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The Compoze Portlets is a collection of portlets that provide collaborative functionality to
BEA WebLogic Platform 8.1. Compoze Portlets enable users access to personal calendars,
address books, task lists and mail all within an Enterprise Portal. Adding this functionality
brings personal information to the user, where and when they require.

Compoze Portlets include portlets for native calendar, tasks, address book, discussion
forums and Internet Mail (SMTP/IMAP/POP). The following table outlines which portlets
are delivered for each application:

Portlets Description

Calendar and Tasks Includes portlets for calendar and task list.

Discussion Forums Includes portlets for discussion forums.

Internet Mail Include portlets for Internet Mail (SMTP/IMAP/POP) and a per-

sonal address book.

This guide shows you how to use the Compoze Portlets from the “Avitek” Sample Portal
delivered with the BEA WebLogic Portal.
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Once you started your Sample portal (available with the BEA Weblogic 8.1 Platform), you
can view and use them from within the “Avitek” Sample Portal. This chapter shows you
how to get the “Avitek” Sample Portal started, and how to use each of the Compoze Portlets.

To view the portlets inside the sample portal:

1. If it is not already running, start the BEA WebLogic Portal.

2. To access the Sample Portal, from the Start menu, choose Prograns > BEA WbLogi ¢
Platform 8.1 > Exanpl es > WbLogi c Portal > Launch Exanpl es Port al

or
Open a Web browser and point to:
http://%BEA_SERVER HOST%:7001/sampleportal/sample.portal
The “Avitek” Sample Portal home page opens. Log in to the portal.
3. Click the My Page tab.
The Compoze Portlets are displayed through this tab.

When you first the Compoze Portlets through your portal, they appear in their normal state.
A portlet can be maximized so that you are only looking and working in that portlet, or it
can be minimized to make room for other portlets on the screen.

This chapter documents:

e “Using the Calendar Portlet” on page 2-2

» “Using the Address Book Portlet” on page 2-14
* “Using the Mail Portlet” on page 2-21

» “Using the Task Portlet” on page 2-27

» “Using the Discussion Portlets” on page 2-32
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Using the Calendar Portlet

The calendar portlet displays information about your personal calendar. The following sec-
tion describes the different views of the portlet and how to add, edit or delete appointments.

* “Mini-View” on page 2-2
* “Maximized View” on page 2-5
* “Configuring the Calendar Portlet” on page 2-13

Mini-View

The mini-view can display appointments in a day, week or month view. The first time you
use the portlet, the mini-view defaults to the day view. You can navigate to the day, week or
month mini-view by using the icons in the lower left of the portlet.

FAVAVAVAVAVAVAVAVAVAVAVAVAVAVAVAVAVAN
Day View

H Month View
Week View

You can set which view is displayed each time you open the calendar. Just select day, week
or month under "Default Mini-View" in the General Preferences section. For more informa-
tion, see “Configuring the Calendar Portlet” on page 2-13.
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Day View

The day view displays appointments for a specific date (displayed at the top of the day
view). You can navigate to the previous or next day by using the arrows on the left and right
of the date, or by using the previous/next day links at the bottom of the day view.

My Calendar = EE]
[ Thursday, October 16, 2003 [

Date My Calendar

O Customer Con... (Busy) [ Delete ]
g:00
£l

2100 9:0p AM - 10:00 &M ¢ (Busy)
&M conf call wi.,. [ Delete ]

10:00
1

11:00
&

12:00 15:00 PM - 12:30 PM (Busy)
i Lunch [ Delete ]

1.00

2:00
]

200
P

4:00
P

5:00

H Previous Day | Next Day
Today is Thursday, October 16, 2003

The default time range to display on a date is from 8:00am to 5:00pm ("Working Hours"). If
your appointment is outside the hours displayed in the day view, a new line will be added to
your day view for that time. There is no need to shift the start or end times.

Also, the time interval between each hour is 30 minutes by default. This can be set to 15
minutes, 30 minutes or 1 hour. For more information, see “Configuring the Calendar Port-
let” on page 2-13.
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Using the Calendar Portlet

Week View

The week view displays appointments for a given week, starting from a specified date. You
can navigate to the previous or next week by using the arrows on the left and right of the
date, or by using the previous/next week links at the bottom of the week view.

My Calendar 1 |

A oOctober 13 - October 22 [

Date My Calendar
Kon

10/13

[ add]

Tue
10/14
[ add]

Wed
10/15
[ add]

All Day (Busy)

wA/;S Customer Conference [ Delete ]
9:00 Ak - 10:00 AR ! (Busy)
Conf call with ®¥Z [ Delete ]
12:00 PM - 12:30 PM (Busy)
Lunch [ Delete ]

Fri

10417

[ Add]

Sat

10/18

[ add]

Sun

10/19

[ add]

] Previous Week | Mext

Week

Today is Thursday, October 16, 2003

The default starting day for the week is the current day. Seven days (a complete week) are
displayed from that date. The default starting-day can be configured to support either the
current day or a specific weekday (i.e. Monday, Tuesday, etc.). For more information, see
“Configuring the Calendar Portlet” on page 2-13.
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Month View

The month view displays appointments for a complete month. Days of the month that have
appointments are shown in bold. You can navigate to the previous or next month by using
the arrows on the left and right of the date, or by using the previous/next month links at the

bottom of the month view.

Week
40
Week
41
Week
42
Week
43
Week
44

My Calendar

Sun

12

19

26

|

Mon

13

20

27

Tue

14

21

28

1

=}

15

22

29

[ October 2003 [
Wed Thu

2

El

16

23

30

10

17

24

31

EELE

Sat

11

13

25

Prewvious Month | Mext

Month

Today is Thursday, October 16, 2003

Maximized View

You can view your calendar by day, week, month, or year within the Maximized view. Use
the navigation links in the upper right of your calendar to change views. Additionally, there
are appointment listing and search views which allow you to navigate directly to a specific

appointment or set of appointments.

You can set which view is displayed each time you open the calendar. Just select day, week,
month, or year under "Default View" in the General Preferences section. For more informa-
tion, see “Configuring the Calendar Portlet” on page 2-13.

Day View

The day view displays appointments for a specific date (displayed at the top of the day
view). You can navigate to the previous or next day by using the arrows on the left and right
of the date, or by using the previous/next day links at the bottom of the day view.

