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1.1 Introduction

Maintain a visitor friendly cataloged, searchable and browse-able document library that includes
documents stored in their original file formats such as HTML, DOC, JPG, MPG, PDF, TXT, etc.. A
database record with descriptive information and administrative controls is created for each
document imported into the website. Documents can be assigned viewing security levels, expiration
dates, catalog locations, topics, and index keywords and phrases. The Document Library can serve
as a knowledgebase for visitors and as an organizational store house for unlimited website pages. Its
powerful version control features allow many different team members to work on the same
document and maintain a trail or history of revisions. It’s easy for permitted users with no website or
HTML programming experience to import documents directly from their computer or network into
the organization’s website. Documents created in MSWord, Publisher, and other desktop publishing
software, are quickly made a part of your website with no programming required.

The PortalProdigy Resource Library provides your organization with a centralized knowledgebase
accessible to permitted users 24 hours per day, 7 days per week, 365 days per year. It includes
everything you need to manage and provide online access to your organization’s digital content
including documents, images, Web pages, audio, video and application specific files. You can use
the PortalProdigy Resource Library for storage and retrieval of Best Practices, Operation Manuals,
Tutorial Guides, Technical Specifications, CAD Drawings, Schematics, Spreadsheets, White Papers,
Case Studies, Pictures, Agreements, Contracts, Forms, Marketing Materials, Information on Specific
Topics, Proposals, RFP’s, Fact Sheets, Brochures, Resource Guides, Software Downloads, Articles,
and more.

The Document Resource Library benefits include:
= Document centric model that makes it easy to manage your website’s content.

= Supports all file types including standards such as HTML (.htm), Adobe PDF (.pdf) Rich
Text Format (.rtf), Word Document (.doc), Audio (.mp3) and Video (.mpeg).

= Separation of public content from private content. Individual documents (files) and folders
can be secured, permitting access only to authorized users.

= Secure collaborative workspaces for sharing documents and files amongst members of a
group.

=  Complex version control, checkout and update controls allowing many different team
members to work on the same document and maintain a trail or history of revisions

= Library checkout and check-in feature to track if document is currently being edited and by
whom.

= Approval processing option that places newly submitted documents into a submission queue
pending authorization. Once authorized, documents are made accessible in the Resource
Library. Automated notification is sent to submitters of rejected documents.
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Special support for HTML web pages to include the web page’s related files such as images,
style sheets and scripts.

Integrated easy to use document editor for editing HTML and Text documents. Allows
creation and editing of web pages (documents) without knowledge of HTML.

Authorized visitors can retrieve documents by browsing categories, searching on keywords
and via links embedded in other pages and menus throughout your website.

Search results are enumerated and easy to navigate.

Automated expiration option deactivates documents based on specified expiration date.

= Viewer tracking reports statistics on who, when and what has been viewed.

= Integration of documents with Event Registration, Membership Signup and Product
Catalogue to display and manage Brochures and other related documents.

= Integration of documents in Mini Browsers and Menus to provide direct links to documents.

Some of the components, fields and settings of the Documents feature, discussed in detail in this

chapter, are:

Resource Category Include Link On Home Page Copy
Management page: Home Page Sort Order Paste

Name Use Undo Typing
Description Upload Image Redo Typing
Created By Created By Font Color
Modified By — Modified By Background Color
Active Active Insert Table
ChapterID Expires Date Insert Image
Private ChapterID Insert Link
Search For Documents Topic Insert Rule
page: Private Print

Include deactivated records Document Editor HTML

in search results: Style Option Buttons
Document Category Paragraph .

Document ID Font

Created Date Range Size

Modified Date Range Bold

Topics Italic

Items Per Page Underline

Categories Superscript

Quick Search on Document Subscript

Title Strikethrough

Document Management Left Justify

page: Center Justify

Document ID Right Justify

Document Title Numbered List

Document Description Bullet List

Keys
Append Document
Use Template

Increase Indent
Decrease Indent
Cut
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~__ Please note that we use two different terms to refer to the files that are managed and made
\ n) available by the Resource Library. In the Visitor User Interface we refer to files as
\ = Resources; whereas, in the Administrative User Interface we refer to files as Documents.
The term Resources is used in the Visitor User Interface because it best describes the
purpose to a broad audience who does not posses the training advantage of a PORTALPRODIGY
Certified Administrator. The term Documents is used for Administrators in order to conform with
industry standard terminology for repository based models like PORTALPRODIGY. It also helps to
avoid confusion with file management tools such as Windows Explorer.

