HR forms
=  Phone and contact lists

How to do it:

=  Click the Documents drop down arrow from the menu and then click New Document |l Documents

=  The New Document window will open. —— =
= Name and upload your document < New Document
= Add key words and a description to make searching for the document easy ‘I.E Mew Folder

=  You may identify whether the document is Personal or a Group document ,:E;ﬂ View Documents
=  Click Save and then click Done Q% search

=  Go to View Documents on the Menu bar.

=  You may view All Folders, Group Documents and Personal Documents

@ Sam Save & Add Anather

@ New Document

9 |

<5 Save Link | &) Cancel

Upload a new file to the document manager. If you are using permissions, only members who have access to the folder you store this document in will be
able to see it. If you are creating the docurnent in your Persanal Docurnents folder you will be the only person that can see it,

Title: *l |

File: | |(Browse... |

[ show image (GIF or JPEG files only)

Located in: T Documents

4 Personal Documents

Keywords:

Enter keywords which members can later use to search for this docurment,

Description:

| ) Hew ¥ | 71 Edit Folder

7| Send Link | < Save Link | 2 Refresh | @

Group Documents

Exchange files of all types in the Docurment Manager. Upload, edit, and manage these files directly from Windows Explorer when you set up a Web Folder
for your web office, @

Search: l:lm Advanced Search

i All Folders [ Personal Documnents 1 dacurnent

@ Group Documents

Show folders | Delete || Mowve
O Title File Size Posted By Modified

Sort By

M ;gl Customer Quick Start Guide 197.5 kb Ewa Jasinski Jan 27, 2009 10:58 AM

@] ¢-meetings Instant Het
Conference Leader Quick
Reference Guide - 012609.0pt
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4. Create a Discussion Forum
Setup a Forum where you can invite your members to voice their opinions. You can use it to get input on a wide range of topics.

Some typical suggestions are:
. Employee Suggestion Box
. Company outing choices
. Project feedback

How to do it:
. Click the Discussions drop down arrow from the menu and then click New Forum. . Discussions -
*  The New Forum window will open.
- <
. Name your Forum (topic)
. Click Save l_:l-J, Wigw Forums

@Save L'j Save & Add Another

i Save Link ‘ @ Cancel ‘

2 New Forum

I- &h Permissions

Forum Mame: * |Test Farurm |

Description: | This s a test forum to document the new WebOffice functionality,

To change the default access or set special permissions for this forurn, click the Permissions tab,

»  The New Discussion Forum will be listed under What’s New on your homepage.

@ what's New? 2

4 Discussions

Total: 0 Recent: 0O

Test Farurm
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5. Add/Invite Members to Join
Add or Invite Members to your intranet by sending each person an invitation. Your invitation will include all of the information they
need to join and get started.

How to do it:

-

. Click the Members drop down arrow from the menu and then click Add Members L5 Members hi
*  The Add Members to your WebOffice window will open.
. Select Add members by invitation

&1 My Profile

. . . . vy My Opki
. Enter the information including groups, language choices, and the types of member g " —RHIens

(Admin or Member) il Member List

+ Add an optional personal message. ' %I! Add Members—>
- Click OK B

anage Groups

‘ @ Dione

2

&} Add Members to Your WebOffice

There are multiple ways to add members to your site, vou may send thern an email invitation, add them as pending members, or create full member
accounts, Please choose one of these methods below,

Invite users to join
Send users an email invitation to join the site. These users will not appear in your site's member directory until they register and complete
their member profile. (You may also use this to invite an entire email distribution list of peaple.)

Add members by invitation

Send uee witation, and add them as pending members. These users will be listed in vour site's member directory as pending
members, but WI” not be full members until they register and complete their member profile,

Create new member accounts

Create full member accounts for these users, including profile and login information. These users will appear in your site's member directory,
and will have imrmediate login access to the site.

»  The potential member will receive an email invitation with a link to the site where they will register to complete their

membership.
| @ Ok ‘ =_| Preview | < Save Link ‘ @ Cancel ‘_))
& Add Members
* required

Add new members to your site, All new members will receive an email explaining how to enter your site. These members will appear in the member
directory as pending members, and will becorme full members once they log in. If you would like to send a personalized message enter it below, (vou
may also invite members instead of adding them. Invitees will not be listed in your web office until they register.)

