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CollabraSuite BEA Edition

CollabraSuite BEA Edition offers a metaphorical representation of a physical workplace. The
virtual environment is made up of rooms, which can be arranged into avirtual floor of unlimited
rooms, thus allowing for the grouping of like rooms by functionality or other common means.
Thefloors can then be arranged within avirtual building, and numerous buildings can be grouped
to createavirtual campus. Within this campusand its encompassing buildings, floors, and rooms,
users can communicate seamlessly. CollabraSuite BEA Edition provides a means of hosting
private meetings, group communications, or seminar style conferences for an entire enterprise.

When a user logs into the CollabraSuite BEA Edition system, they are entering a virtual room
where they can meet other users, chat with users, share documents, or participate in audio and/or
video conversations. Not only can users collaborate with othersin their current room, but
presence awareness capabilities enable them to see users working in other virtual rooms. Users
can instantly join other usersin any room by simply clicking abutton. As users move around the
collaborative environment, they can bring their virtual briefcase with them—a portable folder
filled with documentsthat only they can see. Documentsin auser’ s briefcase can easily be shared
with other users by dropping a document into aroom. In addition to storing private documentsin
auser's briefcase, CollabraSuite BEA Edition provides the ability to store public documentsin
virtua file cabinets. These documents can then be viewed by users within the room thefile
cabinet is located.

The metaphorical representation of aphysical workspace provided by CollabraSuite BEA Edition
also offers security aspects of the physical environment. Strong security features makeit possible
to permit or deny accessto al areas of the collaborative environment and its contents. Individual
rooms can be locked with Access Control Lists (ACLS). Read and write ACL s control accessto
documents and folder stored in rooms as well. The CollabraSuite BEA Edition environment
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CollabraSuite BEA Edition

provides the flexibility and the security of the physical work environment, all while having the
freedom to connect usersin any location.

Visit www.collabraspace.com for more information on CollabraSpace and our products. For
technical support, please email support@collabraspace.com.

Toolbar Options

CollabraSuite BEA Edition has a unique toolbar which provides easy one-click access to many
collaborative features. Each icon will open a separate window with the information or function
available. Users are able to see the function of each icon by mousing over the toolbar. Many
components have additional toolbar functionswith the same or different iconsto aid in flexibility
of use. The main toolbar includes the following icons:

Table 1-1 Toolbar Icons

Manual Scrolling Manually control the room chatter display.
2 dle Alert other online users that you are user will be idle within the

collaborative environment.

g | ock Room Lock or unlock the current room.

'&3 Mark Chat M essages Highlight the room text that has already been read in the Text Chat

area.
E Whiteboard Open the whiteboard to view the current session.

[& Chat Access the Public Chat window.

i Navigator Display the Navigator.

E OnlineUsers Display the users currently logged into the system.

A Skill Search Search for users by skill.

% Room Occupants View room occupants.

[} Page Viewer View archived pages.

Eﬂ Briefcase It; ﬂggsghe document navigator displaying the contents of the user
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Enabling Popups

%FileCabinet

Launch the document navigator displaying the contents of the
current room.

'-L]-' Audio Conference

Participate in an audio conference with other usersin the same
room.

= Audio/Video
Conference

Participate in an audio/video conference with other usersin the
same room.

M~ Preferences Editor

Display the Preferences Editor.

% Associates

Display the user's Associates.

{fi) User Information

Display detailed User Information on a selected user account.

[ Sidebar Initiate a sidebar session with selected online user(s).

@ Send Page Send a page to selected user(s).
Q’ Phone Establish a point-to-point audio phone call to a selected user.
[E] User Guide Display this User Guide in a browser.

Enabling Popups

In many IT environments, web browsers are configured to block popups by default.

Users will need to enable popups for sites containing CollabraSuite. JavaScript and Java
Applets are technologies vital to CollabraSuite’s functionality and should therefore be
enabled within a browser.

User Guide

1-3



CollabraSuite BEA Edition

1-4 User Guide



Online Users

Within the collaborative environment, users may view and collaborate with other online users
within their home campus, users who have access to their home campus, or usersin any remote
campuses to which they have access. Presences awareness features in the Online Users
component allow users view and access collaboration features for other usersin the same
collaborative environment. Preferences may be set to provide audio alerts, view icons, and other
information regarding other online users. An associateslist may be set including usersmost often
collaborated with to allow certain usersto have different preferences. Usersare also ableto search
for other users by skill.

Online Users Component

The Online Users component provides presence awareness features useful for determining where
other users are located within the collaborative environment. The component displays each user
that islogged into the environment as well asthe room the user is currently in. User information
isdisplayed in atable containing the user’ s name, home campus, and the campus, building, floor,
and room where the user is located. The comment column displays a message indicating the
user’ sidle status or personalized idle message. Additional features of the Online Users
component include easy access to information about other users, joining another user, entering
sidebar chats, paging, or phoning. Local usersare aso ableto view any remote user who islogged
into the home campus. For remote users, the Online Users component displays online usersin
every campus to which they arelogged in. Remote users who arelogged into one or more remote
campuses may have severa entries, one for each campus to which they are logged in. The user
will havethelocation fieldsfilled out only for the campusthey are currently visiting. Thesefields
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will remain blank in the entry lines for the campuses this user islogged into but not currently
located.

Details provided by the Online Users component include:

User Name—The name of a specific user.
Home Campus—The home campus of the user, regardless of the user's location.
Organization—The organi zation the user belongs to.

Idle—The current status of the user, which can be active or idle, and the time and the
comment the user entered when they went idle.

Campus—The specific campus, whether home or remote, where the user is located within
the collaborative environment.

Building—The specific building a user is in within the collaborative environment.
Floor—The specific floor a user isin within the collaborative environment.

Room—The specific room a user is in within the collaborative environment.

To access the Online Users component:

Click the Online Usersicon @ on the toolbar.

The Online Users window will appear.

4¥ CollabraSuite: Online Users =]

File:

[@]*| m|m] ¢ |

Room w | contains: | |

User Mame |H0me Campus |Organizati0n |I|:||e |Campus Building Floor Room

Denise Simpson Company Campus Operations Company C... Corporake  Administrative Conference ...
Diane Smith Compary Campus Advanced 5., &5 [01§30/2006... Company C... Corporate Development  Conference ...
Diane Smith Cormpany Campus Advanced 5., & [01/30/20086... Partner Ca...

Evelyn Aden  Company Campus Sales Company ... Corporake  Finance Accounting
John Stalings  Company Campus \Western Divi... Company ... Corporate Administrative  Conference ...
John Stalings  Company Campus Western Divi.. . Partner Ca...

Taom Gibbs Company Campus Operations Company ... Corporate Administrative  Conference ...
Tom Gibbs Company Campus Operations Partrer Ca...

FS user sessions are displayed,
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To sort the online users list:

e Select acolumn header. Thelist of userswill be sorted in ascending order according to the
selected column.

e To sort thelist in descending order, select the same column header again.
e To sort by another column, simply select the appropriate column header.
To filter the online users list:
1. Select acolumn name from the filter type pull-down menu next to the contains field.

2. Enter your filter text in the contains text field. Only the entries that match the filter will be

displayed.
4 CollabraSuite: Online Users =13
File:
® % B v ¢ |
|R00m - | conkains: |C0nferen |
User Mame |H0me Campus |Organi2ati0n |I|:|Ie |Campus Building Floor Room
Denise Simpson Company Campus Operations

Company C... Corporate  Administrative Conference ...
Diane Smith Comparry Campus Advanced 5., & [01)30/2006... Company C... Corporate Development Conference ...

John Stalings  Company Campus Western Divi.. . Company C... Corporake  Administrative Conference ...
Taom Gibbs Company Campus Operations Company C,.. Corporate Administrative Conference ...

|4 user sessions are displayed,

Associates

While in the collaborative environment, users may view and come in contact with many other

users. To aid in more efficient collaboration, users may set an associateslist to include users who
frequently collaborate with them, including usersin accessible remote campuses. The Associates
component allows usersto view detailed presence awareness information about those associates.

Additional icons are displayed beside each user indicating if the user islogged on, idle, in the
room, or viewing the whiteboard.

Once the associates list has been set, users may set preferences for viewing associates in the
collaborative environment by using the Associates tab of the Preferences Editor. Each user has
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the option of displaying user icons, or hiding the user icons for a more compact display. Users
may also set audio alerts for when associates enter aroom.

4% CollabraSuite: Ass___ [H[=] E3

File

[@] m|m| ¢ |

Denise Simpson 2 =

Diane Srmith L2

Evelyn Aden @

John Stallings 8

Stacy Thompsan —|
-

ISkary Than

To set or update the associates list:

1

o > w0 D

Click the Associatesicon & on the toolbar. The Associates window will appear with
associates icons displayed.

Right-click to access the context menu.
Select Update Associates. The Update Associates window will appear.
Search for a user by typing the name in the Contains field of the Available Users section.

Select the user or usersto add to the associates list and click the right arrow button. The
usersin the Selected User s section will be added to the associates list. Remove users from
the associates list by selecting from the Selected User s section and clicking the left arrow.

Note: Accessible remote campuses will be displayed as tabsin the Available
User Groups section. Click on the tabsto select users or groups from each campus
and continue until all desired users or groups are displayed in the Selected
UserGroupslist.

Click OK to set the associates list.

Note: Additional features of the Associates component are accessing contact information
on associates, initiating a sidebar conversation, and placing point-to-point phone
calls. Right-click in the component to access these features.
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Skill Search

- Update Associates x|
Available Users: Selected Users:
Camparry Campus \I\F‘artner Campus \l Contains:|
Cantains: Evelyn Aden : Company Carmpus
F—— Jim Spalding : Company Campus
Andy Jones %
Beth Long
Drenise Simpson (@
Diane Smith
John Stallings
Stacy Thompson
ok | | Cancel

Skill Search

CollabraSuite BEA Edition skill mapping capabilities allow usersto be mapped to a customized
set of skills. The list of available skillsis customizable at the campus level. Once skills are
assigned to users, others can search for available personnel with aparticular skill set. By enabling
usersto find others based on skill, this feature facilitates both knowledge sharing and problem
solving.

To access the Skill Search window:

e Select the Skill Search icon H, from the toolbar.
The Skill Search window will display.
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% CollabraSuite: Skill Search - |Of =]
File |
Onling Users Only ) and (@ Or
All Skills List: Selected Skills List:
Legal Analyst Manager
% Systems Analyst

Login 1D Mame Building |FI00r |R00m |I|:||e |
Diane Diane Smith Corporate  Development  Conference Room e [01/30/2006 ... |«

1 user with these skills) was Found.

To search for users with a particular skill set:
1. Inthe Skill Search window, highlight the desired skillsin the All SkillsList.
2. Click theright arrow to move the highlighted skills to the Selected Skills list.

3. Select the Online Users Only checkbox if the search should be limited to usersthat are
currently online.

4. Select the And radio button to search for users that have all of the skills selected, or select
the Or radio button for users that have one or more of the skillslisted in the Selected
Skills result set.

5. Click Search to begin the search. The search results table will display all of the users that
match your criteria.

Note: Seethe Online Userstopic for actions that can be performed on users listed in the
search results table.
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Text Chat

The CollabraSuite BEA Edition Text Chat component enables usersto collaborate using avariety
of text based methods, including public chats, directed chats, sidebar chats, and pages. Public
chatstake placeinside rooms, and are usually displayed automatically when auser entersaroom.
Any user in the room may view and participate in the text chat. Directed chats occur within the
public text chat and allow usersto direct their comments to other users while remaining visible
to the entire chat session. Paging and Sidebar Sessions are mechanisms used to send instant
messages to other users outside the context of aroom chat. Sidebar chats may occur with both
usersinside and outside of the user's current room, and are visible only to usersincluded in the
sidebar session. Pages are used to send alight-weight email in real-timeto usersin or outside of
aroom which will pop-up on the recipient's screen.

All chat sessions and pages are recorded and archived so they can later be searched to provide a
context for discussion history. Chat sessions are enriched by features such as priority tags,
recalling chat sessions, locking rooms, accessing manual scrolling, marking read text, marking
users asidle, URL links, and document links.

Access the Public Chat window

Usually, the Public Chat window is configured to display upon entry to aroom, including the
Chat Messages, Chat Input, and Room Occupant component. If the Chat window does not display
upon entry in theroom, a separate Chat window may be opened in order to display the public chat
for that room.

To access the Public Chat window if it does not display upon entry:
e Click theChat icon [ on thetoolbar.
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The Chat window will display.

4w CollabraSuite: Chat M[=]E3
File Edit ‘Wiew |

CNED |

Location
Company Campus | Corporate | Adrministrative | Conference Room v|

T02:00:26 P Andly Jones] entered Room Conference Room'

T02:05:04 P John Stallings] entered Roormn Conference Roorm'
[02:06:56 P Denize Simpsaoni entered Roorm Conference Roorm'
[02:08:27 PM Diane Smith] entered Room Conference Room'
T02:08:06 P Evielyn Aden] entered Room Conference Room'
[02:18:02 P Evielyn Aden] exited Room 'Conference Room'

T02:24:98 PM Evielyn Aden] entered Room Conference Room'
[02:24:45 PM John Stallings] Have you reviewed the markings in the YWhitehoard?
[02:25:00 PM Andy Jones] Yes, John. Thanks far the clarification.
[02:25:20 PM Andy Jones] Will you he reviewing these with Joe as well?
[02:25:30 PM John Stallings] Yes, I've already sent him a page.
[02:25:39 PM Diane Smith] Looks great. Thanks guys!