Compoze Portlets User s Guide
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The day view also presents a mini-month view in the left column to quickly jump to a spe-
cific date.

My Calendar [BIEE]E]

Add Appointment | Day | Week | Month | Year | &ppointment List

[ Thursday, October 16, 2003 [

[ October 2003 B Date My Galendar

) O Customer Conference {Busy) [ Delete ]
Sun Mon Tue Wed Thu Fri Sat

1 2 2 4
£ &6 7 8 9 10 11

12 13 14 15 [A8l17 18
200 g:op AM - 10:00 &M ¢ (Busy)

19 20 21 22 23 24 25
Al Conf call with x¥Z [ Delete ]
26 2¢Y 28 29 30 31

10:00
Today is Thursday, October 16,  AM
2003

11:00
Search Appointments: A1

I Gol
12:00 12:00 PM - 12:30 PM (Busy)

Search Appointments P Lunch [ Delete ]

3:00
PR

4:00
Pr

&:00
PR

Previous Day | Mext Day

# pack to Mini-Day Wiew

The Time Interval between each hour is 30 minutes by default. This can be set to 15 min-
utes, 30 minutes or 1 hour. For more information, see “Configuring the Calendar Portlet” on
page 2-13.
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Week View

The week view displays appointments for a given week, starting from a specified date. You
can navigate to the previous or next week by using the arrows on the left and right of the
date, or by using the previous/next week links at the bottom of the week view.

The week view also presents a mini-month view in the left column to quickly jump to a spe-
cific date. These links will bring you back to the day view.

My Calendar =l |

2dd Appaintment | Day | Week | Month | Year | Appointment List

[ October 12 - October 19

[ October 2003 M Date My Calendar

q Mon
Sun Mon Tue Wed Thu Fri 8at 10/13

12 3 4  [add]
5 6 7 8 9 10 11
Tue
12 13 14 15 [46]17 18 ypsp4
19 20 21 22 23 24 25 [Add]
26 27 28 29 30 31 wed
10/15

Today is Thursday, October 14, [ Add]

2003 O all Day (Busy)
12’;1; Customer Conferen... [ Delete ]
Search Appointments: 9:00 &AM - 10:00 &M ¥ {Busy)
I Gol Conf call with ®¥... [ Delete ]

12:00 PM - 12:30 PM (Busy)

Search Appointments Lunch [ Delete ]

Fri
10/17
[ add ]

Sat
10/18
[ 4dd]

Sun
10/19
[ add]

Previous Week | Mext Week

@ pack to Mini-Week Yiew

The default starting day for the week is the current day. Seven days (a complete week) are
displayed from that date. The default starting-day can be configured to support either the
Current Day or a specific weekday (i.e. Monday, Tuesday, etc.). For more information, see
“Configuring the Calendar Portlet” on page 2-13.
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Month View

The month view displays appointments for a complete month. You can navigate to the pre-
vious or next month by using the arrows on the left and right of the date, or by using the pre-
vious/next month links at the bottom of the month view. Days of the month that have
appointments show a small section of the appointment subject and the starting time (or 'All
Day' if an all day appointment).

The month view displays a list of the months of the year to quickly jump to a specific

month.
My Calendar 2=
Add Appointment | Day | Wweek | Month | Year | Appointment List
[ October 2002 [
A 2002 © Sun Mon Wed Thu Fri Sat
Jen Feh  Mar i"ueek 1 [add]2 [4dd 13 [add]4 [ add]
Apr May Jun Waesk
W hug  Sep g 5 LAddl6 [4dd]7 [Add]18 [4dd]9 [ 4dd ] 10[ Add ] 11[ Add ]
Oct Mo Dec 16 Add
Today is Thursday, Custome. .
October 16, 2003
i‘;eek 12[ 4dd ] 13 [ add ] 14[ &dd ] 15[ add ] Confea... |17[ 4dd ] 18[ 4dd ]
Search Lunch
Appointments:
[ Wesk 1o[ Add 120 [Add]21[Add]22[Add]23 [ Add ] 24[ Add ] 25 Add ]
Gol Wesk 27 [add]
) 26[ 4dd ] 2:00Testapp... 28[ Add ] 29[ Add ] 30 [ 4dd ] 21[ 4dd ]
Search Appointments 44 A
Prewvious Month | Next Month
4@ pack to Mini-Manth
Wiew
Year View

The year view displays all 12 months in a specified year. Days of the month that have
appointments are shown in bold. You can jump to the month view of a specific month by

Compoze Portlets User s Guide
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clicking the month name. You can also jump to a specific day by clicking the day. The year
view displays the next 2 years to quickly jump to a specific year.

My Calendar

Add Appointment

{2003 ©
2003 2004 2005

Today is Thursday,
October 16, 2003

Search
Appointments:

—
o

Search Appointments

January
Sun Mon Tue Wed Thu Fri Sat
1 2 3 4
5 5] 7 8 9 10 11
12 13 14 15 15 17 18
19 20 21 22 23 24 2%
26 27 28 29 30 31

April
Sun Mon Tue Wed Thu Fri Sat
1 2 3 4 £

6 7 = 9 10 11 1z
12 14 15 16 17 18 19
z0 21 22 23 24 25 Z6

29 28 29 30

July
Sun Mon Tue Wed Thu Fri Sat
1 2 3 4 £

fi 7 8 9 10 11 12
12 14 15 16 17 18 19
20 21 22 23 24 25 26

27 28 29 30 31

October
Sun Mon Tue Wed Thu Fri Sat
1 2 3 4
5 [&] 7 8 9 10 11
12 13 14 15 16 17 18
19 20 21 22 23 24 25
26 27 28 29 30 31

EEEE]

Day | Week | Month | Year | Appointrnent List

{2003 [
February
Sun Mon Tue Wed Thu Fri Sat
1
2 3 4 5 6 7 8
9 10 11 12 13 14 1&
16 17 18 19 =20 21 22
23 24 25 26 27 Z8
May
Sun Mon Tue Wed Thu Fri Sat
1 2 3
4 5 5] 7 g 9 10
11 12 13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28 29 30 31
August
Sun Mon Tue Wed Thu Fri Sat
1 2
3 4 5 B P oa 9
0 11 12 13 14 15 16
17 18 19 20 21 22 23
24 25 25 27 28 29 30
a1
November
Sun Mon Tue Wed Thu Fri Sat
1
2 3 4 5 6 7 8
9 10 11 12 13 14 1&
16 17 18 19 =20 21 22
23 24 25 26 27 28 29