First Name Last Name Email Address Group (optional) Member Type
1. 5 Srmith j.smith@xyz.com -Select a Group- % || Member v
2. -Select a Group- || Member -
3. -Select a Group- || Member -

Subject: An Invitation from Eva Jasinski
Your personal message: (For example, what is the purpose of this web office?)
Please join this site for our special project.
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6. Creating a Meeting or Event
Once you have added members to your intranet, it is easy to schedule a meeting and invite them all to participate.

How to do it:

Click the Calendar drop down arrow from the menu and then click New Event.
The New Event window will open

Add a Meeting Title and select a date and time.

Click on Choose Participants to invite everyone to attend

Check everyone’s availability, then click Save.

Your meeting invitation will be sent.

<

[E Calendar = 2

ﬂ Today
j This Week
31] This Manth

Setkings

H save

Ll Save & Add Another

=8 Save Link | ¥ cancel

Eﬁ@ New Event

Description:

Participants Recurrence Y Reminder
]

Title: *l |

This Is For: @ me only & OEveryone O Selected Members (Chonse Participants

start Time: * [150uary 27, 2009 llaam v

esT [] All Day

End Time:  [35505my 27, 2009 laam »

Show Time as:

Location: [ choose  location -- (v & other: |

See if location is svailable

File: [ |(Browse... | [J Show Image
You may upload a file to assaciate with this event. Only WebOffice
members will be able to access this file.

[ Mark as private (Hide the details of this event from people I share my calendar with)

|@New

7 Send Link

# Edit | I Delete

=i Save Link ‘ 2 Print ‘ & Done

9

E@ Test Meeting - just a test

£8 Participant Status ﬂ Day E weelk @ Maonth

An email invitation was sent to each participant.

Title: Test Mesting - just a test
Organizer: Ewa Jasinski

Date: Tuesday, January 27, 2009

Time: &:004M to 9:004M EST

Location:

Participants: Ann Parker, Eva Jasinski

Description:

File:
Reminder:

Privacy: Do not mark as private

Show Time As: Busy

Created on Tuesday, January 27, 2009 4:56 PM EST by Eva lasinski




User Guide: WebOffice

7.

Other Ideas

There are many more ways you can use your intranet business tool to keep your members organized and involved.

Here are some additional tools you can start using right away:

Databases — Create a database to track key information and generate reports, lists
Polls - Get feedback on important issues right from your members
Tasks - Track tasks from start to finish, viewing status by owner, project and more.

@ Publish

1+ Save s Draft

<5 Save Link ‘ @ cancel

‘ b Save | Ll Save & Add Another

<8 Sawe Link ‘ @ cancel

€ New Poll

@« New Task

Publish a new poll on your web offics,

#dd 3 personal task, er create and assian a task to sameone in the group.

Poll Question:*

Choices:*

Duration:

TYPE () allow just a single answer

O allow multiple answers

|
2.‘
2|
o
5.‘

Mare Chaices

O autornatically close poll on this date

at

More Options

() Leave poll open (it will be closed manually)

‘ H save

<4 save Link ‘ D Cancel ‘

New Database

Specify database properties, such as Name and Descripti

visibility:

Notification:

[“] Show this pell on the heme page

Natify members about this poll by

have completed the database design, edit the permission:

email

8.

Online Help

Task Name: * [ J
Projects: g

Task Categories: 7

Status: | 1.fot Started |

Opue on

© o due date

Priority:

Due Date:

Assianed Toi e €

O assign to others

Name: *‘

Description:

Options: [ show in

[J =how in search dropdown &

[ 1nclude an activity log &
[ 1mclude tasks &

[ Turn off Personal Yiews

will be deleted.

Selecting this option will prevent users fi
views,

@

[ show in What's New area of hame page ‘@

Selecting this option will prevent users with access to the database from creating Personal Wisws. Note: Any existing personal views

[ Turn on Personal ¥iews Choose Columns and Buttons Permissions

ram accessing the fields and buttons in personal views that are not already used in public

There is extensive online help available for each WebOffice function.