1.2 The Visitor Experience

Authorized visitors can retrieve documents by browsing categories, searching on keywords, and via
links embedded in other pages and menus throughout your website. Permitted users may also add
documents.

The Browse Resource Topics Categories page lists each Category as a link along with a brief
(optional) description of the Category.

Browse Resource Tﬂpltl categmies

LT

CoornpuarTy Infcraabon - Thed Rokder ¢ ontadis (erer B iPTRAnGS BOOUE fof COMDAY Pledte Tonl e b Conemn i ! oo
FPT

Produn ] imisrreafan: . Thes Rddey ¢ oEsnt S3A0onS afTrutde Seeit o Droducty Bl Baricel Flagse comisol wl 6y ie
rasbigs 1 P e WO TG il B bl o

Priociuct Manusgh, T foldes contaens oo Product Mancss nclodng User Cusdes. Totoraly and Reference Lisruals

The visitor selects a Category by clicking on the Category name. The Resource Topics for Category
then lists all documents (files) for the selected Category.

Resource Topics For Category "Enterprise Software

Solutions™
e prowices
J e i by koeyverid
Pag 1
% R
Peated O 102000001 ot Updsted On: 06212000 Sow 2K B
Sl Pt
2 Comorpms Potal & Exchangs Softecans G
Pested O 11200001 s Updated On: Q5 1965003 Sgw JK B

St feabre brb

The visitor clicks on a document name to access the document. Depending on the document (file)
type and configuration of the visitors computer, the document is either displayed in their browser,
opened in the documents source application or downloaded as file to the visitor’s computer.
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If the visitor has the necessary security rights they may Check-in E and Check-out @ and
add new © asdoecument  documents.

The visitor may also search for documents using keywords.

Search for Resources:

Erier 12p 10 fve keywords of pvases 1 seieth on Selecing DR between the
Eywords vill widen your search. Selectng AND between keywords wil

AT Your Seafch o —. =
Your iy abso ket your farch o speciic Categones. To g2 this, 561 "Search iy

wrther * 85 "Orly thobe Calegone checked Bplow”, then check each Cabegary
O Y b Seach vt Clek thes = Sion 10 veew 0 Sekect Sub-f B0eganes

|
# OR © AND
|
# OR © AND
I
# oR © AND
|
 OR © AND

Search within: & 8 Categones  Only Srie Calegorss chickd bk

I Development Hesory - Whie Papers £
I™ Fix Bug Requesis
= T Chack Tutorals
™ Software Downloads
5 7 Troubleshootng
- I7 Upgraa Requent
I™ Web Pages

=
© close 0 Clear £ Search
Documents (files) with matching keywords are displayed as follows:

Resource Matches

Your criteriar Category IN [Developmaent History « White Papers, Sulck Tutorials] AMD page
Matches found: 18

Page 13
1, 2P 0% 23 Enhancement Discussions L™
Pedsed On 051 T2004 Larit Uit O 051 T304 Gme TH E
= al ganderg Page ndioong, Ermyr Hardke and Dot Lisary
2 2003 11 12 Paoe Caching 9 G
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Dbt empro b 1aree A FOTe DO 300 wCrea SBTh enpere bics Theb loadeng (em bor Thay Fboimeh Dape:
wiuld pebitantialy decraane f we cached the page . Thin would sequany cosating the page abaad of demand. A
macharmim 85 eraste HTUL paged for sach nen-peuste Produst, Eeesl snd Exchasgs Listng with bnki 16 the sctual

PR b8 U S0 would peouic B Soluien for Qg ndeed on he SeMEh e

A o Documend Bescurce Pl or Piage o the Webote o Oy
Peated On DEDET0M Lt Uigelmtond On1: DEHEI004 Sizw 12K -
Drribed how b wpload paged, rsourcs docurmanali and oter Bled on 15 yoor wibdite. Buldl 8 searchably
Ierrndedipabase. datumen b o L) WiEha S

4, 2 p Link to Surveys Seiection Page 7 L™
Pedted On DEOT/I0M Last Ut Da DRMED004 Bz 2K -3