30

March

Sun Mon Tue Wed Thu Fri Sat
1

2 3 4 E 6 7 8

9 10 11 12 13 14 1&

e 17 18 19 20 21 22

23 24 25 26 27 28 29

30 31

June
Sun Mon Tue Wed Thu Fri Sat
1 2 3 4 E a6 7
g El o 11 12 13 14
15 18 17 18 19 20 21
22 23 24 25 26 27 2B
20 20

September
Sun Mon Tue Wed Thu Fri Sat
1 2 3 4 5 o
7 a8 9 1o 11 12 13
14 15 16 17 18 19 20
21 22 23 24 25 2B 27
28 29 30

December
Sun Mon Tue Wed Thu Fri 8at
1 2 3 4 5 o
7 =] 9 1o 11 12 13
14 15 16 17 18 19 20
21 22 23 24 25 2B 27
28 20 30 31

Previous Year | Next vyear

Compoze Portlets User s Guide
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Search Appointments

Included with all views is a place to perform a quick search of your appointments. The
search will check all appointment subjects for the search string you enter. The resulting list

will present a listing of appointments that is sortable and viewable by page.
My Calendar

EEEE]

Search Results Day | Week | Month | Year | sppointment List

Search Words: Itest Search |
Delete showing 1 - 6 of 6 |

[ Date ~ Time Subject

M 10/16/2003 11:00 &M Testkyz * {Out of Office) Delete
C 10/27/2003 9:00 AR Testappoinement (Busy) Delete
M 11/26/2003 4:00 P TestRecurringapt & (Busy) Delete
[C 10/22/2008 11:00 &M MewTestapt O ¥ (Out of Office) Delete
[ 1io/2z2/2005 11:00 &M Testabe ! {Out of Office) Delete
M 10/22/2008 11:25 &M Check the System Tester ! (Out of Office) Delete

Appointment List

There is a subsequent maximized view that allows you to view your appointments by a
direct listing. Included with this view are quick filters for viewing all upcoming and recent
appointments. This view is also sortable by a variety of fields.

My Calendar

EEEE]
Add Appointrnent | Day | Week | Manth | Year | Appointment List

Upcoming Appointments
[ October 20032 [ View: all | Upcoming | Past showing 1 - 4 of 4 | ‘

Sun Mon Tue Wed Thu Fri Sat
Delete |
1 2 2 4

5 6 7 8 9 10 11 [ pate=~ Time Subject
R T 10/16/2003 11:00 &M Testxyz & (Out of Office) Delete
19 20 21 22 23 24 25
26 27 28 29 30 31 I 10/16/2003 5:00 PM Conf call with ¥¥Z ¢ (Busy) Delete
[T 10/16/2003 ©:00 PM Lunch {Busy) Delete
Today is Thursday, COctober 16,
2003 [T 10/27/2003 9:00 &AM Testappoinement (Busy) Delete

Search Appointments:

—

Search Appointments
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Add Appointment

Below displays the main fields that can be set upon the addition of an appointment, includ-
ing the ability to set the appointment as a repeating appointment.

My Calendar

Add Appointment

Save | Save and Add Another Cancel

Primary Information

Subject: |
Date: [Cctaber =] [16 7] [20057=]
Time: ¢ This is an all day event.
o] g:;arts m IF;I
Ends at: m Iﬂ
Location:
El
Description:
[
Birthda g
Category: ¥
P N | e—

Show time l—_l
. Busy hd

as:

Priority: Undefined =

Repeating

® Do not repeat this svent

' Repeat IE"EW = Iday =

o Repeat annual {e.g. yearly)

End Date:

* Mo end date {e.g. always)

€ ynti JOctober 7] [237] [2003 =]
Save Save and Add Anather | Cancel |

EEEE

Compoze Portlets User s Guide
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Edit Appointment

Below displays the main fields that can be edited upon clicking into the edit view of an
appointment. This also includes the ability to edit the repeating attributes of a recurring

appointment.

My Calendar

Edit Appointment

Save Cancel

Primary Information

Subject: ITES{REEurringApt
Date: November | [25677] [2003)=]
Time:

¢ This is an all day event.

&  Starts Ig AM v IﬂD =
at:
Ends at: IWD Al > I:DD =

Location:

Description:

Birthday g

Graduation

Holiday x| |Add. || — ]
Show time lﬁ
. Busy -
as:
Importance:  |Undefined 'I

Category:

Repeating
' Da nat repeat this event
j |Week j

o Repeat annual {e.g. yearly)

& Repeat IE“'EW

End Date:

' No end date (e.g. always)

& Untj) |December = [3 =] [2004 =]

Save Cancel

EEEE]

Compoze Portlets User s Guide
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Configuring the Calendar Portlet

By entering the edit mode of the portlet, you can configure the preferences of the calendar

portlet.
My Calendar = e =
General Preferences [Back to Calendar Options]
Save Cancel |
Calendar Views
Default Mini-view: Day =
Time Interval: ISD minutes 'l
Default Wiew: Day r

\Week Start Day: ISunday i

Wiorking Hours: Start day at IB Ahd 'l
End day at |5 Fhd 'l

Date & Time

Time Zone: I(Eastern Standard Time) AmericafMew_York j

Save Cancel |

From General Preferences, you can set the default mini-view (day, week or month), the
default view (day, week, month or year), the day Time Interval (15 minutes, 30 minutes or 1

hour), the day view start and end times ("Working Hours"), and the week start day (Current
Day, Sunday, Monday, etc.).

From Appointment List Options, you can set the number of appointments to display on a
single page in the Appointment List view.

Compoze Portlets User s Guide 2-13
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Using the Address Book Portlet

The contact portlet allows you to add, edit, and delete members in your personal address
book. The following section describes the different views of the portlet and how to add, edit
or delete contacts:

* “Mini-View” on page 2-14

* “Maximized View” on page 2-15

* “Configuring the Address Book Portlet” on page 2-20

Mini-View
The Mini-View provides a way to jump to specific contacts by name or search keyword. To
view All contacts in your address book, click the All link. You can search for contacts
alphabetically by selecting the link for the first letter of the contact's last name.
To search contacts, enter a phrase or word in the text box and press Go.
A “Quick Add” form can be optionally displayed on the Mini-View. This allows you to

enter first and last name, email address, nickname, and primary phone number for a contact
without having to switch to the Maximized View.