'_ocation: Company Campus | Corporate | Administrative | Conference Room

Initiate a Public Chat Session

4-12

Public chat sessions enable users to send instant chat messages to everyonein aroom
simultaneously. When users enter aroom, the chat session is usually displayed with the current
chat displayed in the Chat M essagesfield. Every message sent during the session may be viewed
by any user in the room no matter when that user enters the room.

To initiate a public chat session:
1. Click the Chat icon E in the toolbar if the Public Chat window is not displayed.
2. Enter atext messagein the Chat Input field, located under the Chat Messages field.

3. Presstheenter key.

Y our message will display in the chat messages field with a time/name stamp displayed before
the message. As other room occupants respond, all messages will display in the chat window.
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Chat Priorities

4w CollabraSuite: Chat M[=]E3
File Edit ‘Wiew |

ORED |

Location
Company Campus | Corporate | Adrministrative | Conference Room v|

T02:00:26 P Andly Jones] entered Room Conference Room'

T02:05:04 P John Stallings] entered Roormn Conference Roorm'
[02:06:56 P Denize Simpsaoni entered Roorm Conference Roorm'
[02:08:27 PM Diane Smith] entered Room Conference Room'
T02:08:06 P Evielyn Aden] entered Room Conference Room'
[02:18:02 P Evielyn Aden] exited Room 'Conference Room'

T02:24:98 PM Evielyn Aden] entered Room Conference Room'
[02:24:45 PM John Stallings] Have you reviewed the markings in the YWhitehoard?
[02:25:00 PM Andy Jones] Yes, John. Thanks far the clarification.
[02:25:20 PM Andy Jones] Will you he reviewing these with Joe as well?
[02:25:30 PM John Stallings] Yes, I've already sent him a page.
[02:25:39 PM Diane Smith] Looks great. Thanks guys!

'_ocation: Company Campus | Corporate | Administrative | Conference Room

Chat Priorities

If enabled, messages in the public room chat may be marked for priority. This enables usersto
mark, view, and filter messages by importance. Each user may assign apriority to each message.
When in aroom on aremote campus, the priorities available in the chat input window will be the
priorities of the remote campus. Messages marked for priority will be displayed in the Chat
Messages field with a priority icon. Default colors for the priority icon are red for high priority,
orange for medium priority, and green for low priority. If no priority has been selected for the
message, no icon will display. Priority chat text colors can be customized in the Chat Monitor tab
of the Preferences Editor.

Users may select to filter messages to show all, low priority, medium priority, or high priority
messages. When first entering the chat room, all messages, whether marked for priority or not,
will be displayed in the chat field. Filtering by low priority will show all messages marked with
apriority, whether low, medium, or high. A medium priority filter will display both medium and
high priority messages. Filtering by high priority will only show high priority messages.
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% CollabraSuite: Chat M[=]E3
File Edit ‘Wiew |

ORED |

Location
Company Campus | Corporate | Adrministrative | Conference Room - |
T02:00:26 PM Andy Jones] entered Room 'Confarance Room' -

[02:05:00 PM John Stallings] entered Room 'Confarance Room' ==
[0Z2:06:56 PM Denise Simpson] entered Room 'Conference Room'

[02:08:27 PM Diane Smith] entered Room 'Confarance Room'

[02:09:06 PM Evalvn Aden] entered Room 'Conferance Room'

[02:19:02 PM Evalvn Aden] exited Room 'Conference Room'

[02:24:18 PM Evelvn Aden] entered Room 'Conferance Room'

[02:24:45 PM John Stallings] Have you reviewed the markings in the Whiteboard?
[02:25:00 PM Andy Jones] Yes, John, Thanks for the clarification,

[02:25:20 PM Andy Jones] Wil vou be reviewing these with Joe as well?

[02:25:30 PM John Stallings] Yes, I've already sent him a page.

[02:25:39 PM Diane Smith] Looks great, Thanks guys!

[02:34:32 PM Diane Smith] exited Room 'Conference Room'

[02:37:09 PM Diane Smith] entered Room 'Confarance Room'

[02:38:03 BM Disne Smith] exited Room 'Conference Room'

[02:39: 10 PM Diane Smith] entered Room 'Confarance Room'

0[02:39:55 PIM Diane Smith] Before everyone leaves, I have some new information . . .

High -

'_ocation: Company Campus | Corporate | Administrative | Conference Room

To assign a priority to a message:
1. Selectapriority level fromthe priority drop-down list inthe Chat Input section of the window.
2. Typethe priority message in the Chat I nput field.

3. Presstheenter key.
The message will be displayed in the Chat Messages field with a priority marker.

To filter by priority:
1. Right-click inthe Chat Messagesfield.
2. Select Show Priority from the menu.

3. Select thelevel of priority from the Show Priority menu.

Only messages with priorities equal to or higher than the priority specified in the filter will be
displayed in the Chat Messages field.
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Chat Session Information

Chat Session Information

Each session automatically saves once all users have exited the room. Chat sessions are saved
using the default information available including the room, start date and time, and end date and
time. More detailed information, including a session name and description, may be added by a
user to aid in recalling or searching chat sessions.

To assign detailed session information:

1. Right-click on the Chat Message field to access the context menu and select Session
Information.

2. Enter name and description information in the appropriate fields.

3. Click Apply.

Recall Chat Session Information

Each session isautomatically saved once al users have exited the room and may berecalled. This
also includes sidebar sessions. Users with remote campus access may recall chat sessions across
multiple campuses. Chat sessions are saved using the default information including the campus,
room, start date and time, and end date and time. More detailed information, including a session
name and description, may have been added.

To recall a closed chat session:
1. Openthe Chat window.
2. Right-click in the Chat M essages field.

User Guide 4-15



Text Chat

3. Select Recall Session. The Recall Session window will appear.

%% CollabraSuite: Recall Session _ Ol ]

File  Wiew

Current Roorn Cnly) [ ] My Sessions Only
Start Date (MMJDDfwvyy | |EndDate(mmipDpevven: [

Zampus |Name |Descripti0n |Start Date |End Dake |

F_Ucation: Company Campus | Corporate | Administrative | Conference Room

4. Select your search criteriafrom the following options: Current Room, My Sessions Only,

Sart Date, and End Date.

Note: You can use as many or as few search criteria as desired. To retrieve sidebar sessions,

uncheck Current Room Only and check My Sessions Only.

5. Click Search. A list of sessions based on your criteriawill display.
4 CollabraSuite: Recall Session - O] x|

File  Wiew

Current Roorn Only [ ] My Sessions Only
Start Date (MM/DD): | 01/25/2006 End Date (MM{DD/Y ) |01/31/2006

Campus |Name |Descripti0n |Start [Dake |Enc| [Dake |
Company ... Admin FRound Table Brainstorming For new S ... D1J27/2006 02:0,,, 0172702006 03:3,., |~
Company ... Conference Room 01/27/2006 03:3... 01/27/2006 05:1...
Company ... Jan Monthly Review 01/30/2006 09:4,.. 01/30/2006 10:5... 3

{3 sessians wers Found,
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Locking and Unlocking Rooms

6. Double-click on the field with the desired session to open that session in a new chat
window.

Note: Recalled sessions are read-only. Users can not post new chat messages to these sessions.

Locking and Unlocking Rooms

Locking aroom blocks new users from entering aroom so a discussion may be limited to the
current occupants. However, the room lock feature does not keep locked session details private.
Once aroom is unlocked the chat messages are available and can be viewed by anyone with
access to the room. A room can be locked by one user and unlocked by another. All room
occupants have the ability to lock or unlock at any time. Some rooms may have had the
lock/unlock feature disabled by a campus administrator.

To lock a room:
e Select the Lock Room icon f& from the toolbar.
Or

e Right-click in the Chat Messages field to access the context menu and select L ock Room.
A Room Locked message will display with your time/name stamp in the Chat Messages field.

To unlock a room:
e Select the Lock Room icon d& again
Or

e Right-click and select Unlock Room from the context menu.
A Room Unlocked message will display with your time/name stamp in the Chat Messages field.

[04:35:33 PM Andy Jones] Room lacked

[04:16:03 Ph Andly Jones] I've locked the room in order to relay this secure information
[04:16:21 PM Stacy Thompson] CK, that's a good idea

T4 7:10 P Ancly Jones] Room anfocked

[04:17:18 PM Andy Jones] The room is now unlocked

Ll |

Mo Priority
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Manual Scrolling

The chat message field scrolls as new entries are added by room occupants. In a public chat with
many users, this can scroll quickly. Manual scrolling enables you to control scrolling and read
each entry at your own convenience. This also allows usersto review discussions held prior to
entering the room.

To enable manual scrolling:

e Select the Manual Scrollingicon ] from the toolbar.
Or

e Right-click in the Chat M essages field to access the context menu and select Manual
Scrolling.

Or

e Movethe scroll bar up to view previous chat messages.
The Chat Messages field will no longer automatically scroll to display new chat messages.

To disable manual scrolling:

e Select the Manual Scrollingicon §7] again from the toolbar.
Or

e Right-click inthe Chat Messages field to access the context menu and select M anual
Scrolling.

Or

e Movethe scroll bar to the bottom to view the latest chat messages.
The Chat Messages field will begin to automatically scroll as new chat messages arrive.

Idle

To step away from aroom without having to exit the room, users can set an idle message to notify
other room occupants that they are inactive or not currently available. Idle messages can be
personalized to identify idle status more specifically by using the Chat Monitor tab on the
Preferences Editor. If users take certain actionsin CollabraSuite BEA Edition, such as changing
rooms or posting a chat message, they will be changed from idle to active status automatically.
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To change status to idle:

i

e Select theldleicon g== from the toolbar.
Or

e Right-click inthe Chat Messages field to access the context menu and select I dle.
Y our idle message will display with your time/name stamp in the Chat Messages field.

To change status to active:

e Select theldleicon 5 again from the tool bar.
Or

e Right-click inthe Chat Messages field to access the context menu and select Idle
Or

e Take action within CollabraSuite, such as sending a chat message
An active message will display with your time/name stamp in the Chat Messages field.

[03:01:55 PM Andy Jones] The room is now unlocked

[0:3:05:50 BN Jokr Stalings] idle

[63:05:53 M Johe Stalings] active

[03:06:16 PM John Stalings] Can I customize the idle message that is displayed?

[03:06:38 PM Evelyn Aden] Yes, just set the message that vou want to show in the chat preferences
[03:06:54 M John Sralings] oub ko lunch

[03:06.:55 P John Stalings] active

[0:3:07:01 PM John Stallings] That's it, thanks!

<]

Mark Current Chat Messages

Chat messages may get lengthy with multiple users contributing at arapid pace. To easily keep
track of what you had read and pick up on the most recent room messages, you can highlight all
messages currently displayed in the chat messages field.

To mark current chat messages:

e Select the Mark Chat M essagesicon g:, from the toolbar.
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Or
e Right-click in the Chat Messages field to access the context menu and select Mark
Current Chat M essages.

All message current displayed in the Chat messaged field will be highlighted. New messageswill
display below the highlighted block.

4% CollabraSuite: Chat - [Of x|
File Edit Wiew |
EREE |
Location

|| Comparry Campus | Corparate | Adrministrative | Conference Room |v|

{02:39:55 PM Diane Smith] Before evervane leaves, I have some new information . . . e |
[03:04 : 00 BM Denise Simpson] Room loecked

[03:01:22 PM Diane Smith] I've locked the room in order to relay this secure information

[03:01:34 PM Evelyn Aden] Ok, that's a good idea.

[03:01:42 BM Denige Simpson] Room unlecked

[03:01:55 PM Andy Jones] The room is now unlocked

[03:06: 16 PM John Stalings] Can I customize the idle message that is displaved?

[03:06:38 PM Evelyn Aden] Yes, just set the message that vou want to shaw in the chat preferences
[03:07:01 PM John Stalings] That's it, thanks! —
[03:11:21 PM Diane Smith] %ou can also "Mark” the chat to hightlight chat vou have already read
[03:11:51 PM Andy Jones] Yes, I use that alot in the Recent Events room just because there is so much
activity in that roam.

[03:12:30 PM Diane Smith] K, good. Well, I'm off ko an audio conference

[03:12:39 PM Andy Jornes] Talkt o vou later

[03:12:46 PM Denise Simpson] Take care

[03:26:58 FM Andy Jones] exired Room 'Conference Room'

[03:27:07 PM Diane Smith] See va

-

'.ocation: Company Campus | Corporate | Administrative | Conference Room

URL Link

Users may direct other usersto a specific URL by adding a URL link to the chat session. Typing
in aURL will create alink in the chat monitor which will be accessible to any users within the
room or sidebar. Users may also drag and drop a URL from a browser into the chat input field
which will also create alink on the recipient's end. Clicking on these links will open a new
browser with the URL displayed.