W tha sy Bk i3 scSeted on the SIpanication's home page, viaban chick on the bnk and scoe the surey Nt
Asrarasiratinn decstis whach Susves Bne Ivaslable 10 i pubbe e whecl e ralabie (o Specl SeCunty Qi
rpguenng kg PORTALPRIOCEY Ssplays sureys and prowdes JCORFS i SCOMENCe with those setegs. The
ey featuee can b a0k up 50 Wdsrn S 3 inaly ek oo the Bome page meny o Jutaiys a0 b scceried v
Tt iratiadid iy evmiill Aok ige &F O Wbl PlgE

When no matching documents are found the following message is displayed.
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Resource Matches

Your critenal rade groups OF professional sianing OR rade LA
Matches found; 0

© Topof Page  @fPrint ) Now Search

When the Visitor clicks on a document link (the document name), the Visitor will be presented with
one of the following:

The document displayed within the content section of the current browser window surrounded by the
Website’s template as shown below:

Cindy - thi weerlds Triendiest fmins fof noapnodn onjisizationt| - Mstrinof emil Explerer
Fie Edt Vew Faveriss Toos Hep ]
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Tl Bres b D el besd prachoe TanTg manust
(quades: and informaten . Such ares of achvly inclade
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rptenton, fun raisey, SONEN, BQalion, QOMTINCE
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rews v hatrbulion, Ineraiidpebati devaspment progris and publc raon
MonProfisQely com belps 5 cherks by providog & ever growing amay of matenials FREE of change
o ol pur software chanls

Heosgeal Operasing Wasuaiy

NonProfitsOnky com 5 biding an adanced essociason and nonprofl

i Mhenr Indernet browser Samply chell heng o wisd e 1S
leeary,

0
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o et

Or the document displayed in a new browser window without the Website’s template as shown
below:
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Or a dialog box asking the user to open or save the document as shown below (this is dependent on

the Visitor’s type of computer and settings):
e N |

5 B B 8 Rl i § i g B e i Okl
W i 00y i i g BOnT, 4N 01 o
-

L N
Fontgpn  Sherl erd Soceeerd
Fom 2]

N e e i 0 P B B O R T R LI T

Opes | e | camw | e |

7 imwvn men. bevboes: cpmng it o ol

Or the document opened by the documents source application such as MS Word, Adobe Acrobat,
etc. as shown below (this is dependent on the Visitor’s computer settings):
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e

1.3 Components

This section describes the various components of the Resource Document Library.

1.3.1 Documents Features Management:

You can access the Documents Feature Management page by Clicking the Features Edit

Features

~4 button located in the Site Management menu column of the Main

o : W Docurments
Administration menu (Ctrl-Alt-m) and then check marking the Documents feature

activation box and then click on the Documents link.

Documents Features Management

Webcome to our knowledgebase. You may access the categones below. However, you mustbe |
an authorized user to wew a more compiéte ksting of Resource Calegones which wall only
display after you properly login. You may also search by keywords and phrases. Agan

+ aepfch for resoltes by Keyword

Browse Resource
Topics by Category
Page Instructions:

L

Entier up 1o fve keywords or phrases to search on. Selecting OR between the keywonds vaill

Search Besources Uy Loy o e cemarch Selecting AND between keypwords will narmow your search

Wiyword Tnctmictions:

IS

Madisige Categorers  Cystom Search Pages

= Browse Resource Topics by Category Page Instructions — used to define the instructions
displayed on the Browse Resources by Category page. The link Search for resources by
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keyword is automatically inserted at the end of the instructions. This link takes the user to
the Search Resources by Keyword page.

= Search Resources By Keyword Instructions — used to define the instructions displayed on
the Search for Resources by Keywords page.

= Manage - links to add and manage the following:

o Categories Link — click to display the Document Categories Management page to
define categories for the Resource Document Library.

0 Custom Search Pages Link - click to display the Custom Search Pages
Management page to define custom search pages.

Version Control
By enabling Version Control on the website, users are provided the ability to:
e Designate published version of a document.
e Undo changes by reverting to previous version.
e Collaborate and approve changes prior to posting.
e Archive and view history of document changes.
e Approve and decline documents or versions.
¢ Notify administrator of document pending approval.

e Command selected documents to open in a new window.