Howtodoi

X

Type n t
Microsoft Outlook

fior:
F eo

About contacts

about members

Fas

P For administrators

Getting Started with Synchronization
Invitations, notifications, and reminders

5ync Troubleshooter

Synchronize

Synichronizing Calendar

Synchronizing contacts with Microsaft Outiaok
Synichronizing members wikh Micresoft Outlool
Tasl

Click the Help drop down arrow from the menu or on the Question Mark.
Click on Online Help

Synchronize

Getting Started
Getting started with sync is a cinchl Just follow these steps
1. First, download and install the Intellisync® software from your site

2. Next, back up your data in Microsoft Qutlook® or Palm™ . {it's abways prudent to back up bsfore a synchronization.}

3. Begin the synchranization using the Intellisync client software
If you're a first-timer, click here for step-by-step

@ Help

online Help
' FAQs
. Getting Starked
o]
=
| Email the Help Desk
A Conktact Us

Download Help

on sy
s Sync with Microsoft Outlook »
s Sync with a Palm device »

Frequently Asked Questions
Here are the maost frequently asked guestions about sync:

» How do | impart into my site so everyone can see it?

® WWhat's the difference between impont, expart, and synchronize?

s Howdo| from behind a firewall?

Don't see your gquestion here? Check the Sync Troubleshooter,
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9. Synchronize with Microsoft Outlook®
You may synchronize your WebOffice site with your Microsoft Outlook® calendars, contacts and tasks. There is extensive online
help available for each WebOffice function.

o 3 [ Tools b
How to do I.t: ) @ L Member Options
. Click the Help drop down arrow from the menu or on the Question Mark. 4 Send Email
. Click on Online Help and click Search. | Invite Others
. Search for Microsoft Outlook and click Go. '-‘) Feedback
+  Select Synchronize from the list of topics and follow the instructions for Synchronizing with <?_Iti|ities

either Microsoft Outlook or a Palm.
. Use the Sync Troubleshooter for additional help.
*  You may also access the Synchronization software by selecting Tools, then Utilities and finally Synchronization.

224 Manage Links

= - Synchronize
LR g storted

About contacts Getting started with sync is a cinch! Just follow these steps:

F":”Q‘f members 1. First, download and install the Intellisync® software from your site.
FAQs for administrators 2. Next, back up your data in Microzoft Outlook® or Palm™. (It's always prudent to back up before a synchronization))
(Getting Started with Synchranization
Invitations, notifications, and remindsrs
Sync Troubleshooter

Synchronize

Synchronizing Calendar o Sync with Microsoft Outlook
Synchronizing contacts with Microsoft Outlook

Synchronizing members with Microsoft Cutlool e Sync with a Palm device

Tasks

3. Begin the synchronization using the Intellisync client software
If you're a first-timer, click here for step-by-step instructions on synchronizing:

Frequently Asked Questions
Here are the most frequently asked questions about sync:

& How do | import infarmation into my site so everyone can see it?

« What's the difference hetween import, export, and synchronize?

o How do | synchranize fram behind a firewall?

Don't see your question here? Check the Sync Troubleshooter.

10. Support
Product Help Desk: 800-857-8777 or 210-795-0369 or email us at chicago-phd@verizonbusiness.com
Technical Support: 866-449-0707 or email us at nettech@verizonbusiness.com

11. Training
WebOffice University is available at: http://www.weboffice.com/university/index.html
Live Daily Demos: Monday — Friday between 10am and 5pm ET: http://www.weboffice.com/EN/University/Webinars/
Recorded Demos: Pre-recorded demos can be viewed anytime. http://www.weboffice.com/EN/University/Recorded/
Three WebOffice training classes available at: http://quickstart.webex.com
* Member Overview - Both Members and Admins are encouraged to take this class. The main applications of the
WebOffice are covered.
+ Administrator Overview - This is site management instruction for WebOffice Administrators. For a class on the main
applications, i.e. Calendar, Documents, please attend the Members Overview.
« Database Overview — This instruction includes WebOffice Database facts, Templates vs. Design your own, Fields,
views, and reports, and Permissions
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