4-20 User Guide



Document Link

To send a URL link within a room:

1. Enter aURL (web address) inthe Chat I nput field. The URL must be fully qualified such as
http://host/page.html

Or

Open abrowser with the URL displayed, click on the URL and drag the mouse into the Chat
Input field.
2. Pressthe enter key.
A URL link will be displayed in the chat session.
4 ¥ CollabraSuite: Chat 1 ] S
File Edit Wisw
el [=]a)

Location

|| Cormpany Campus | Corporate | Operations | Conference Room |V|

102:234:49 AW Denjse Simpson) entered Room 'Conference Room'

[02:35:05 P John Staliings] entered Roormn Conference Room'

[03:35:15 PM John Stallings] Have you seen the new campany website?
[03:35:36 PM John Stallings] You can find it at hitp sy collabraspace corms

Document Link

Documents may be shared inside achat session through adocument link. Adding adocument link
to achat will enable usersto view or edit documents without having to move themselves to the
document location. Users can drag and drop a document from afile cabinet or briefcase into the
chat creating alink which can be used to both access a read-only copy or to edit the document.

To send a document link:
1. Click on the document you wish to share in the File Cabinet or Briefcase.
2. Dragthe document into the Chat Input field.

3. Presstheenter key.
A link will appear in the Chat Messages field.
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4% CollabraSuite: Chat [ =] B
File Edit Yiew

@ls[e]e) |

Location

|| Company Campus | Corporate | Operations | Conference Room |'|

[04:26:53 P Town Fibbs] entared Roorn Confarence Room'

T04:26:96 P John Stailings] entered Roown Conference Room'

[04:27:44 PM John Stallings] 1'we puttogether an initial project plan. Could vou please review it ?
project bd

'_Dcation: Company Campus | Corporate | Operations | Conference Room

To access a read-only copy of the document:

o L eft-click on the document link in the Chat Messagesfield.

The document will open on your desktop.

To edit a document using a document link:

1. Right-click on the document link in the Chat Messages field. A Show in File Cabinet

selection will appear.

2. Click on the Show in File Cabinet selection. The File Cabinet Navigator will appear with

the document highlighted.

3. Right-click on the document to view the context menu.

4. Select Document > Edit to use the default application for your system or select Document

> Edit With to select an application for editing the document.
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Thedocument will display using the appropriate application for the document type or the selected
application. An Informational Dialog window will display to notify you that an external
application is being used to edit this document.

Whiteboard Link

The whiteboard allows users to view a canvas that may contain graphics, text, and freehand
images. If enabled, the whiteboard link feature is used to create alink in achat session that may
be used to enter awhiteboard session.

To create a whitehoard link:

1. Click the Launch Whiteboard button located above the chat input field or next to the
directed chat field, if enabled. Text will appear in the Chat Input field which will be used to
create the link in the Chat Messages field.

2. Presstheenter key.

A link will appear in the Chat Messagesfield. Usersin the session may click onthelink to launch
the whiteboard session.
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4% CollabraSuite: Chat - |O

File Edit Wiew |

B8 =le |

Location

|| Company Campus | Corporate | Adrministrative | Conference Room |V|

[04:28:23 P Tom Gibbs] entered Room Conference Room'

[01:38:54 P John Stallings] entered Room Conference Room'

[01:40:12 PM Taom Gibhs] Please look atthese change on the whiteboard Launch Whiteboard
[07:40:36 P Tom Gibbs] exted Room Conferance Room'

[07:471:00 PM Tom Gibbs] entered Roorn ‘Confarence Room'

[01:41:31 PM Tarm Gibhs] | made additional changes here Launch Whiteboard

B Launch Whiteboard

l_ocation: Company Campus | Corporate | Administrative | Conference Room

Directed Chat

4-24

If enabled, CollabraSuite BEA Edition directed chat capabilities provide away for usersto direct
their chat messages to specific users during a public chat session.

To send a directed chat:

1. Select the intended recipient from the " Direct Chat to" pull down menu located above the
Chat Input field.

2. Type the message you wish to send and press the enter key.

The message will display in the chat window with the time/sender, user name/recipient stamp.
Directed chat is seen by all usersin the session.
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4% CollabraSuite: Chat =]
Eile Edit Wiew

eslele |

Location
|| Company Campus | Corporate | Adrninistrative | Conference Room | + |
preferences -

[03:07:01 PM John Stallings] That's it, thanks!

[03:11:21 PW Diane Smith] You can also "Mark” the chat to hightlight chatyou have already
read

[03:11:581 PM Andy Jones] Yes, | use that alotin the Recent Events room just hecause there is
50 much activity in that room.

[03:12:30 P Diane Smith] CkK, good. YWell, I'm offto an audio canference

[03:12:39 P Andy Jones] Talkt o you later

[03:12:46 PM Denise Simpson] Take care

[03:26:58 PM Andy Jores] exited Room Confarence Room' =
[03:27:07 PM Diane Smith] Seevya

1032836 P Evelyn Aden] exited Room Conference Room!'

[02:20:54 P Evielyn Adien] entered Room 'Conference Roorm'

[03:31:19 PM Evelyn Aden to Denise Simpson] | forgot | wanted to ask you to stop by after you
get down with this conference

-

Direct chat ka | Denise Simpson -

F_ocation: Company Campus | Corporate | Administrative | Conference Room

Sidehar Session

Sidebar Session

Sidebar chats provide the capability to send instant messagesto a set of selected usersinreal-time
using the CollabraSuite BEA Edition text chat component separately from the public room chat.

Sidebar sessions may include users within a current room or usersin other locationsin the

CollabraSuite BEA Edition environment, including any remote campuses to which theinitiating
user islogged in. Idle usersmay not beincluded in asidebar. Document linksand URL links may
be used in asidebar session the same way they are used in aroom chat. Additionally, the sidebar
can include a whiteboard session viewable only to those in the session. The sidebar session can
belater recalled just like room sessions. Any other features of aroom chat session, such asmanual
scrolling, marking chats, or document links, are available in sidebar sessions as well.

To initiate a Sidebar Chat:

1. Select one or more users from lists provided by components such as the Online Users
component, Room Occupants component or the Skill Search component.

User Guide
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2. Right-click to display the context menu and select Sidebar or select the Sidebar icon @
located on the right-hand side of the toolbar. The Sidebar Chat window will display,
including the selected users.

3. Begin the text chat session by typing text in the Chat Input area of the window and
pressing the enter key.

% CollabraSuite: Sidebar | [m] 3

File Edit Wiew ‘

BEEECIONEDEONDG |
Chat Messages Occupants

[03:51:26 P Jokn Stallings] Hey, how was sailing? |
[03:51:47 PM Andy Jones] Great- thanks for asking!
[03:52:11 PM Evelyn Aden] Canyou give me a guick
status check on the praject plan updates? andy Jones
[03:52:55 PM Andy Jones] The major milestone
have heen updated, but | need Andy to update the
news LOES

[03:53:4F PM Evelyn Aden] OK, 'l send Andy Casey
a page that the project plan is ready for his LOE
updates. Thanks

s
="

[»

Evelyn Aden

<]

Chat Input
I

John Stallings

<J

To exit a Sidebar Chat:
e Close the Sidebar Chat window to exit the Sidebar Chat session.
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The CollabraSuite BEA Edition Paging component enables users to collaborate using a
lightweight instant email to both online and off-line usersin both a user's home campus, and any
remote campusesto which the user has access. The paging featureisal so used to report document
and folder changes to Document Subscribers. Document links may be added to pages to allow
access to the document directly from the page. Document subscribers receive adocument link in
the page notification updating them on document changes.

Users can be notified viaan additional page when recipients view their sent page by checking the
"Return Receipt" box when composing a page. The return receipt page is indicated by the
"Response" column in the page viewer.

Users can choose to have pages forwarded to their email account whenever they are off-line. This
preference can be set in the User Information component.

View a Page

The Page Viewer component allows usersto view received pages and information about each
page, including the date sent and if there was a response. Users are able to forward or reply to
pages, or create new pages from the Page Viewer window. Pages may be filtered by Sender,
Subject, Response, or Date Sent.

To access the Page Viewer window:

e Select the Page Viewer icon E from the toolbar. The Page View window will display.
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4 » CollabraSuite: Page Viewer Mm=]E3
File Edit View
EREEEEE |
Page List
[Ga_oconeans| |
Priority Sender Subject Response Date Sent
Andy Jones rgent Message D 01/30/2006 11:0... [
] Andy Jones Lunch? | 01/30/2006 11:0...
Evelyn Aden Mew Press Release O 01272006 03:5...
andy Jones av Conference at... O 01/29/2006 08:3...
Tam =ibbs Docurnent Modified O 01/29/2006 11:1...
Andy Jones Jrgent Message 01/30/2006 11:0...
Denise Simpson Team Lunch O 01/27/2006 03:4.., [
From: Ly =& ndy Jones=
Subject Urgent Ilessage
Sent: Q103052008 110247 AL
To (users): Lndy Jones
Andy Jones wrote
A firedrill will be help thiz afternoon

To sort pages by column header:

1

2.
3.

pages will be sorted in ascending order according to the selected column.
To sort the list in descending order, select the same column header again.

To sort by another column, simply select the appropriate column header.

To filter pages by search word or category:

1
2

. Select a category from the pull-down list: Sender, Subject, Response, or Date Sent.

. Type asearch word in the containstext field.

User Guide
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Sending a Page

The Page List will befiltered according to the sender, subject, response, or dates that match your
query.

Sending a Page

Users may send pages by using the Page Composer component. Pages may be sent to one user,
several users, or groups in a home campus or any remote campuses to which the sender has
access. The Page Composer component may be accessed through the toolbar, the Page Viewer
window, or by right-clicking users to access the context menu.

To send a page:

1. Select the Send Pageicon from the toolbar or the context menu, or select the Compose
Pageicon I_jai_ from the Page Viewer toolbar. The Page Composer will display.

4» CollabraSuite: Compose Page O] =]
File
Recipients
Users:
Groups:
Subject: |.0.'\-' Conference at 4PM ||:| Return Receipt
Message
[Bls[Bla] [2]e] [#]n[8] [a]B]i[u] [E[=]=] =222 -

Teatn,

There will be an AV conference tomorrow at 4 to review the latest project plan. We would
appreaciate your participation.  Thanies!

Andy

2. Click the Edit Recipients button to modify the recipients for the page. The Alter
Recipients window will display.
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CollabraSuite: Alter Recipients
Available Users/Groups: Selected Users/Groups:
Compary Campus "\‘Partner Campus \'l Contains:|
(@) Users( ) Groups Andy Jones @ Company Campus
Cnntains:l lIf:lenise Simps;on 1 Company Campus
anagemen
Administrator = | % ?
Beth Long
Diane Snith @
Evelyn &den s
Jirm Spalding
John Stallings
Stacy Thompson =
Tom bk i
| oK | | Cancel |

. Highlight the users and groups you wish to page in the Available User sGroups list.

. Click theright arrow button to move the selected user or group to the Selected

Userg/Groupsfield.

Note:  Accessible remote campuses will be displayed astabsin the Available
User g/Groups section. Click on the tabs to select users or groups from each campus
and continue until all desired users or groups are displayed in the Selected
User/Groupslist.

. Click OK to close the Alter Recipients window. The recipients will now show in the

Recipientsfield.

. Select the Return Receipt option to receive a notification when the recipient(s) select the

page in the Page Viewer window.

. If enabled, select the priority to be associated with the page. The default value is no priority.
. Type the subject of the page in the Subject text field.

. Type the message in the M essage field and use the toolbar options to change font size, font

type, and text alignment as desired.
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Sending a Page

4 CollabraSuite: Compose Page O] x|
File ‘
Recipients
Users:
aroups:
Subjeck: |.°.\-' Conference at 4PM |I:| Return Receipt
Message

| Default Style -

[Bls|elal [2]e] [%]|n]a] [n[b]i]a] [=]=]

Default Size: -

Teatn,

There will be an AV conference tomorrow at 4 to review the latest project plan. We would
appreaciate your participation.  Thaniks!

Andy

10. Click the Send button to send the message to the intended recipients.
To reply to a page:
1. Select apage from thelist of received pages.

2. Select the Reply icon Q . The Page Composer window will display with the sender listed
asthe recipient for the page and the text from the received page displayed.

3. Type an appropriate message and send the page.
To reply to the sender and all recipients of a page:
1. Select apagefrom thelist of received pages.

2. Select the Reply to All icon . The Page Composer window will display with &l of the
users and groups listed in the recipients field and the text from the received page displayed.

3. Type an appropriate message and send the page.
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To forward a page to another user or group:

1
2.

Select a page from the list of received pages.

Select the Forward Pageicon @- . The Page Composer window will display with the text
from the received page displayed.

Select the user(s) or groups to forward the page to

Add an additional message if desired and send the page.

Adding a Document Link to a Page

Document links are added to a page to enable usersto view or edit documents without having to
move themselves to the document location. Users can drag and drop a document from afile
cabinet into the page creating alink which can be used to both access aread-only copy or to edit
the document.

5-6

To add a document link to a page:

1
2.
3.
4.

Open the page composer with the recipients you wish to page in the Users field.
Click on the document you wish to share in the File Cabinet or Briefcase.
Drag the document into the M essage field of the Compose Page window.

Add any text or a subject to the page and press the Send button.