My Contacts [ | |
Search: I Gal
alla|B|C|D|IE|IF|G|IHI|I|[I]K|LIM|N]|]O|P|Q|IRI|S|T
[l W XY Z

Quick Add:
Wame (first, last) Email
] Add
Phone Mickname
| |wurk j |

Compoze Portlets User s Guide 2-14
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Maximized View

In the Maximized View, you can navigate through pages of contacts, delete, add new con-
tacts, search, or jump to specific names by first letter of the last name.

My Contacts BEEE]

Add Contact | earch Go
All £ Printable View
All- ABECDEFGHIIKLMMNOPQRSTUYVWXYZ showing 1 - 5 of 5 | | | |

I First | Last ~ Company Email Phone

™ Incredulous Bulk ("Bully"y [Edit] Bulky@xyz.com

™ Brooke Melissa [Edit] YideoCompany BM@zzz yyy

T Mr. Jim Smith ("Jimmy"y [Edit] Company Inc. jim.smith@xyz.abc 111-555-5555

[T Adam Sphynzman [Edit] a.s@uyz.abo

M =¥ Z {"nickname") [Edit] Company Name ermail biz number

Delete

@ Back to Mini-Yiew

The number of contacts displayed on each page can be set in the General Preferences sec-
tion of the portlet edit view. For more information, see “Configuring the Address Book
Portlet” on page 2-20.
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Contact Details

By clicking on a contact name, the contact details are displayed. The details include all con-
tact fields that are currently set, with the associated values.
My Contacts EEEE]

XY Z ("nickname") [Back to Contacts]

Done ﬂl Delete

Mickname: nickname
Email: emall
Mailing Address: Business

Phone Numbers

Haome: home number
Mobile: mobile number
Pager: pager number
Business Phone: hiz number
Business Fax: biz fax

Other 1: other 1

Other 2: other 2

Business Information

Carmpany: Company Name
Title: Job Title
Business Address: Biz Street
Bizcity, bizstate hizzip hizcountry
Website: www, bea.com
Manager: manager
Assistant: assistant
Department: department
Office: office
Profession: profession

Personal Information

Home Address: homestreet
homecity, homestate homezip homecountry

Spouse: spouse

Alt. Email 1 altemailz
Alt. Email 2 altermails
Birthday: Oct 15, 1935
Anniversary: oct 6, 1955
Comments: comments

Other Information

Other Address: otherstreet
othercity, otherstate otherzip othercountry

Done ﬂl Delete

Compoze Portlets User s Guide 2-16



Working with Compoze Portlets
Using the Address Book Portlet

Add Contact

When “add” contact button or link is selected, it will take you to a screen that appears as the
following. This displays all of the fields that can be set upon adding a contact.

My Gontacts (Yo ¥ |
Add Contact

S e and Add Angthor Cancel I

Primary Infarmation

Hama: I I
First Middlie Lagt

Emad
Hicknama:
Maiing Address: Tusinass =,

Phaone Numbars

Persanal: | I [
Homa Pager Mokl
Busingss: I I
Phann Fan
Misc: T I
Other 1 Other 2

Rusinass Information

Company: I [

Hama Title/positan

Business Address:

3
Streat
City State Zip/Postal Country
Website:
(e.g. http:/fwww. compoze. com)
Assocrates [ I
Manager Assistant
Mizc: I I
Department office Profassion
Persunal Information
Home Address =
=
Street
city State  Zip/Postal  Country
St —
alt, Emails: T I

Important Dates: = E O Em E 300w

Brthday (mm/di ¥¥) {mm/dd/vyyy)
Commants: :J

| 3
Other Information
Other Address: j

| 3

Street

| [ [

city Srate Zipostal  Country

Savn. Sawe and Add Ancthr Cancel |
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Edit Contact

When a contact is selected for editing, it will take you to a screen that appears as the “Add
Contact” view, however, the fields will be pre-populated with the existing values for the
particular contact. In this view, all of the fields of the contacts information can be updated.

Printable View

This view allows you to generate a view for printing out your address book. By selecting the
Printable View link, you are prompted to select a layout mode:

3 http://localhost:7001 /sampleportal,/partlets/collab ] 3]

Printable Address Book

Display for Printing I Cancel |

Printing Preferences
Layout: @ Quick (3 colunns)
Mame, company, email, business phone

©  Detailed (2 columns)
MName, companyftitle, email, phone numbers,

addresses

TWhen vou are ready to print, click Display for Printing.

Display for Printing | Cancel |
Layout Mode Description
Quick Creates a 3-column view of core contact information (name,

company, email and phone)

Detailed Creates a 2-column view of all contact information (name,
company information, personal information, email
addresses and phone numbers)
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Below demonstrates a printable view of contacts with the “Quick™ version selected.

Incredulous Bulk
("Bulky™)

Bulley@pvz. com

Adam Sphynxman
a.s(@hyz. abe

3 Address Book - Microsoft Internet Explorer

Brooke Melissa
VideoCompany

BM@zzz yyy

XYZ
("nickname'')
Company MNatne
etnail

biz number

=0l x|

Mr. Jim Smith

(" Jirmy™)
Company Inc.

Jitr strith @y abo

Print Date: Oct 16, 2003 5:53 PIM
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Below demonstrates a printable view of contacts with the “Detailed” version selected.

7} Address Book - Microsoft Internet Explorer

Mr. Jim Smith (" Jimmy"') Adam Sphynxman
Company Inc
jitrn stnith@zyz abe a s(@xyz. abe

111-555-5555

X Y Z (“nickname')

Company Name
Job Title

office

etmail

altemnail2
alternail®

biz number

biz fax

home number
mobile number
pager number

=101

Print Date: Oct 16, 2003 5:55 PM

Configuring the Address Book Portlet

By entering the edit mode of the portlet, you can configure the preferences of the address

book portlet.

My Contacts

General Preferences

Savel Cancel |

- Display quick-add on

Savel Cancel |

Contacts Per Page: Im ,l contacts per-page.