A link will appear in the page when it is received.
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Adding a Document Link to a Page

% CollabraSuite: Compose Page - O] x|
File |
Recipients
Users:  Beth Long
aroups:
Subject: |Initia| Project Plan ||:| Return Receipt
Message
Default Style -

[Blslelal [o]e] [#]m]s] [n]b]i]u] [=]=]

Default Size -

Please review and rake cormments on thiz plan by Friday COB.

prnject.t}_rtl

To access a read-only copy of the document:

o L eft-click on the document link in the Chat Messages field.
The document will open on your desktop.
To edit a document using a document link:

1. Right-click on the document link in the Chat Messagesfield. A Show in File Cabinet
selection will appear.

2. Select Show in File Cabinet. The File Cabinet Navigator will appear with the document
highlighted.

3. Right-click on the document to view the context menu.

4. Select Document > Edit to use the default application for your system or select Document
> Edit With to select an application for editing the document.
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Thedocument will display using the appropriate application for the document type or the selected
application. An Informational Dialog window will display to notify you that an external
application is being used to edit this document.
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Whiteboard

The CollabraSuite BEA Edition Whiteboard component is a multi-user interactive tool that
allows usersto review, create, and update graphic information in real-time. Presence awareness
mechanisms make it possible to differentiate participants and their annotations. Additionally,
visual displaysindicate the level of auser’s participation in the whiteboard session including a
date/time/user stamp for each annotation to easily identify the author. Whiteboards can have tabs
allowing usersto switch between multiple viewsin asingle session. The whiteboard background
can easily be changedto display avariety of color-coded graphical data. Whiteboard backgrounds
can consist of images and HTML web pages. Users can cut, paste, and del ete annotations and
backgrounds. Users can select all annotations and hide all annotations by user. All whiteboard
activity isrecorded in the database and may be searched for repeated use or as a context for
discussion history.

To access the whiteboard:

e Select the Whiteboard icon E'I from the toolbar.
The Whiteboard window will display.
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=] E3

Canvas Participants
A B
A
T ®
= John Stallings
ke’ s
kel E]
[=] @

of Taom Gibbs

4 G | [»

4]

I.c-catic-n: Company Campus | Corporate | Administrakive | Conference Room

Whiteboard Backgrounds

6-2

Whiteboard backgrounds allow several users to view and annotate graphics, web pages,
photographs, and near real-timeimages. Once abackgroundisin place, users can add annotations
and communicate information directly over the background. All users viewing the whiteboard
can add, change, or clear the backgrounds.

To add or change your hackground:

1. Select View >Background > Change Background or drag and drop afilefrom your desktop
into the whiteboard area. The Select Whiteboard Background screen will appear.

2. TypeinaURL to use awebsite as a background or select Choose File to retrieve an image.
3. To preview the chosen image, select the Preview button.
4. Select Use Full Image or Use Cropped I mage.

a. UseCropped Image will display only the image you see in the preview window.
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Whiteboard Annotations

b. Use Full Image will import the image full size (using scroll barsif necessary).
To clear the existing background:

e Select View > Background > Clear Background.

Whiteboard Annotations

Whiteboard annotation features make it possible for each user to add annotations to the
whiteboard. User information is added to the annotations, including the user name and time of
annotation, in order to allow users differentiate participants and their annotations. This enables
al usersin the room to see who has worked on the whiteboard and the changes each user makes.

To view user information, users may mouse-over various shapes and text that were added to the
whiteboard.

Users may add annotations including shapes, text, stamps, and colors by using the drawing tools
found on the l&ft side of the whiteboard.

| The select tool is used to select and mani pulate existing annotations.

A | Thetext tool creates atext linein the whiteboard.

| | Thelinetool creates straight lines.

N The freehand tool creates drawn linesin any shape.

)| The ellipse tool creates any size or shape of ellipse.

O The rectangle tool creates any size or shape of rectangle.

s EThe line color tool allows users to choose the color of each annotation, text, shape, or line.

Whiteboard Tahs

Users may create a new whiteboard within a session without deleting an existing whiteboard by
simply adding a new tab. When the session isrecalled, all tabswill be viewable. During the
session, users may switch back and forth between tabs in order to see all canvasses without
having to clear the existing whiteboard and starting anew one. Tabs may also be cleared from the
session without deleting an entire session.

To add a new tabh:

o Select View > Tab> Add tab.
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To clear a tah:

1. Select the tab you want to clear.

2. Select View > Tab > Clear Tab.

The contents of the canvas will be deleted but the tab will remain.
To remove a tab from a session:

1. Select the tab to remove.

2. Select View > Tab > Remove Tab.
The tab will be removed from the session while any other tabs will remain.

Note: See clear session to delete an entire session whiteboard.

% CollabraSuite: Whiteboard I [=]
File  Edit

(A con  Background B
al Clear Tab... E}

0 @
ﬁ John Stallings

|5 £

o #
[x] @

of Taom Gibbs

1] s | [»

<]

ocation: Company Campus | Corporake | Administrative | Conference Room
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Edit a Whiteboard Canvas

Users can cut, copy, paste, or delete asingle annotation from an open canvas using the edit menu.
This allows usersto copy, move, or clear only desired material from the canvas without erasing
all annotations or clearing the whiteboard.

To delete an item from the canvas:

1. Select thearrow icon

P

from the drawing toolbar.

2. Click to select the item on the canvas you want to delete.

Edit a Whiteboard Canvas

3. Right-click and select Edit > Delete. Theitem will be removed from the canvas

¥ CollabraSuite: Whiteboard = [=]
File Edit view |
Canvas Participants

F Conference Room \l\ = |
[ 4] e

m @
— John Stallings

| F
kel E]
[x] @

of Taom Gibbs

[10:19:57 AM] Torm Gibbs

‘]

'_Dcation: Company Campus

Edit 8% Cut ol
Select & Copy
Background B

Save s

Tab » L[F

{® session Information

<]

| Conference Room

To cut, copy, or paste items on the whiteboard:

e Follow the directions for deleting items but select the cut, copy, or paste from the Edit

menu.
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To select multiple items on a whitehoard:
e Pressand hold the ctrl key on the keyboard while selecting each item.
To un-selected items:
e Right-click and select Select > None.
To invert your selections (switch all selected items for all unselected items):
e Right-click and select Select > Invert.
To select all items on a whiteboard at once:
e Right-click and select Select > All.

View Whitehoard Users

During awhiteboard session, user icons display in a users panel. Each user in the session will be
represented by theicon they have selected for themselves, and additional icons next to each user
will define each user’ s statusin the room. Theseiconswill indicateif the users have participated
in the session, are viewing the whiteboard, are currently in the same room, or have made
annotationsto the canvas. Users appear in thislist if they are currently viewing the whiteboard or
have made annotations during the history of this whiteboard session.

° ‘:ﬁ' Annotation icon: User has made annotations to the canvas. (To view specific
annotations by user, roll your mouse over the canvas.)

° @ View icon: User is currently in the same room and viewing the Whiteboard.
e {5t Roomicon: User is currently in the same room.

o g Onlineicon: User is currently online.

° .,g. A/V icon: User is actively transmitting in an Audio/Video session.

e 3 A/Vicon: User ispassively participating in an Audio/Video session.

Save Whitehoard Session Information

The whiteboard session saves automatically once all users have exited the room. Whiteboard
sessionsare saved using the default information available including the room, start date/time, and
end date/time. However, more detailed session information, including a session name and
description, may be added in order to aid in recalling and searching whiteboard sessions.
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To assign more detailed session information:

1. Right-click on the canvas to access the context menu.

2. Select Session Information.

3. Enter name and description information in the appropriate fields.
4.

Click Apply.

Clear a Whiteboard Session

Every whiteboard session is saved once the session has been closed. However, if userswould like
the contents of a whiteboard permanently erased, they may clear the contents of the whiteboard
before closing it. To start a new session without clearing the contents of the current whiteboard,
users may close the current whiteboard or open atab. Clearing the whiteboard will clear the
contents of the current session and start a new session.

To clear the contents of the whiteboard:

e Select File>Clear Session from the menu bar.
The contents of the canvas will be deleted and cannot be retrieved.

Save a Whiteboard as an Image

Y ou may want to save and export awhiteboard as an image for use outside of the room or as a
background for a new whiteboard.

To save and export a whiteboard as an image:

1. Right-click and select Save As > Gif Image (or JPG Image). A Save window will appear.
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“.» CollabraSuite: Whiteboard

Eile Edit Yiew

=lolx|

Canvas

Corference Room ‘\.

Save

Participants

B
@

John Stallings

|| save In: |E| test

MEENEEEE

NEE RSN ™

3 weblogic-domain

4 b

'.ocation: Company Campus |1 Fg Marne:

whiteboard session

Files of Type: | *.gif

b’ |

Save Cancel

2. Enter afile name and select alocation for the file to be saved.

3. Click Save.

Note:  Once saved, awhiteboard image can be retrieved and used as a background in a new
whiteboard using the Change Background feature. A saved image may aso be

printed.

Recall Whiteboard Session Information

When awhiteboard onisclosed, it is saved and may be recalled. Users with remote campus
access may recall whiteboard sessions across multiple campuses. Whiteboard sessions are saved
using the default information including the campus, start date and time, and end date and time.
More detailed information, including a session name and description, may have been added.
When awhiteboard session isrecalled, users will see the state of the whiteboard at the end of the

Session.
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Recall Whiteboard Session Information

To recall a closed Whitehoard session:
1. Select the Whiteboard icon E‘j from the toolbar.

2. Right-click in the canvas and select Recall Whiteboard Session. The Recall Session
window will appear.

4% CollabraSuite: Recall Session =]

Filz  Wiew |

Current Roorm Only [ My Sessions Only

Start Date (MMDD/YYYY): | | EndDate(MMjofvvvy: [ |

Campus |Name |Des-:ri|:-tinn |Start Date |End Dake |

[ »

4]

'_Dcation: Company Campus | Corporate | Administrakive | Conference Room

3. Select your search criteria from the following options: Current Room Only, My Sessions
Only, Sart Date, and End Date.

Note: You can use as many or as few search criteria as desired.

4. Click Search. A list of sessions based on your criteriawill display.

User Guide 6-9



Whiteboard

4 CollabraSuite: Recall Session - O] x|

File  Wiew |

Current Roorn Only [ ] My Sessions Only
Start Date (MM/DD): | 01/25/2006 End Date (MM{DD/Y ) |01/31/2006

Campus |Name |Descripti0n |Start [Dake |Enc| [Dake |
Company ... Admin FRound Table Brainstorming For new S ... D1J27/2006 02:0,,, 0172702006 03:3,., |~
Company ... Conference Room 01/27/2006 03:3,.. 01)27/2006 05:1..,
Company ... Jan Monthly Review 01/30/2006 09:4,,, 01/30/2006 10:5... 3

i sessians were Found,

5. Double-click to open a specific session in a new Whiteboard window.

Note: Recalled sessions are read-only. Users can not draw new annotations in these
Sessions.
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Media

CollabraSuite BEA Edition provides a rich media communication capability that supports both
multicast and point-to-point audio and video conferencing, as well as desktop sharing.
Conference participants are identified via presence awareness mechanisms and visua displays
that indicate their level of participation. Multicast audio and video conferencing allows severa
users located in the same room to communicate using either audio alone, or a combination of
audio and video. Audio and video conferencing can a so be accomplished with two users present
in the collaborative environment regardless of their virtual location through point-to-point
conferencing, or phoning. Usersalso havethe ability to view other user desktopsthrough desktop
sharing.

Configuring Capture Devices

CollabraSuite BEA Edition provides arich set of media collaboration features to perform audio
and video conferencing and desktop sharing. In order to use these features, the software must be
configured properly to detect your microphone and camera. In the Media Device Configuration
window, users may configure audio capture, video capture, and desktop sharing.

To access the Media Device Configuration window:

1. Select the Audio Conferenceicon or the Audio/Video Conferenceicon fgj from the
toolbar. The Audio Video Conference window will display.
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% CollabraSuite: Audio Conference _ O] <]
File Edit |
DB |
Video Participants
Y
Andy Jones —
Taom Gibbs
andy Jones Tom Gibbs
1] T I [»
Controls
Yolume
L {_} 1
=
I.c-catic-n: Company Campus | Corporate | Operations | Conference Room

2. Select the Media Device Configuration icon located on the toolbar of the Audio
Video Conference window. The Media Device Configuration window will display.

Audio Capture Configuration

In the Media Device Configuration window, users may configure audio capture devices. See
Configuring Capture Devices to access the Media Device Configuration window.

To configure audio capture devices:
1. Select the Audio tab on the Media Device Configuration window.

2. Click Detect Capture Devices. The Microphones, Encoding, and Sample Rate pull down
menus will auto populate with the appropriate values for the detected microphone.

3. Click OK on the Media Device Configuration window to complete the configuration
process.
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%# Media Device Configuration - |Of =]

§ Audio]', i video ', O] Desktop ',

Microphones:
Encading:

Sample Rate;

Detect Capkure Devices

Video Capture Configuration

In the Media Device Configuration window, users may configure video capture devices. See
Configuring Capture Devices to access the Media Device Configuration window.

To configure video capture devices:

1
2.

Select the Video tab on the Media Device Configuration window.

Click Detect Capture Devices. The Cameras, Encoding Image Size, and Frame Rate pull
down menus will auto populate with the appropriate values for the detected cameras.

Note: Depending on the speed of your computer this may take several minutesto complete.
Select the camera currently connected to the computer from the Camer as pull down menu.

Select the appropriate image size from the Image Size pull down menu.

Note: To minimize the resources used by the computer and network bandwidth, select the
smallest image size that provides enough detail for the recipients. It is best to choose
the smallest image and then increase the value if necessary.

Click OK on the Media Device Configuration window to complete the configuration
process.
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“» Media Device Configuration P ]
@ fudio* & Video ' [0 Desktop |

Cameras: | vfw:Microsoft WDM Image Capture (Win32):0 - |

Encading:
Irnage Size:

Frame Rate: | -1.0 »

| Detect Capture Devices

Desktop Sharing Configuration

In the Media Device Configuration window, users may configure desktop sharing. See
Configuring Capture Devices to access the Media Device Configuration window.

To configure desktop sharing:

1. Click Auto Select on the Media Device Configuration window. The Desktop Auto Select
window will appear.

%% Media Device Configuration . =]
@ audio \ @ video ' |5 Desktnp\
Position x: EI ¥ D
Image Size X ¥

Frame Rate: [2.0 -

Auko Select. .,

2. Movethe window over the section of screen that you would like to share.
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Note: Theinside of the Desktop Auto Select window will be transparent and will display
the contents of the under line region of the screen. Use this as a guide to determine
the portion of the screen to display.

4» Desktop Auto Select

Firefox Start

Paosition this window ower

GOOSIE'" Wet the portion of the deskkop

wou would like to share
| then click Select

_ Select || Cancel

3. Resize the Desktop Auto Select window to the size of the section of screen to display.

4. Click Select to use the defined region. The Position X & Y and Image Size X & Y values
will be updated according to the region selected in steps three and four.

5. Adjust the frame rate by selecting values in the Frame Rate pull down menu.

Note: The smaller the number for the frame rate the greater the increased delay asto when
recipients receive the changes made in the area specified on your screen. The smaller
value also minimizes network bandwidth thus reducing both computer and network
resources. It is best to start small and then increase the frame rate as necessary to
accommodate the desired results.

6. Click OK on the Media Device Configuration window to complete the configuration
process.

Audio Conferencing

Users can transmit and receive live audio during audio conference sessions. Entering a
conference onwill alow usersto listen to the session without transmitting audio themsel ves.
Users may also transmit their own audio during the conference and may mute transition with the
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click of abutton. Presence awareness capabilities allow usersto see who is participating in the
conference and who is transmitting.

To enter an audio conference session:
e Select the Audio Conferenceicon .,E,. from the toolbar.
The Audio Video Conference window will display entering the audio conference session.

Note: If your microphone has not been configured for use with the CollabraSuite BEA
Edition application, follow the instructions for configuring the microphone in the
Audio Capture Configuration section of this manual.

To transmit audio to other participants:

e Select the Audio Conferenceicon .,Q,. located on the toolbar of the Audio Video
Conference window.

The microphone will be activated displaying a microphone for the user in the Users panel.

%% CollabraSuite: Audio Conference =]
File  Edit |
NBE |
Video Participants
Andy Jones .
Tom Gibbs
andy Jones Tom Gibbs

4] G | [»

Controls

Yolume

I {7} ]
'_Dcation: Company Campus | Corporate | Operations | Conference Room

Note: To stop transmitting the audio from your microphone, desel ect the .@. icon. The .@.

for your user name will disappear from the Users panel on your window aswell as
the other participants.
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To adjust the volume:
e Slidethe Volume dlider to theright to increase the volume.

e Slide the Volume slider to the left to decrease the volume.

To mute the transmitted audio:

Note: Muting transmission will allow you to listen to the audio broadcast without
background noise from your microphone.

o Pressthe mute button )B.’ once to stop your audio broadcast.

e Pressthe mute button J'B" again to resume audio broadcasting.

Audio/Video Conferencing

Users can transmit and receive live audio and video during audio/video conference sessions.
Entering a conference session will allow usersto view and listen to the session without
transmitting themselves. Users may also transmit their own audio and video during the
conference and may stop transmission at any time. Presence awareness capabilities allow users
to seewho is participating in the conference and who is transmitting.

To enter a room audio/video conference session:
o Select the Audio/Video Conferenceicon i@y from the toolbar.
The Audio/Video Conference window will display.

Note: If your microphone and/or camera has not been configured for use with the
CollabraSuite BEA Edition application, follow the instructions for configuring the
microphone and camerain the Video Capture Configuration section of this manual.

Note: If auser doesnot haveacameraor their cameraisdisabled, theuser'siconwill display
in the video pane and the user will only participate in the multi-point audio portion of
the conference.
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To transmit a video image to participants:

o Select the Audio/Video Conferenceicon &g located on the toolbar of the Audio Video
Conference window

The captured image from the camerawill be displayed in the Video panel onyour window aswell
as the other participants. In addition, the cameraimage figg for your user will be displayed on
the User panel on your window and the other participants windows.

Note: To stop transmitting the camera image, deselect the Audio/Video Conference icon

fm@

Phone

1-8

Aspart of the CollabraSuite BEA Edition multimediasuite, CollabraSpace offersaudio and video
point-to-point phoning capability. This feature provides audio/video conferencing as well as
desktop sharing between two online users. Users can either bein the same room or two different
rooms.

To initiate an audio phone session:

1. Select one user from either the Online Users, Room Occupants, Associates or Skill Search
components.

2. Right-click to display the context menu and select Phone or click the Phoneicon @!‘ on
the toolbar.

The Phone Media component will display on your screen and on the selected users screen
awaiting their response to join in the phone session.
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4% CollabraSuite: Phone = O)x]
File Edit |

o] =& 8[%]

LUser ko call: Tom Gibbs
Calling Tom Gibbs

Video Participants

[»

Controls
Yolume

]

'_ocation: ‘fou are nok currently in a Room

To accept a phone session:

e Select the Phoneicon @f from the toolbar of the Phone Media component.

Note:  When the recipient accepts the call both users will be placed in the point-to-point
audio session and can collaborate privately. The Video panewill remain empty unless
the users have configured their profiles with auser icon. If so, the user'sicon will
display during the point-to-point audio session.
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4% CollabraSuite: Phone = O)x]
File Edit |

4| B8] B[% £

Incoming call From: John Stallings
Zall from John Stallings accepted

Video Participants
~ ¢
4 @
Diane Smith
Diane Smith John Stallings
9
@
John Stallings
Controls
Yolume

4]

'_ocation: ‘fou are nok currently in a Room

To end a phone session:

e Select the Phoneicon @f on the toolbar of the Phone Media component.

Adding Media to a Phone Session

Point-to-Point audio/video conferencing capabilities allow usersto add video or desktop sharing
to an audio phone session allowing for a more personal collaboration between two users. Users
can either be in the same room or two different rooms.

To add video to a phone session:

e Select the Videoicon fi@ on the toolbar of the Phone Media component.

Note: If auser doesnot haveacameraor their cameraisdisabled, theuser'siconwill display
in the video pane and the user will only participate in the multi-point audio portion of
the conference.
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% # CollabraSuite: Phone

=] 3
File Edit |
[
¢| 8|8 B|%]#]
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> I
Diane Smith
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&
=]
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Controls
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I {7} ]

<]

I.c-catic-n: ‘You are not currently in a Room

To add desktop sharing to a phone session:

e Select the Desktop Sharing icon on the toolbar of the Phone Media component.

Note:  Seethe Desktop Sharing section of the manual to learn how to share aregion of your
desktop.

Desktop Sharing

Users can display their desktop or a selected area of their desktop to one or more participating
users using the Desktop Sharing feature. This feature is accessed from the Audio and Video

conferencing tool using the Audio/Video button fi@ .
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To initiate a Desktop Sharing session:

1

Select the Configure CaptureDeviceicon or select Edit > Configure CaptureDevices
from the menu bar in the Audio and Video conferencing window.

Select the Screen tab and use the Auto Select feature to select the portion of the screen to
share.

Note: Detailed instructionson sharing aportion of the screen are described in detailed inthe
Desktop Sharing Configuration section of this manual.

Click OK to save the configured settings.
Select the Desktop Sharing icon .

The screen image will be displayed in the Video panel on your window as well as other
participants’ windows. In addition, the Video image fi@ will be displayed on the User
panel on your window and on other participants windows.

Note: To stop transmitting the cameraimage, deselect the Desktop Sharingicon .
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CollabraSuite BEA Edition provides ameansto collaborate on critical business dataviatheroom
file cabinet and the private briefcase data storage. Users may import documents into the
collaborative environment, or export documents onto their local systems. Contents can be
assigned privileges for groups or individuals, checked in/out and tracked for change history.
Subscription servicesarealso availablefor al content and datastored in the environment. Groups
or individuals can receive a page notification when content subscriptions are activated and
content status changes.

The the file cabinet and briefcase alows you to manage your documents by:
e Importing, bulk importing, and exporting documents.

e Viewing and editing the contents of a document.

Creating other document types.

Retrieving document history.

Moving and copying folders and documents.

Creating folders and sub-folders to hold documents.

Assigning document permissions and document subscribers.
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Document Storage
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Briefcase Documents

CollabraSuite BEA Edition providesameansto transport and collaborate on critical businessdata
through the use of a private data storage briefcase. The briefcase moves with the user as they
traverse the virtual environment, and the contents can only be viewed by the briefcase owner.
Briefcase contents can easily be copied or moved to aroom file cabinet to be shared with other
users when needed.

To launch the Briefcase Navigator:

e Click the Briefcaseicon % from the toolbar.
The Document Navigator will appear displaying the contents of the user briefcase.

% CollabraSuite: Briefcase Navigator - O] x|
File |

Bl Draft docs (2 ftems)

>IEJ Mew Employee Process (62.5 Kb

'_\L remctecarnpus (1.3 Kb

- Project Files (3 tems)

IEJ Decetnber Yacation Schedule (2455 Kk
Al oraject (56 bytes)

Liser Brisfcase

File Cabinet

CollabraSuite BEA Edition providesameansto collaborate on critical businessdataviatheroom
file cabinet. Contents can be imported from a user’ s desktop to a room file cabinet to facilitate
knowledge sharing. CollabraSuite BEA Edition providesfine grained access control by assigning
read and write privileges for both groups and individuals. Documents can be checked out for
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editing to prevent users from making conflicting changes. An audit trail provides a detailed
history of the evolution of every document. Subscription servicesareal so availablefor all content

stored in the environment. Through subscriptions,

groups or individuals can receive a page

notification when content is changed that may require their attention.

To launch the File Cabinet Navigator:

e Click the File Cabinet icon % from the tool bar.
The Document Navigator will appear displaying the contents of the file cabinet. Edited

documents are indicated in italics and descriptive

4 CollabraSuite: Fle Cabinet Navigator

File

IS [=1 B3

tooltips.

Bl analysis (1 item)
C E-C3 Charts (0 items)
f:l Operations Preview (0 tems)
£+ Project Files (3 items)
..El CHH
Iﬂj Decetber YWacation Schedula (245.5 Kh)
o T project (85 bytes)
{5 Statf ¢1 ftem)
B3 Resumes (0 ftems)
B Training (1 tem)
lln Potential Training Dates (141 bytes)

'_Dcation: Company Campus | Corporate | Operations | Conference ...

Folders and Subfolders

Users can create folders and subfolders in the file cabinet and briefcase to assist in the

organization of documents.

To create a new folder or subfolder:

1. Select atarget folder within the file cabinet or briefcase or select an open areawithin thefile

cabinet or briefcase to insert the new folder.
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2. Right-click to view the context menu.

3. Select New > Folder. The Document Importer window will appear with the Folder tab
displayed.

4. Type the name and description of the folder in the General Information section of the
window.

Note: Select the Set Advanced Properties button to adjust the Document Permissions and
Document Subscribers for the new folder.

5. Click Create to create the folder in the collaborative environment.

4% Document Importer =] 3
File \'t Link \'t Mate * Falder \\ Biulk Impart \L
General Information

Location;  file cabinet {10

Marme: | Project Files |

Files petaining to individual projects|
Description:

[

Set Advanced Properties. ..

Create || Clear || Cancel
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Import Documents

Users can place documentsin the collaborative environment by importing into abriefcase or file
cabinet. To import adocument to the file cabinet, the user must have write permissions to the
target folder. To export the document from the file cabinet, the user must have read permissions.

To import a document into a file cabinet or briefcase:

1.

Select atarget folder within the file cabinet or briefcase, or select an areawithin thefile
cabinet or briefcase to insert the document at the top level.

Right-click to view the context menu.
Select New > File. The Document Importer window will appear with the File tab displayed.

Type the name and description of the file in the General I nformation section of the
window.

Note: Select the Set Advanced Propertiesbutton to adjust the Document Per missionsand
Document Subscriber sfor theimported file. Remote users do not have the ability to
update document permissions or subscribers for documents on a remote campus.

Select the Browse button in the File I nfor mation section of the window. The Choose
Local File window will display.

L ocate the file to import and click Select.

Note: Usethe Files of typefilter to assist in locating files of a specific type.