EEELE

mini-task view

From General Preferences, you can set the number of contacts to display on a single page in
the Maximized view. You can also select whether to display the Quick Add form on the

Mini-View.
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Using the Mail Portlet

The mail portlet allows you to send, receive and manage your email. The following section

describes the different views of the portlet and how to perform the basic functions:

* “Mini-View” on page 2-21
* “Maximized View” on page 2-22
* “Configuring the Mail Portlet” on page 2-27

Mini-View

Upon initially viewing this portlet, configuration to an imap or pop3 account is required.
The following screen guides the user to what information they need enter to establish the
connection. This information includes, email address, mailbox alias, password, incoming/
outgoing servers. Additionally, a user will have to supply information for the names of spe-

cial reserved mail folders such as “Drafts”, “Sent” and “Deleted*.

My Mail [~ = i3 |

Plassa confiqure your amail sccount settings, contact your systam
administrator if you naad furthar details.

Save
Intarnat E-mail Addross

Email Addross:

Far axampht S0maona@compoze, com

E-mail Server Names

My ncaming

map =
manl server i

Incoming mail(PORE o IMAR) Sty

AR SMTP server i the sarver that is used for your autgoing e
mail.

Qutgoing mai[SMTR) server:

Internat Mail Logon

Type the account name and password your Intemet sennce provider has given
you.

ABBOUAE ’_
nann
Password

Folder Settings

Please select the appropmate main folders for your account.

Onlitid [ =
Dot =

Faldor: fteted

Orafts Eoldar:  [Oras =

Sent Folder:  [Semt -]

Sam
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The Mini-View provides an overview of your mail Inbox. This view shows a number (by
default, 5) of the latest email messages. You can navigate through the messages, check for
new mail, and jump to the Inbox or any other folder in your mailbox.

My Mail FEEE
INBOX {161) for skip.ogrudnick | Mext
! O From Subject Date r

Tue

Leila Simon Bl pates can't stay this p3/11/2003

<utyp7uoe@yah...

law ... 424 PM
Tue
<build@compoze.com > Build 03/11/2003 [T
hos=§{version_hcst,he... 3.21 pm
. Tue
"Pete Heist" i
: test to multiple 03/11,/2002 (|
<pete.heist@co... neople 218 PM
Tue
"Scott Andress"
[ 03/11/2002 [0
RE:
< scott.andr... 10051 AM
Tue
"Scott Andress"
. 03/11/2003 [
RE:
< scott.andr... 10051 AM

igw: |Drafts A EI

Check ail | Compose | Search Mail | Manage Faolders

The Mini-View can be customized to configure the number of messages to display and spec-
ify a filter to only show messages from certain people. For more information, see “Config-
uring the Mail Portlet” on page 2-27.

Maximized View

In the Maximized View, you can navigate through messages in your folders. You can move
and delete, view the subject, sent date, from, priority and attachment status of messages.

In the default Maximized View, messages can be displayed in two possible ways: Messages
and Folders or Messages only. This setting can be configured in the General Preferences
section of the portlet edit view. For more information, see “Configuring the Mail Portlet” on
page 2-27.
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Messages and Folders

This view displays folders on the left to navigate through and message on the right. Addi-
tionally, this view is sortable by a variety of fields. The top of this view also gives buttons
and links to functions, such as “Compose” a new message, within the mail portlet.

My Mail EEEE
Check Mail Compose INBOX vl Ok Search Mail | Manage Folders
INBOX
Messages 1-10 of 854 | | next | last
Folders Delete Move messages to folders... x| OK
1 mailbox . .
' rom ubje ate = ize
. rtoF Subject Dat S|
INBOX
[ ] "Casey Petty" @ Thu 10/16/2003 3.1
Drafts [ Re: attention free great
o =da44bplh@rmsn... of. 4:39 P kb
Sent Items
[ peleted Items r "Wirus Scanning Agent” & yinic alert [Bug Thu 10/16/2003 0.2
<pos... T B8:57 AN kb
- "Wirus Scanning Agent” 0 Wirus alert [Last Thu 10/16/2002 0.2
<pos,., Wicrasoft. .. 8:53 AM kb
r "Nate Cole" = Accepted: Updated: NATE Thu 10/16/2003 2.7
<nate.cole@comp... 8:50 AM kb
"Nate Cole" Thu 10/16/2003 2.1
r =
<nate.cole@comp... Accepted: NATE TEST 8:48 AM kb
A wed
"Inet Message Delivery 1.1
r = 10/15/2003
Message
Syst... ] 10:31 PM kb
A q wed
"Microsoft Corporation 13.9
r = criti 10/15/2003
Critical Update
Inte... P 10:26 PM kb
- : = ] 14.3
<dwvhnbyw@jvxg.com>> Gurrent Network GCritical 10/15/2003 Kb
Pa... 10:24 PM
" i " wed
r <R?n4dler.|ck Bennatt &= Reduce Dropped Calls On 10/15/2003 ZhB
¥lwp... YOou... 9:16 PM
" " Wed
(] <M?7r§3|u Clement & Re: protect yourself 10/15/2003 Eh:}
a W&o bmilpya... 1:20 PM
Delete Iove messages 1o folders... x| 0K
W Back to Mini-view

The number of messages displayed on each page can be set in the General Preferences sec-
tion of the portlet edit view. For more information, see “Configuring the Mail Portlet” on

page 2-27.
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Messages only

This view displays only messages. You can use the “Go to folder...” drop-down to navigate
to a specific folder.

¥y Mail BEEEE]
Check hail | Compose | lm %l Search Mail | Manage Folders
INBOX
Messages 1-10 of 359 | | next | last
Delete | IMuve messages to folders... x| %l
[ * 0 From Subject Date = Size
r ;%%T:;;Eﬁ:g;snm Re: attention free great of... Thu 10/16/2003 4:39 PM 3.1 kb
r ;\;i;ﬂf..sé:;g:i?g virus Alert [Bug Announceme... Thu 10/16/2003 8:57 AM 0.2 kb
r ;\;i;ﬂf--sé:;z:iig virus Alert [Last Microsoft... Thu 10/16/2003 8:53 AM 0.2 kb
r lhr]]aatt?gizlﬁgt@cgmp_,_ Accepted: Updated: NATE TES... Thu 10/16/2003 8:50 AM 2.7 kb
r lﬂ?&iﬂ'ﬁémmpm Accepted: NATE TEST Thu 10/16/2003 8:48 AM 2.1 kb
r <"::f"srggf(;;?aho e (VST TEED Thu 10/16/2003 8:38 AM 1.4 kb
r ;E:S;Tl?p%g:;hmm fwd: save gass yv gri Thu 10/16/2003 2:52 AM 0.7 kb
r ;ﬂ?;::;a;lpﬂi;u_ &l alliances, Need your medica... Thu 10/16/2003 1:23 AM 7.4 kb
r o ;;I\;i.[;r;rsaﬁ,tm Cust... {V¥irus?} Last Critical Pack ;\fl\l:d 1071572003 11:30 15.1kb
a Lﬁ;iiclzll':;:l‘:.c.lft Internet = SR a— ;Vl\l:d 10/15/2003 11:32 1.7 kb
%l | Move messages to folders... =] %I
@ Back to Mini-Yiew