Click Create to import the document into the collaborative environment. A progress bar
will appear for longer transfers.
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%» Document Importer
File \ Link ', Mote ', Folder ' Bulk Impart ',
General Information

Location:  file cabinet (10):Project Files

]

Mame: |project

project schedule
Description:
Set Advanced Properties, .. |
File Information
Local Filename: |C:'|,pr0ject.txt || Browse, .. |
File Tvpe: |Text -
Create || Clear || Cancel

Bulk Import Documents

Bulk importing allows users to import several documentsinto afile cabinet or briefcase at once,

rather than one at atime using the regular import methods.
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To bulk import documents and folders into a file cabinet or briefcase:

1. Select atarget folder inthefile cabinet or briefcase or select an areawithin the file cabinet or
briefcase to insert the document at the top level.

2. Right-click to view the context menu.

3. Select New > Bulk Import. The Document Importer window will appear (Go to step 4 to
continue.)

Or
1. Openthefile explorer application for your system.
2. Select afolder, file, or agroup of files and/or folders to import.

3. Drag and drop the document(s) or folder(s) to the desired new location in the file cabinet or
briefcase. The Document Importer window will appear with the Bulk Import tab displayed.

Note: Select the Set Advanced Propertiesin the General Information to adjust the
Document Permissions and Document Subscribers for the imported files.

4% CollabraSuite: File Cabinet Navigator 1 =] B3
File: |

EF[E' Analysiz (1 item)
B3 Charts (0 items)
[:I Operations Preview (0 tems)
£ Project Files (3 ftems)
o
Iﬂj December “acation Schedule (2455 Kb
oAl project (56 bytes)
£ Staff t1 ftem)
. B3 Resumes (0 tems)
-2 Training (1 iterm)
LL Potential Training Dates (141 bytes)

'_Dcation: Company Campus | Corporate | Operations | Conference ...

4. Select the Browse button in the File Information section of the window to set the Local
filenames to be imported. The Choose Local Files or Directories window will display.

5. Locate the files and/or directories to be imported and click the Select button.
Note: Usethe Files of type filter to assist in locating files of a specific type.

6. Select the Include Sub Folders option to include sub folders of any selected folders.
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7. Select the Create button to create the document in the collaborative environment. A
progress bar will appear during longer transfers.

% » Document Importer =]
File | Link ', Noke ', Falder ' Bulk Import ',
General Information

Location;  File cabinet {10):Resumes

Set Advanced Properties. .. |

File Information

Local filenames: |"C:'|,Cc-ntractc-rs" || Browse. ., |

Tnclude SubFolders

| Create || Clear || Cancel

Export Documents

Users may retrieve documents from the collaborative environment and save them on their local
systems by exporting documents. Thiswill allow usersto edit documentswithout having to check
them out, or access documents from other locations. If adocument is edited after being exported
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and auser would liketo return it to the collaborative environment, they must import the document
again.

To export documents from a file cabinet or briefcase:

1. Select adocument in the file cabinet or briefcase.

2. Right-click to view the context menu.

3. Select Document > Export. The Export file window will appear.
4, Select the target file for the document to be exported.
5

. Click Save to save the contents of the document to the named file. A progress bar will
appear for longer transfers.

Viewing Documents

Users can view documents in their briefcase or in any file cabinet for which they have read
privileges. Users may also select a custom application in which to view the document. Viewing
documents opens aread-only version of the document that cannot be edited. To edit adocument,
it must be checked out. Users may also view the document history to see the changes that have
been made.

To view the current version of a file cahinet or briefcase document:
1. Select the document from the file cabinet or briefcase.
2. Right-click to view the context menu.

3. Select Document > View to use the default application for your system or select Document
> View With to select an application for viewing the document.

Thedocument will display using the appropriate application for the document type or the sel ected
application.
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To view a previous version of a file cahinet or briefcase document:

1

2
3.
4

Select the document from the file cabinet or briefcase.

. Right-click to view the context menu.

Select Properties > View to open the document information.

. Right-click on arow in the "Change History" and select View. The document will display

using the appropriate application for the document type or the selected application.

To select a custom application to view a document:

1
2.
3.

Select a document from the file cabinet or briefcase.
Right-click to view the context menu.

Select Document > View With. The Select an Application dialog window will appear
displaying the current information about the document type and the current application used
to view the document. This appliesto all documents of the given type.

Select the Browse button. A file selection dialog window will appear.
Select an application to view the document and select the Open button.

Select Apply in the Select Application window. The selected application will launch with
the document chosen from the file cabinet or briefcase.

Note: This procedure can also be used for selecting a custom application for editing a
document by selecting the Document > Edit With option from the context menu.

Note: TheUse Default button can be used to revert back to the system default viewer/editor
for the given docuemnts type.
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3 Select Application

Document Type: |£__I’| ‘Word
Mime Type; application/msword

Microsoft Word Document

Description:

Application

Marne: |C:'|,ProgramFiIes'l,Mi-:rc-snFt OFficel OFFICEL 1YVWINWORD EXE || Browse |
Parameters: |||'n Jdde "$ifile)" |

| Use Default | | Apply | | Cancel |

Editing Documents

Users can check out and edit documents directly from their briefcase or any file cabinet to which
they have write privileges. When a user checks out a document, it is opened in an external
application and the filename will be italicized in the file cabinet or briefcase to indicate that the
document is being edited. Mousing over the document will create a tooltip which displays who
is currently editing the document, or the date and time the document was last modified.

Only one user may edit adocument at atime. If no changeswere made, or auser wishesto discard
any changes, the editing session may be canceled. Administrators also have the ability to cancel
editing sessions in progress regardless of the user. Otherwise, after changes are made, the user
must save the document in the external application before checking it back in to the collaborative
environment. When a document is checked in the filename will become plain text again. Users
may aso page the current editor of a document directly from the document location.

Note: Usersmay not usethe Save-Asfeature of the external application or the changeswill not
be saved in the collaborative environment. Document changes are saved and tracked so
that other users may see the most recent version of the document aswell asthe document
history for the document.
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To edit a file cahinet or briefcase document:

1
2.
3.

Select the document from the file cabinet or briefcase.
Right-click to view the context menu.

Select Document > Edit to use the default application for your system or select Document
> Edit With to select an application for editing the document.

The document will display using the appropriate application for the document type or the
selected application. An Informational Dialog window will display to notify you that an
external application is being used to edit this document.

To save an edited document to the file cabinet or briefcase:

1
2.

Save the document in the external application that was being used to edit the document.

Select the italicized document from the file cabinet or briefcase where it was checked out
for editing.

Right-click to view the context menu.

Select Document > Save. The Document Check In window will appear.

Note: Aninformation dialog window will display if the contents of the document have not
been saved in the external application. If this dialog appears, answer No, save the
document in the external application and return to step 1.

Enter acomment describing the changes that you made to the document in the Comment
section of the dialog.

Click Check In to save the document into the collaborative environment.
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Mame: December Vacation Schedule Owner: Andy Jones
File Type: Word Created: 01/29/2006 09:40:29 PM
Description

Team schedules For the month

[

Comment

Added Diane's scheduled leave|

[»

<]

Check In | | Cancel

To cancel an edit session for a document:

Note: Thisprocessisuseful whenever the document was placed in edit mode but no further
changes to the document are necessary at the current time.

1. Select theitalicized document from the file cabinet or briefcase where it was checked out for
editing.

2. Right-click to view the context menu.

3. Select Document > Cancel Edit.

To page the current editor of a document:

1. Select theitalicized document from the file cabinet or briefcase where it was checked out for
editing.

2. Right-click to view the context menu.

3. Select Page > Editor.
The compose page window will appear with the current editor displayed in the Usersfield.
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Creating Other Document Types

8-14

In addition to documents that might be imported, file cabinets and briefcases have the ability to
hold other types of documents, such as links to websites or user notes that may be created in the
collaborative environment.

To create a link in a file cabinet or briefcase:

1.

Select atarget folder in the file cabinet or briefcase or select an open area within the file
cabinet or briefcase to insert the document at the top level.

Right-click to view the context menu.

Select New > Link. The Document Importer window will appear with the Link tab
displayed.

Type the name and description of the file in the General I nformation section of the
window.

Note: Select the Set Advanced Properties button to adjust the Document Permissions and
Document Subscribers for the imported file.

Typein the URL or link information in the Link field.
Select the appropriate type of link in the Type pull down menu.

Click Createto create the link in the collaborative environment.
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%» Document Importer - O] x|
File * Link \ Nate ', Falder ' Bulk Impart |
General Information

Location:  file cabinet (10):Project Files

Mame: | CHM

Znn nevws site
Description:

L _I

Set Advanced Properties, .. |

Link Information

Lirk; |http:,|',|'www.cnn.c0m

Type: | LIRL bl

Create || Clear || Cancel

To create a note in a file cabinet or briefcase:

1. Select atarget folder inthefile cabinet or briefcase or select an areawithin the file cabinet or
briefcase to insert the document at the top level.

2. Right-click to view the context menu.

3. Select New > Note. The Document Importer window will appear with the Note tab
displayed.
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5.
6.

Type the name and description of the note in the General Information section of the
window.

Note: Select the Set Advanced Properties button to adjust the Document Permissions and
Document Subscribers for the imported file.

Type in the contents of the note into the Note text area.

Click the Create button to create the note in the collaborative environment.

4% Document Importer =13

File: \LLink " Mote \Folder ‘ll Bulk Import \L
General Information

Location;  file cabinet {103 Training

Marme: |Potential Training Dates |

Description:

]

Set Advanced Properties. ..

Hote

Potential Dates For training are as follows;

[ »

Jan 31
Feb 5
March 6,7

Far the march dates we need to check the conference center availability

<]

Create || Clear || Cancel
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Moving and Copying Documents

Moving and Copying Documents

Users can move documents and folders from the briefcase to the room file cabinet and vice versa.

In addition, documents and folders within a briefcase or file cabinet can be rearranged.

To move documents and folders between a file cabinet and your briefcase:

1
2.

o g c w bdD Pk

Highlight the document(s) or folder(s) you wish to move.

Drag and drop the document(s) or folder(s) to the desired new location within the
collaborative environment.

Or
Highlight the document(s) or folder(s) you wish to move.
Right-click to display the context menu.
Select Edit > Cut.
Select the desired new location.
Right-click to display context menu again.
Select Edit > Paste.

To copy documents and folders to a file cabinet or your briefcase:

1
2.
3
4,
5
6

Highlight the document(s) or folder(s) you wish to copy.

Right-click to display the context menu.

. Select Edit > Copy.

Select the desired new location.

. Right-click to display context menu.
. Select Edit > Paste.

User Guide

8-17



Document Management

Document Permissions

8-18

Document owners or administrators may create Access Control Lists (ACLS) for adocument or
folder. ACLs may be used to grant or deny users or groups read or write permissionsto a
document or folder. Any user or group that is granted read permission will be able to view the
contents of adocument or view the items contained within afolder without editing them. Any
user or group that is granted write permission to a document or folder can view and edit the
document or modify the contents of afolder. If auser or group isdenied read or write permission
to afileor folder they will be unableto view or edit afile or folder contents. Remote users do not
have the ability to update document permissions for documents on a remote campus.

To modify the read permissions for a file or document:

1. Select the document or folder in the file cabinet.

2. Right-click to view the context menu.

3. Select Properties> Edit. The Edit Document/Folder Information window will appear.
4

. Select the Permissionstab. The Read Permissions section will be located in the top half of
the window.

5. Inthe Selected Users/Groups section you may indicate wether selected userswill be granted
or denied read permissions by selecting either the Grant or the Deny radio button.
Granting users gives read permissions to those users while preventing all others from
accessing the document. Denying users prevents those users from accessing the document
while allowing al others access.

6. Inthe Available Users/Groups section, select the Users radio button if selecting by user, or
the Groupsradio button if selecting by group.

7. Highlight each group or user in the Available User/Groups ist to be included in the
Selected Users/Groups list.

Note: To search for aspecific user or group enter the first few letters of the person or group
name in the Containsfield.

8. Click theright arrow button to move the highlighted groups or users to the Selected
Userg/Groups list.

User Guide



9.

Document Permissions

Note: Accessible remote campuseswill be displayed astabsin the Available Users/Groups
section. Click on the tabs to select users or groups from each campus and continue
until al desired users or groups are displayed in the Selected Users/Groups list.

Click Apply to grant or deny the selected users and groups read permissions to the
document or folder.

Note: Toremoveread permissionsfrom adocument or folder highlight the user or groupin
the Selected Users/Groups list and select the I eft arrow button. Click Apply to save
your changes.

To modify the write permissions for a file or document:

1.

2
3.
4

Select the document or folder in the file cabinet.

. Right-click to view the context menu.

Select Properties > Edit. The Edit Document/Folder |nformation window will appear.

. Select the Permissions tab. The Write Permissions section will be located in the bottom

half of the window.

In the Selected Users/Groups section you may indicate wether selected users will be granted
or denied read permissions by selecting either the Grant or the Deny radio button.
Granting users gives write permissions to those users while preventing all others from
accessing the document. Denying users prevents those users from accessing the document
while allowing al others access.

In the Available Users/Groups section, select the Usersradio button if selecting by user, or
the Groupsradio button if selecting by group.

Highlight each group or user in the Available User/Groupslist to beincluded in the
Selected Users/Groups list.

Note: To search for aspecific user or group enter the first few letters of the person or group
name in the Contains field.

Click theright arrow button to move the highlighted groups or users to the Selected
Users/Groups list.

Note:  Accessible remote campuses will be displayed astabsin the Available Users/Groups
section. Click on the tabs to select users or groups from each campus and continue
until all desired users or groups are displayed in the Selected Users/Groups list.
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9. Click Apply to grant or deny the selected users and groups write permissions to the
document or folder.

Note: To remove write permissions from a document or folder highlight the user or group
in the Selected Users/Groupslist and select the left arrow button. Click Apply to save
your changes.

%~ Edit Document./Folder Information

Document ' Permissions \SUbscribers Y

I[=1E3

Read Permissions

Available Users/Groups:

Company Campus \Partner Campus \l
(@) Users( ) Groups

Conkains :|

Administratar -
Andy Jones
Beth Long
Denise Simpson
Diane Smith
Evelyn Aden
Jim Spalding
Johin Stallings -

Write Permissions
Available Users/Groups:
Company Campus \Partner Campus |
(@ Users( ) Groups

Cankains :|

Adrministrator -
Aandy Jones
Beth Long
Denise Simpson
Ciane Smith
Ewelyn Aden
Jim Spalding
John Stallings -

Selected Users/Groups:
1 G@rant e Deny

Conkains :|

Selected UsersiGroups:

) Grant @) Deny

Contains :|

| Apply || Close |

Document Subscribers
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The Document Subscribers feature is used to notify users of modifications to documents or
folders. A subscriber is alerted by page when a changed document or folder is checked back into
aroom. Changesthat cause an alert to be sent include additions or deletionsto folders or editsto
afile. Folder subscribers are notified when changes are made to subfolders or documentsin
subfolders. Users may al so use the document subscriber list to page all subscribersto adocument
or folder without making changesto the document. Remote users do not have the ahility to update
document subscribers for documents on aremote campus.

To add subscribers to a document or folder:

1. Select the document or folder in the file cabinet.

2. Right-click to view the context menu.

3. Select Properties> Edit. The Edit Document/Folder Information window will appear.
4. Select the Subscriberstab.
5

. Select the Usersradio button to select by user, or the Groupsradio button to select by
group.

6. Highlight each group or user in the Available User/Groups list to be included in the
Selected Userg/Groups list.

Note: To search for aspecific user or group enter the first few letters of the person or group
name in the Contains field.

7. Click theright arrow button to move the highlighted groups or users to the Selected
Users/Groups list.

Note: Accessible remote campuseswill be displayed astabsin the Available Users/Groups
section. Click on the tabs to select users or groups from each campus and continue
until al desired users or groups are displayed in the Selected Users/Groups list.

8. Click Apply to add the selected users and groups to the document or folder subscriber list.

Note: To remove subscribers from a document or folder highlight the user or group in the
Selected Users/Groupslist and sel ect the left arrow button. Select Apply to save your
changes.
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“v Edit Document /Folder Information _ O] <]
Dacument ' Permissions * Subscribers \
Subscribers

Available UsersiGroups: Selected UsersiGroups:
Company Campus \F‘artner Campus Contains:
@) Users () Groups Andy Jones @ Company Campus
Contains:| Denise Simpson ; Company Campus
— Ewvelyn Aden : Company Campus
Administrator
Eeth Long
Jiane Smith
Jim Spalding
Stacy Thompson
Tom Gibbs

apply || Close |

To page document and folder subscribers:
1. Select adocument or folder from afile cabinet.

2. Right-click to view the context menu.

3. Select the Page Subscribers menu option. The Page Composer window will display with
the document subscribers listed as the page recipients.

4. Enter the subject and text of the message.

8-22 User Guide



5.

Document History

Click Send to send the page to the recipient.

To page the owner of a document or folder:

1
2.
3.

Select adocument or folder from afile cabinet.
Right-click to view the context menu.

Select the Page Owner menu option. The Page Composer window will display with the
document owner listed as the page recipient.

Enter the subject and text of the message.

Click Send to send the page to the recipient.

To page the user currently editing a document:

1
2.
3.

Select adocument from the file cabinet that is currently being edited by another user.
Right-click to view the context menu.

Select the Page Editor menu option. The Page Composer window will display with the
current document editor listed as the page recipient.

Enter the subject and text of the message.

Click Send to send the page to the recipient.

Document History

There are two types of document history that are recorded by the system: the change log and
access history. The changelog displayswhich users have made changes, the date of their changes,
and the comments each user has added about their changes. Through the change log, users are
able to access previous versions of thefile in order to view changes in more detail. The access
history allows users to track how often the document has been accessed and by which users, as
well as their action while accessing the document, i.e., creating or reviewing.
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To view the change log for a document or folder:
1. Highlight the document on which you wish to view the change history.
2. Right-click to view the context menu.

3. Select Properties> View. The Document/Folder Information window will appear with the

change history displayed.
%% Document./Folder Information M=k

Document ', Permissions ', Subscribers

Mame: December Wacation Schedule Cwner:  Andy Jones

File Tvpe: ‘Word Created: | 01/29/2006 09:40:29 PM

Description

Tearn schedules For the month |~

-

AV
Checked Out By: Checked Qut Date:

Change History

01/29/2006 11:12:0Z2 PM Tom Gibbs - Added andy's scheduled leave
01/29/2006 09:40:29 PM Andy Jones - Document Imported

Disrniss
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To view a previous version of a file cabinet or briefcase document:

e Right-click on arow in the Change History field and select View.

Document History

Thedocument will display using the appropriate application for the document type or the sel ected

application.

To view the access history for a document or folder:

1. Highlight the document on which you wish to view the access history.

2. Right-click to view the context menu.

3. Select Document > History. A web page displaying the access history for the document

will appear.

Document History Results

b User Name P Location

¢ Document Name

December Vacation Schedule
December Vacation Schedule
December Vacation Schedule
December Vacation Schedule
December Vacation Schedule
December Vacation Schedule
December Vacation Schedule
December Vacation Schedule
December Vacation Schedule
December Vacation Schedule
December Vacation Schedule

Andy Jones
Andy Jones
Andy Jones
Tom Gibbs
Tom Gibbs
Tom Gibbs
Andy Jones
Andy Jones
Tom Gibbs
Tom Gibbs
Tom Gibbs

Corporate\Operations\Conference Roomfile cabinet (10)\Project Files
Corporate\Operations\Conference Roomfile cabinet (10)\Project Files
Corporate\Operations\Conference Roomfile cabinet (10)\Project Files
Corporate\Operations\Conference Roomfile cabinet (10)\Project Files
Corporate\Operations\Conference Roomfile cabinet (10)\Project Files
Corporate\Operations\Conference Roomfile cabinet (10)\Project Files
Corporate\Operations\Conference Roomfile cabinet {10)\Project Files
Corporate\Operations\Conference Roomfile cabinet {10)\Project Files
Corporate\Operations\Conference Roomfile cabinet (10)\Project Files
Corporate\Operations\Conference Room'file cabinet (10)\Project Files
Corporate\Operations\Conference Room'file cabinet (10)\Project Files

b Action P Action Date/Time
Create Doc  01/29/2006 09:40 PM
Create Rev  01/29/2006 09:40 PM
View Rev  01/28/2006 09:42 PM
Create Rev  01/29/2006 11:12 PM
View Rev  01/29/2006 11:12 PM
Checkln Rev 01/29/2006 11:12 PM
View Rev  01/29/2006 11:14 PM
View Rev  01/29/2006 11:15 PM
Create Rev  01/30/2006 02:05 PM
View Rev  01/30/2006 02:05 PM
Checkln Rev 01/30/2006 02:10 PM
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Virtual Rooms

When users enter the virtual workspace of CollabraSuite BEA Edition, they will enter aroom,
which is part of afloor, building, and campus. In the rooms, users are able to communicate and
collaborate with other usersin the same environment through a variety of methods, such as chat
sessions, document sharing, whiteboard sessions, and paging. Presence awareness capabilities
enable users to see the other room occupants that are available for collaboration. Rooms allow
users to customize their own workspace to be most efficient for their needs. "Home" rooms may
be selected into which the users will automatically enter each time they log on. Through aroom

navigator, users are able to move through the floor, building, or campus to the rooms specific to
their needs

Room Navigator

The CollabraSuite BEA Edition environment is easily navigated by way of ahierarchical display
of campuses, buildings, floors, and rooms. The Navigator also displays the same hierarchical
display of any remote campus to which the user has been given access, allowing seamless
movement between campuses. Users are automatically logged in to any remote campuses to
which they have been given access oncethey have accessed their own home campus but they may
log out of any campus at any time via the context menu. Users may also choose to disable the
automatic logins to remote campuses viathe Navigator Preferences. A checkmark icon next to a
remote campusindicates that the user islogged in, and an X icon indicates that the user must log
in before entering. The navigator provides a detailed description and image of each component
within the virtual space and allows usersto instantly enter a selected room. The descriptions and
images can be hidden viathe Navigator tab on the Preferences Editor.
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To access the Navigator:

e Click the Navigator icon i on the toolbar.
The Navigator window will appear.

4% CollabraSuite- Navigator = 1O]x]
File Edt Yiew

E--- Cornpany Campus

e

Corporate

Administrative

i Contracts

Developrnent

b - -

Facilities

R O W = WO = SO =

Finance

D Accounking

D Conference Room
Human Resources
Legal

Marketing
Operations

Purchasing

DO = O = SO = B

t
a3
3
7
i
t

~aain Recruiting

(=) Partner Campus

E} Corporate

E} i Contracts

Description:
| Conference Room bt

Main Company Campus
i Yendor

RE

'_Ucatiun: Company Campus | Corporate | Administrative | Conference Room

To search for a building, floor, or room:
1. Select any item from the navigation tree on the | eft.
2. Right-click and select Search > Search from the context menu.

3. Enter asearch termin the field provided and select OK. The first campus, building, floor,
or room that matches the search term will be highlighted in the navigation tree.

4. Right-click and select Search > Search Again to find the next campus, building, floor, or
room that matches the search term. Continue this process until the desired areais found.
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To enter a room:
1. Select aroom from the navigation tree on the left.

2. Right-click and select Enter Room from the context menu. You will be moved to the
selected room.

Administrators

Each room, building, and campus has administrators, users who are able to create, update, and
modify accessto areas. You can view the administrators for each room and communicate with
them easily by sending a page if you have questions or concerns about the environment.

To view administrators:
1. Select acampus, building, floor, or room from the navigation tree.

2. Right-click and select View Administrator s from the context menu.

A web browser window will display with the administrator details for the selected campus,
building, floor, or room.

To page administrators:
1. Select acampus, building, floor, or room from the navigation tree.

2. Right-click and select Page Administrator s from the context menu.

The Page Composer window will display with the administrators for the selected campus,
building, floor, or room shown.

Room Location

The CollabraSuite BEA Edition Room L ocation component displays ahistory of recently visited
rooms in both the home campus and any remote campuses. Remote campus rooms will be stored
during the current session only, whilelocal rooms will be stored throughout several sessions.
Alternatively, the system can be configured to show all availablerooms. Thiscomponent can also
be used as a quick navigation to adesired room in lieu of using the Navigator component.

Location

|| Cormpany Campus | Corporate | Marketing | Conference Room | '|

To enter aroom using the Room L ocation component:
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1. Select the current room location or click the down arrow in the Room L ocation component.
A list of previously visited rooms will be displayed.

2. Select aroom from thelist. The user will be moved to the selected room.

Location

I Company Carmpus | Corparate | Marketing | Conference Room | -
Zompany Campus Corporate Marketing Conference Room
Company Campus Corporake Legal Conference Raoaon
Zompany Campus Corporake Development Conference Roam
Company Campus Corporake Facilities Conference Room
Company Campus Corporate Conkracks Conference Roaon
Zompany Campus Corporake Administrative Conference Roam
Company Campus Corporake Finance Accounting

Room Occupants

The CollabraSuite BEA Edition Room Occupants component allows users within aroom to
visually see who elseisin the room either by user name alone or with user icons. A default icon
isdisplayed until a user selects a personalized image. When auser enters aroom, their presence
in the room isindicated in the Room Occupants component.

Each user has the option of displaying the user icons, or hiding the user iconsfor amore compact
display. User icons can be enabled or disabled in the Room Occupants tab of the Preferences
Editor. Additional icons are displayed beside each user indicating if the user is viewing the
whiteboard, participating inan A/V session or isidle. Double-clicking on auser will bring up the
User Information window.

Additional features of the Room Occupants component are accessing additional information

about other users, initiating a sidebar conversation, sending a page, and placing point-to-point
callsto other users in the room. Users may follow the directions below to access any of these
additional features, or may access the User Information window by double-clicking on a user.
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4 v CollabraSuite: Room Occupants M =] E3
File

[@] & |m| e

andy Jones %:

Denise Simpsan

Diane Smith
El

Evelvn Aden
E—

-

John Stallings

'.u:u:atiu:un: Company Campus | Carporate | Administrative | Conference Room

To access the additional features of the Room Occupants component:
1. Select one or more users within the Room Occupants component.
2. Right-click to display the context menu

3. Select the desired function from the context menu

The User Information, Sidebar, Page, or Phone window will appear.

User Guide 2-5



Virtual Rooms

2-6 User Guide



User Preferences

CollabraSuite BEA Edition users can manage their own profile information via the user
information management tool. Account information, including name and user icon, may be
changed by the individual user. Additionally, the account owner maintains their home room,
contact information, and skills. Information concerning other users can be viewed by browsing
the user list in the user information management tool.