The number of messages displayed on each page can be set in the General Preferences sec-
tion of the portlet edit view. For more information, see “Configuring the Mail Portlet” on
page 2-27.
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Compose Message

You can create a new message by setting the to, cc, bee, subject and message body. The
message can be sent or saved as a draft. You can identify recipients by using the address

book by clicking on the “To”, “Cc”, or “Bcc” buttons.

My Mall EEE]
Compose [CE—
[Send|  Swessa it Cancel
) |
el |

e |
Subject: |
Impartance:; ,m
R savi missage to Sent folder
=
|

Abtachments

Aftach
Send Save sz a Draft Cancel

Manage Folders

The “Folders” view of the mail portlet allows you to manage the mail folders within an

account by creating, deleting, moving, copying and renaming the folders.

My Mail

Manage Folders [Back to messages)

Movel Copyl Renarne | Deletel

Folder
& [ mailbox
D meox

Create Mew

3 prafts

2 sent Itams

00 0N

3 peleted Ttems

Drafts 52 EI

EEEE]
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Search Mail

The interface for searching mail, simply gives you an area to search on the subject of a mail
message within the current active mail account and allows to test if it is exactly matching or

simply contained within the subject field of an email message.

My Mail

Search Mail [Back to messages]

Find messages where:

Subject:

Icumalnaj

|5pam|

Search

EETE
IDraﬁs =

The results of the email search on subject are displayed in a fashion below, similar to that of

the maximized view with messages only.

My Mail

Check Mail | Compose ||Draﬂs vl %I

EERE

Search Mail | Manage Folders

Found 4 messages that matched your search terms.

Delete |

[ ! @ From Subject

- <kaikakuna793104@cutey.com> [ skip.ogrudnick, sick of del...

- <robertep594939@teacher.com... [ skip.ogrudnick, sick of del...

- "Humberto Grover"” <domnb88b... & 4,4, your mailbox from unw...
- 0 "Inet Message Delivery Serv... E somtokkgpanpiooook gndelivered ...

Delete |

Messages 1-4 of 4 first | previous | next | last

DOrafts ~ %I

Date ~ Size
g?;uuziqDEIZDUS 4.2 kb
3:5:202:'120!2003 3.5 kb

Drafts - %I
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Configuring the Mail Portlet

By entering the edit mode of the portlet, you can configure its preferences.

My Mail EEE
General Preferences [Back ta mail Options]

Save Cancel
Mini-view

Messages in mini-view: 5 j' messages on mini-view page.

Message Handling

Message Yiew Type:

Messages only Messages and Folders

New Mail Indicator:

Messages per page: ‘WD]' messages on each page.

Special Folders: ¥ Save your sent messages in the Sent falder.

Save Cancel
TR

From General Preferences, you can set two areas of information. First, you can configure
the Mini-View. You can select how many messages to display (5, 10, 15).

For the Messages views, you can configure the new mail indicator highlight color (Not
available with Lotus Domino Mail Portlet), whether to display Messages Only or Messages
and Folders in the Maximized View, the number of messages to display on a single page,
and whether to save new messages to the Sent folder, by default.

Using the Task Portlet

The task portlet allows you to add, edit, and delete personal tasks. The following section
describes the different views of the portlet and how to add, edit or delete tasks:

* “Mini-View” on page 2-28
* “Maximized View” on page 2-28
* “Configuring the Task Portlet” on page 2-31
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Mini-View

The Mini-View provides an overview of your current tasks.

My Mail ) =
INBOX (161) for skip.ogrudnick | Mext
! @ From Subject Date ]

. . Tue
"Leila 8imon* Bl Rates can't stay this 03/11/2003 r
<utyp7uoed@yah... (5 Foos 4124 PM
= Tue
<build@compoze.com?> Build 0z/11/2003 T
hcs=f{wversion_hcs},he... 2:21 pMm
A Tue
"Pete Heist" = i
E test to multiple 03/11/2003 (]
<pete.heist@co... people 2018 PM
Tue
"Scott Andress"
<scott.andr... & re: ?gﬁfﬁaﬂa =
Tue
"Scott Andress"
<scott.andr... & e ?g/éifi&m =
wiew: |Drafts ]' EI
Check Mail Compose Search Mail | Manage Folders

By default, the Mini-View displays five

tasks. The number of tasks and specific task status

can be set in the General Preferences section of the portlet edit view. For more information,
see “Configuring the Task Portlet” on page 2-31.

Maximized View

In the Maximized View, you can navigate through pages of tasks, edit, delete, add new
tasks, search, or quick filter by complete/not complete status.

My Task List

Al Task I

Tasks
Wigw: All | Not Complete

C ! Subject

r Clothing Orve for chanty [Edit]

[ ! Fectest-iard-Brive-on-main-Senver[Edit]
r Test Task 1 [Edit]

- Sales call for X2 [Edit]

W] ting with CEO [Edit]

_Delete | Mark Complte

* ack to Mini-View

20w |
showing 1-5 of § | | I |

status Due Date »

In-Process October 31, 2003 Delete
Completed Setober-i 50003 Delete
In-Process Nene Delete
Cancelled None Delete
In-Process None Delete

Compoze Portlets User s Guide

2-28



Working with Compoze Portlets
Using the Task Portlet

The number of tasks displayed on each page can be set in the General Preferences section of
the portlet edit view. For more information, see “Configuring the Task Portlet” on page 2-
31.

Add Task

When adding a task, all fields can be selected for setting including primary information,
such as the start date, end date, subject and status. Additionally, detailed information can be
set on this task including, date completed, mileage and billing information.

My Task List [EEEE]
Add Task
ﬂl Save and Add Another | Cancel |
Primary Information
Subject: l—
Due Date & Mo due date selected
S == .
Start Date & Mo start date selected
o e
Status: lm
Priarity: lm % Complete: lﬂ
Description: =
H
Details
Date Completed & Mo completed date selected
o e
Mileage: l—
Billing Information: I—
ﬁl Save and Add Another | Cancel |
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Edit Task
Upon editing a task, all fields that can be set on add of the task, can be modified, as seen
below.
My Task List = ] | o
Edit Task
Savel Cancel |
Primary Information
Subject: [Sales call for vz
Due Date: @ Mo due date selected
N e [l
Start Date: @ Mo start date selected
N e [l
Status: ICanceIIed 'l
Priarity: IMed\um = 2% Complete: ID ,l
Description: Thizs call has gotten pushed to next week. =
[
Details
Date Completed: & Mo completed date selected
N e [l
Mileage: 150
Billing Information: |1258.DD
Savel Cancel |
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Task Details

The view below displays a tasks details, once it has been added to the task list.

My Task List

EEEE
Sales call for XYZ (a=ck To Tasks] £, Printable View

Done ﬂl Delete

Due Date:

Start Date:

Status: Cancelled
Priority: Medium

%6 Complete: 0%

Detailed Information

Date Completed:

Description: This call has gotten pushed to next week,
Milzage: 150

Billing Information: 1258.00

M ﬂl Delete

Configuring the Task Portlet

By entering the edit mode of the portlet, you can configure the preferences of the task port-

let.
My Task List [EEHEIE
General Preferences
Save | Cancel
Mini-wiew Tasks: 5 =l tasks per-page.

Mini-iew Show: © 4l Tasks

© Today's Tasks

Tasks Per Page: 10 7] taske per-pags.
Save | Cancel

From General Preferences, you can set the number of tasks to display in the mini-view or on
a single page in the Maximized view. For the mini-view, you can select whether to only
show tasks with from either today or all days.
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Using the Discussion Portlets

The discussion portlets provide functionality within the portal for threaded discussion
forums. There are two portlets that make up discussion, the administrative discussion portlet
and the user discussion portlet. The administrative discussion portlet allows an administra-
tor to create, edit and modify permissions on forums and topics within a portal users discus-
sion group. The user discussion portlet, allows a portal user to create and view responses to
forum topics and messages in a multi-threaded fashion.

* “Mini-View” on page 2-32
* “Maximized View” on page 2-32
* “Configuring the Discussion Portlet” on page 2-40

Mini-View

The Mini-View for the administrative portlet basically provides a link to the maximized
administrative interface, while the mini view for the user threaded discussion portlet lists
the current Forums within the discussion that they may view and post to. The following dis-
plays the Mini-View for the user discussion portlet.

Threaded Discussions [ ]| = |
Forum Mame - Topics f Messages Last Posted

1 Quality Assurance 2/0 Qct 16, 2003 1:30 PM

1 Mew Test Forum 1/0 oct 16, 2003 1:29 PM

This is the new test forum
created for the discussion
purpose of testing,

Denot_es new Mmessages sihce your 1-30f3 |
i35t wislt,

Search Forums: GD|

Maximized View

The maximized view of the administrative discussion portlet displays a comprehensive list-
ing of the forums, how many topics are within each as well as links to edit the forums, top-
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ics and permissions. Additionally, it provides information as to the creation date, last
modified date and expiration dates for each forum.

Threaded Discussion Administration [EF&]E]
Forums
. Date Last Expiration
Forum Name Topics Messages Date Created Modified Date
B sales [ edit ] u] u] Oct 16, 2003 1:27  Oct 16, 2003 1:27 Mone Permissions Delete
R PM
Quality Assurance Oct 16, 2003 1:27 Oct 16, 2003 1:30 .
& [ Edit ] 2 0 M ey Naone Perrmissions Delete
Mew Test Forum Oct 16, 2003 1:26 Oct 16, 2003 1:29 -
@ [ Edit ] 1 u} P e None Permissions Delete
Create Forurn showing 1-3 of 3 |
@ Back to Mini-Yiew

Administrative Add Forum

When adding a forum through the administrative interface, the name, forum type (moder-
ated or unmoderated), display, description, keywords (used to help search for the forum),
expiration date, and other fields to create a forum for users to interact with can be set.

Threaded Discussion Administration [ -]
Forums s Create Forum

Create a new forum using the forum below, Click "Save" when complete, all links (for example, http: /fwww. bea.com)
included in your forum description will become active,

Marme:
Forum Type: Unmoderated 'I
Display: Plain text =

Description: |

Keywords:
Maximurm Number "
--no limit-- =
of Topics:
& Mo Expiration Date

o == g —

archive: r

Save Cancel

Mo Expiration Date
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Administrative Edit Forum

When editing a forum through the administrative interface all of the fields that may be set
upon the add of the forum become selectable for updating.

Forums » Forums

Edit Forum

Display: IF'Iamtext A

Threaded Discussion Administration

MNatme: IQuaIity Assurance
Forum Type: IUanderated 'I

Description:

Maximum Mumber —
- I——nu limit-- 'I
of Topics:

Expiration Date:

Keywords: Iqa

@& Mo Expiration Date

ol |,,,,,,

archive: r

Save Cancel

EEEE]
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Administrative Edit Permissions

Each forum has permissions associated with it so that specific discussion users may be con-
figured to read, edit, delete and other permissions assigned to specific users or groups.

Threaded Discussion Administration

Forums »» Permissions

Topics Messages Date Created

2 u] Oct 16, 2003 1:27 PM Oct 16, 2003 1:30 PM
Permission Principals
READ & Jrudnick

& All Discussion Forum Administratars
& all Discussion Farum Users

DELETE & Jrudnick
& All Discussion Forum Administratars

EDIT & Jjrudnick
% All Discussion Forum Administratars

ADD_TOPIC & Jjrudnick
& all Discussion Forum administrators
% All Discussion Forum Users

MODERATOR

Modify Permissions
Action Principal

@ all Discussion Forum Users

Al Discussion Forum Administrators

© User I
© Group I

Commit

4 Back to Forum List

Date Last Modified

EEEE

Permission

READ
DELETE

EDIT
ADD_TOPRIC
MODERATOR

In the above view, the “Modify Permission” section will allow an administrator to assign
access rights (GRANT, REVOKE, or DENY) to a specific user or set of users on a specified

permission (E.g. Read, Delete, Edit, Add_topic)
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Administrative Edit Topic

The administrative interface allows the administrator to edit a topic and all of its fields.