To access the User Information dialog:
e Right-click in any of the collaboration components and select the Info menu option.
Or

e Where available, click the User Information icon {f} in the toolbar.

The User Information dialog will appear.
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% » CollabraSuite: User Information - |Of =]
File |

User Login: Andy Jones El

Account Information:

Full Name: | &ndy Jones Icon: | Browse.., || Default

Date Created: 'f2006 12:28:58 PM Last Login: 017292006 11:13:47 PM

Home:
Campus: Building: Flaar: Roaom:
Company Campus Carporate - " Administrative - || Conference Room b

Contact Information:

Organization: | Western Division ‘“Work Phone: | 555 555 1234
Cell PhonefPager: | 555 555 3456 Home Phone: | 555 555 9376
Email Address: [] Forward Pages ko Email while offline
Skill Set:

Systems Analyst

All Skills List: Selected Skills List:
Legal Analyst rManager

| Apply || Cancel |

The User Information dialog contains the following information:
e User Login—the selected user for displaying information in the User Information dialog.

e Account Information—full name, user icon, date the account was created, and the last
login date of the user.

o Home—the room designated as the user's home room, the floor, the building, and the
campus of the home room.

e Contact Information—organization, cell phone/page number, email address, work phone,
home phone, and a box to check if the user would like to automatically redirect pages to
the email specified.
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o Skill Set—afield allowing an administrator or users themselves to apply a set of skills for
user accounts.

To retrieve information on another user account:

e Select auser from the User L ogin pull down menu. The datain the window will change
to reflect the user selected.

To change the Icon:

1. Select the Browse button just to the right of the Icon field in the User Information dialog to
display the Choose Image dialog window.

2. Browseto thefile that contains the new image icon (e.g. agif or jpeg file).

3. Click Open to close the Choose Image dialog window.

To change home room:

e Select the building, floor, and room from the pull-down menus in the Home section.

To change contact information:

o Typethe new information in the Contact | nformation fields.

To receive page notifications while off line:
e Select the checkbox area for the Forward Pagesto Email while off-line option.
To add skills to the Skill Set:

e Select itemsfrom the All Skills List and click theright arrow to move the selected skill
from the All SkillsList to the Selected SkillsList.
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To remove skills from the Skill Set:

e Select items from the Selected Skills List and click the left arrow to move the selected
skill from the Selected Skills List to the All Skills List.

Click at the bottom of the User Information dialog window to save any changes madeto thefields
on this dialog.

Preferences Editor

CollabraSuite BEA Edition provides a preferences editor for customizing the collaborative
experienceon anindividual basis. Items configured using the preferences editor are saved for the
user account and are reused for future login sessions.

Items that may be customized using the Preferences Editor are:
e Associates Preferences
e Audio Alerts Preferences

e Chat Monitor Preferences

Desktop Preferences

Document Preferences

Media Player Preferences

Navigator Preferences
e Room Occupants Preferences

Whiteboard Preferences

To launch the Preferences Editor:

e Select the Preferences Editor icon from the toolbar.
The Preferences Editor window will display.
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General Preferences

% » CollabraSuite: Preferences Editor - |Of =]
File |
Whiteboard \L
Associates \ Audio Alerts \ Chat Monikar \L Document | General \ Media Player \ Mavigator ‘ll Room Cccupants \L

Desktop Time Format

L Metal ‘Year: | Four Digits -

[] Plastic

Plastic 3D MonthiDay: | Mumber -

[ Plaskic =P waekdaw: | Mok Shown -

[ windows | poueMinute: | abipM -

Diefault
O Second: | Shown -
Timezone: | Local (Mot Shown) -
Example: 01f29/2006 11:17:23 PM
| [a]4 | | Apply | | Cancel

Thelook and feel of the desktop can be tailored to user preference by selecting the various
appearance options provided by the application.

To customize the desktop:

1

2
3.
4

Select the Gener al tab in the Preferences Editor window.

. Select one of the desktop appearance settings from the selection list.

Click Apply to view the selection.

. Click OK to save the changes and exit the window, or click Cancel to exit the window

without saving the selection.
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To customize the dates and timestamps:
1. Select the General tab in the Preferences Editor window.
2. Select the desired date and time formats from the selection lists.

3. Click OK to save the changes and exit the window, or click Cancel to exit the window
without saving the selection.

4» CollabraSuite: Preferences Editor - |O]

File |

Whiteboard |
Associates \l Audio Alerts \l Chat Monitor \L Document | General \ Media Player \l Mavigator ‘ll Room Occupants \L

Desktop Time Format

L] Metal ‘Year: | Four Digits -

[] Plastic

Plastic 30 MonthfDay: | Humber -

[] Plastic P weekday: | Mot Shown -

[ windows | poueminute: | amiem -

Default

0 Second: | Shown -

Timezone: | Local (Mot Shown) =

Example: 01/29/2006 11:17:23 PM

| (a4 || Apply || Cancel

Associates Preferences

The Associates component allows users to view detailed presence awareness information about
users who frequently collaborate with them. Users can add other people to their associateslist,
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which can then be used to aert the user when associates enter the user's current room, exit the
room, or display images that users have selected for themselvesin their user profile.

To customize the Associates List:
1. Select the Associatestab in the Preferences Editor window.
2. Select the check boxes next to the desired options for associates preferences.

3. Click Apply to save the settings for your user account.

%= CollabraSuite: Preferences Editor =]
File: |

wWhiteboard \L
Assaciates \ pudio Alerts ' Chat Monitor ' Document | General ', Media Player ', Mavigatar ', Room Occupants

Associates

Audio Alert when associates enter a room
Audio plert when associates exit & room
Show User Icons

| Update Associates, .,

| (a4 || Apply || Cancel

To add/remove users from the Associates List:

1. Click Update Associates on the Associates tab of the Preferences Editor window.

2. Highlight each user in the Available Users list to be included in the Selected Userslist.
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Note: To search for aspecific user, enter the first few letters of the user's namein the
Containsfield.

3. Click theright arrow button to move the highlighted users to the Selected Userslist.

4. Click OK to add the selected users to the Associates List

Note: Accessible remote campuses will be displayed astabsin the Available Users/Groups
section. Click on the tabs to select users or groups from each campus and continue
until all desired users or groups are displayed in the Selected Users/Groups list.

Available Users: Selected Users:

Comparty Campus \I\Partner Campus \l Contains:|

Contains: Evelyn Aden : Company Campus
Jirn Spalding : Company Campus

Adrninistrator
Andy Jones
Beth Long

Denise Simpson
Diane Smith

John Stallings
Stacy Thompson

[o]4 | | Cancel

Audio Alerts Preferences

Audio aerts provide audio notifications when certain events occur in the collaborative
environment, such aswhen any other users enter aroom or exit aroom, when pages are received,
or when incoming phone calls are recieved.

To customize audio alerts:

1. Select the Audio Alertstab in the Preferences Editor window.

2. Select the check boxes next to the desired options for audio alerts.
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3. Click Apply to save the settings for your user account.

%% CollabraSuite: Preferences Editor =] 3
File: |
Whiteboard ‘lL
Associates * | Audio Alerts \ Chat Manitor \L Document \ General \ Media Plaver \ Mavigator ‘ll Room Occupants \L
Audio Alerts

Users enker a room

Users exit & room

Incoming Page is received
Incoming Phone call is received

| [0]'4 || Apply || Cancel

Chat Monitor Preferences

The chat monitor isthe text areathat displays the text chat from aroom chat session or a sidebar
discussion. Users may choose to add customized idle comment that will appear on the Chat
Monitor when they become idle, change the color of the priority icons, enable or disable audio
aertsfor when chat messages are recieved, or display only chat messages and hide the user enter
and exit room events.

To change the idle comment in the chat monitor:
1. Select the Chat Monitor tab in the Preferences Editor window.
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2.
3.

Select an entry from the | dle Comment pull-down menu, or type anew entry in the field.

Press the enter key or click Apply for future reporting of an idle session.

Note: Thelast five entries are displayed in the pull down. To reset the Idle Comment field,
clear the text field and press the enter key or select Apply.

To display only chat messages:

1
2.

Select the Show Chat Only check box.

Click Apply to save the settings for your user account.

The Chat Messages field will now display only chat messages and hide user enter and exit room
events.

To enable audio alerts for chat messages:

1
2.

4.

Select the Audio Alert When Chat Message is Received check box.

If priorities are enabled, selecting the Audio Alert Only on Priority Chat M essages check
box will only cause an audio aert if the chat has a priority assigned to it.

If directed chat is enabled, selecting the Audio Alert Only on Chat Directed to Me check
box will only cause an audio alter if the chat was directed to you.

Click Apply to save the settings for your user account.

Note: To disable, select the check box again.

To change priority icon color:

1.

2
3
4,
5

Select the level of priority, High, Medium, or Low, from the Priority Color drop-down list.

. Click the Choose Color button next to the Priority Color drop-down list.

. Select the color for the chosen priority and click OK.

Repeat these steps until all desired priorities have been assigned colors.

. Click Apply to save the settings.
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% CollabraSuite: Preferences Editor O] =]

File ‘

whiteboard \l
Associates \ Audio Alerts * Chat Monitar \ Document \L General ‘ll Media Player \L Mavigator \L Room Occupants \

Chat Monitor
Idle Camment |z|

Priority Colar . Choose Color, ..

[ showe Chat Qnly

[] Audio Alert When Chat Message is Received
[ Audio Alert Gnly On Chat Direcked ta Me

[] Audio Alert Only On Priority Chat Messages

| [o]4 || Apply || Cancel

Document Preferences

The CollabraSuite BEA Edition document cache temporarily stores documents on the computer
for quick access and provides access to documents during network downtime. These settings can
be configured to set a new cache location if necessary.

To customize the document management settings:

1. Select anew Cache L ocation used by CollabraSuite BEA Edition for temporary storage of
documents.

Note: The new cache location will not take effect until the next browser restart.

2. Click Clear to remove items currently stored in the local cache.
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Note: The Current Cache Size field displays the amount of storage currently in use by
CollabraSuite BEA Edition for temporary document storage.

3. Click Apply to save the settings.

% » CollabraSuite: Preferences Editor - |Of =]
File |
Whiteboard \L
Associates \ Audio Alerts \ Chat Monitor " | Dacument \ General \ Media Player \ Mavigator ‘ll Room Cccupants \L
Document Cache
Cache Laocatian: |C:'|,D0cuments and SettingsiLeah Burman, collabraspacecache | Browse. ..

Current Cache Sizet 245 g

| (414 || Apply || Cancel

Media Player Preferences

The CollabraSuite BEA Edition media player can be configured to display or hide user icons.

To customize the media player:
1. Select the Media Player tab from the Preferences Editor window.
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2. Select the Show User | cons check box to display the images users have selected for
themselvesin their user profile.

3. Click Apply to save the settings.

% » CollabraSuite: Preferences Editor - |Of =]
File |
Whiteboard \L
Associates \ Audio Alerts \ Chat Monikar \L Document \ General * | Media Plaver \ Mavigator ‘ll Room Cccupants \L
Media Player

Show User Icons

| (414 || Apply || Cancel

Navigator Preferences

The CollabraSuite BEA Edition Navigator component can be customized individually to display
the description areawithin the Navigator Preferenceswindow, or to display the campus, building,
floor, and room iconsin the icon section of the Navigator Preferences window. If auser has

remote access to any campuses, the user can customize whether to automatically login to the
remote campuses.
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To change navigator preferences:

1. Select the Navigator Preferencestab from the Preferences Editor window.
2. Select the check boxes for the desired options.
3. Click Apply to save the settings for your user account.

4% CollabraSuite: Preferences Editor N [=] B3

File

Whiteboard \
Associates ‘ll Audio Alerts ‘ll Chat Monitar \ Document \L Feneral ‘ll Media Player ' | Mavigatar \ Room Cccupants \

Havigator

Show Description
Show Icon
Login automatically to Partner Campus

| [o]4 || Apply || Cancel

Room Occupants Preferences

The CollabraSuite BEA Edition Room Occupants component can be configured to display or
hide user icons.
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To customize the Room Occupants component:
1. Select the Room Occupantstab from the Preferences Editor window.

2. Select the Show User |cons check box to display the images that users have selected for
themselvesin their user profile.

3. Click Apply to save the settings for your user account.

% » CollabraSuite: Preferences Editor =]
File: |

Whiteboard \L
Assoriates \ Audio Alerks \ Chat Manitor \L Document \ General \ Media Player \ Mavigator ' | Raom Occupants \

Room Occupants
Show User Icons

| [0]'4 || Apply || Cancel

Whitebhoard Preferences

The CollabraSuite BEA Edition whiteboard can be configured to hide the tooltips used to report
whiteboard annotations, and to display or hide user icons during a whiteboard session.
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To customize the whiteboard:
1. Select the Whiteboard tab from the Preferences Editor window.
2. Select the check boxes next to the desired Whiteboard options.

3. Click Apply to save the settings for your user account.

%% CollabraSuite: Preferences Editor =] 3
File:
Wwhiteboard \
Assoriakes \ Audio Alerts \ Chat Manitor \L Document \ General \ Media Plaver \ Mavigator ‘ll Room Occupants \L
Whiteboard

Show Tooltip
Show User Icons

| [0]'4 || Apply || Cancel
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