Farums » Quality Assurance » Edit Topic

Topics Messages Date Created Date Last Modified
2 o Oct 16, 2003 1:27 PM Ot 16, 2003 1:30 PM

Edit an existing topic using the form below, Clhick "Save” whan completa, all links (for example, http:/fwww.bea.com)
inchuded in your topic description will become active.

Subject: Salez 04
t Plain tout =

raywords: —

Expiration Date & No Expiration Date
O E § I —
Altachments — [Esa
S | Cancel

Administrative Edit Message

The administrative interface allows the administrator to edit a message and its fields.

Threaded Discusslon Administration RICIRE]

Forums » Quality Assurance » Development QA » Edil Message

Messages Date Created Date Last Modified
1 Oct 16, 2003 1:27 PM Oct 16, 2003 1:40 PM
Edit an ewisting message using the form below, Click “Save® when completo. a8 finks (for oxampln, Beep:/fwww. bea.com)

included in your message description will become active.

Subject: RE:Dovalopnent QA
Display: Plain text x

Massage:

For Developmental QX, we require to lack at the process 5|
by which che Q4 ia caking shape.

Keywords: 14, developrrent, procass
Attackumints: ,— Edit. .
S | Cancal
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Administrative Topic Listing

The topic listing allows the administrator to view and navigate the topics within a given
forum. The top portion of the display shows the forum details with a topic list below.

Threaded Discussion Administration

Forums » Quality Assurance

Topics Messages Date Created
2 [u]

Date Last Modified
Oct 16, 2003 1:27 PM Oct 16, 2003 1:30 PM

showing 1-2 of 2 | | | |
Subject ~

Sales Qa [Edit]
Development Qa [Edit]

Replies Author Last Posted Exipration

u] jrudnick Oct 16, 2003 1:30 PM
[u] jrudnick ©ct 16, 2003 1:30 PM

EIEEE]

Mone Delete

Mone Delete

User Forum Details

Within the user discussion portlet, there is the ability to view the forum details, including a

listing of the topics within the forum that may be replied to.

Threaded Discussions

Forums » Quality Assurance

Messages: 2 Topics: 2 Last Posted: Oct 16, 2003 1:40 PM

[ Post New Topic | [ Search Forum | 4 Back to Forum List

showing 1-2 of 2 | | | |
Subject ~ Replies Author Last Posted
O Sales Q&

& Development QA 2 jrudnick Oct 16, 2003

B Denotes new messages since your last visit,

4 Back to Forum List

u} jrudnick Oct 16, 2003 1:30 PM

EEEE]

1:40 P
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User Topic Details

Within the user discussion portlet, there is the ability to view the topic details, including a
multi-threaded view listing the messages within the topic.

Threaded Discussions EEEE]
Forums » Quality Assurance » Development QA
Replies: 2 Last Posted: Oct 16, 2003 1:40 PM

[gh Reply to this Topic | [ Post Mew Topic | 4y Back to Topic List

Replies: 2

Development QA Posted: Oct 16, 2003 1:30 PM
Authar: jrudnick

showing 1-2 of 2 | | « Date Posted

RE:Development QA Posted: Oct 16, 2003 1:39 PM

Replies: 1
Author: jrudnick
For Developmental Qa, we require to look at the process by which the Q4 is taking shape.
In addtion . . . Posted: Oct 15, 2003 1:40 PM
Replies: 0
Author: jrudnick
In addition to understanding the process, we must outline the implementation to make this successful,

User Create Topic

Below demonstrates how one would create a new topic within the user discussion portlet
that is attached to a specified forum.

Threaded Discussions BREE[E]
Post New Topic

Post new topic in forum Quality Assurance

Type your topic using the form below. &ll links (for example, http://www bea.com) included in your topic will become active,
when finished, click the "Post Topic" button to submit your topic.

Subject: I

Display: Plain text =

Topic: ;I
Keywords: —

Expiration Date & No Expiration Date

attachments: Attach

Post Topic Cancel
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User Create Message

Below demonstrates the form for creation of a new message in response to an existing mes-
sage or topic within the user discussion portlet.

Threadad Discussions

Post Message

Post reply in forum Quality Assurance to message Development QA

Typé your message using tho form bolow. All links (far xample, hitp:/fwww.bea.com) included in your message will becomo
active. When finished, click the *Post Massage® buttan to submit your message

Subjpet: [FE Cweniopmarn G

Display: il‘!nlu fext =

Your QEDi\g’: _.i
=

Keywords: I—_|
=

Attachments: l Adtach I
Post Message Cancel

Original Message

Replies: 2
Develapraent QA Pasted:Oct 16, 2003 1:30 PM w
Author: jrudnick

User Discussion Search

For the user portlet, a search is provided so that users may easily find a message that directly
relates to what they wish to view.

Threaded Discussions 2 ] o
Search Forums

4y Back to ForumList

Search Terms: Iq

Forum: FETr—
s~ I !
ed [—  H,0 0
Results per Page: [io=]

Date Range:

Search

Search Results: 1

RE:Dewvelopment Q4
Posted on Oct 16, 2003 1:39 PM by jrudnick

showing 1-1 of 1 |

Compoze Portlets User s Guide 2-39



Working with Compoze Portlets

Using the Discussion Portlets

Configuring the Discussion Portlet

By entering the edit mode of the administrative discussion portlet, you can configure the

preferences for this administration portlet. Within this area, the number of items per page
can be set.

Threaded Discussion Administration EEE[

General Preferences [ Back to Discussion Forum Options]

Save | Cancel

Display Settings

Forums per page: IWD ':I forums per page.
Topics per page: IWD ':I topics per page.

Save | Cancel

By entering the edit mode of the user discussion portlet, you can configure the preferences
for this user portlet. Within this area, the number of items per page can be set, as well as a
default email address for use when responding to an discussion forum message...

Threaded Discussions EEE<
General Preferences [ sack to Discussion Forum Options]
Savel Cancel |
Display Settings
Forums per page: I1D :I' forums per page.
Topics per page: 1021 topics per page.
Email Address: I
Savel Cancel |
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