Enable Version Control: IYE!S 'I Default ¥ersion Control To: Mo =
Enable Auto Indexing: IYES 'I Default Auto Indexing To: IYES 'I

Prompt for Auto Archive? I Mo 'I

Furge Mon-Published iarchived) Docurments  Purge Expired Documents

e Enable Version Control Field — This field can be set to Yes or No. When set to Yes,
multiple versions of a single document may be saved.

e Default Version Control To Field — When individual documents are created and saved
to the website, the value of the Version Control field will be initially set to the value
selected here.

e Enable Auto Indexing Field - Auto Indexing is an optional feature that may be
purchased in addition to the standard PortalProdigy license. If the feature is licensed and
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installed, then enabling auto indexing allows the system to index the entire text of any
DOC, RTF, PDF, TXT, HTM, or HTML document for searching purposes. The system
behaves as if all the words composing the document were listed in the Keywords field of
the Document Management page of the corresponding document.

Default Auto Indexing To Field - When individual documents are created and saved to
the website, the value of the Auto Indexing field will be initially set to the value selected
here.

Archived Documents - While creating, modifying and collaborating on new documents,
it is sometimes desirable to have copies of each evolving document available on the
website to your team but not to the public. PortalProdigy’s Version Control feature
provides components to accomplish such a possibility. Using the Add New Version

Button ~© on the Document Management page, users can load several versions or a
document without publishing to the visitor’s Resource Document Library. Later,
administrators or other permitted users on the team can review the Archived documents
from the Document Version Management page by clicking on the View Versions button

|3 on the Document Management page.

Document Version Management

Last Modified Last Modified
Date By

1 1 11/26/2008 Reuning, Stephen  dac s M
C &)
F 5
G &)
F 5
Ca &
F 5

Page|1 viof1 Rows:l T o

Checkoutf

ey Check-in

Yersion File Type Manage

2 2 1112852006 Reuning, Stephen doc

3 3 11426/2006 Feuning, Stephen  doc

112612006 Reuning, Stephen doc

11262006 Feuning, Stephen doc

11262006 Reuning, Stephen doc

B | By | By B | By | Ny

4
6
4
7

11426/2006 Feuning, Stephen  doc

Prompt for Auto Archive? Field — You may select No to avoid an annoying prompt
when you are loading large numbers of documents. It is suggested that it always be set to
Yes.

Purge Non-Published (Archived) Documents Link — Clicking on this link
accesses the Purge Non-Published (Archived) Documents search page which is used to
locate archived documents and the purge them.
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Non-Published (Archived) Documents

Date Creatad: I tgl Date Modified: | tnl i
[tems Per Page: |1U

Search

= Created Date Range Search Field —Entering a date in the first text box only, will
retrieve all Documents with Created Date greater than or equal to the entered date.
Entering a range is inclusive of entered date values.

= Modified Date Range Search Field — used to search by date last modified range. Works
the same as Created Date Range.

Found Documents

Page 1of 1 Total matches: &

1D Titde Yersion Published Document ID
162
20
20
201
201
20
20
145

168 Millennium OneFager
195 testArchive Document
196 testArchive Document
187 testArchive Document
188 testArchive Document
1949 testArchive Document
200 testArchive Document
202 ExpertTips1io5

R M B 3 k2 — R

Cancel Purge

- P . e
Clicking on the Purge Button "= Wil delete all documents in this list from the

Document Library. They will be deleted PERMANENTLY and shall not be recoverable.

e Purge Expired Documents Link —

Approval Processing -
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Enable Approval Processing? Mo =

Administrator Approval Notification Template: I ----- vl

Administrator Approval Notification Email Address: I

Administr-ator Approval Notification Security Group: I ————— j

Administrator Approval Notification Special Interest Group: I ----- VI

e Enable Approval Processing Field - This field can be set to Yes or No. If selected to
Yes, the Approval Status of the document is set to Pending as displayed in the Approval
Approwval Status: o
Status field : on the Document Management
page of the affected document until approved or declined by an authorized user.

e Administrator Approval Notification Template Field — If the Approval Processing
Field is set to Yes and a notification letter is selected in this field, then notices will be
automatically broadcast to individuals based on the settings in the Approval Notification
Email Address, Administrator Approval Notification Security Group and Administrator
Approval Notification Special Interest Group Fields.

At least one broadcast template for the Object Type = Document must be created or
nothing will show up in the selection list. Broadcast templates are created by clicking on

Broadcasting + %
the Broadcasting Add Button located in the Contact
Management menu column of the Administration Menu (Ctrl-Alt-m).

Broadcasting

Type: @ Email ' Export to Mail Merge File

Sender’s
Email:

|D0cuments@ponalprodigy.com

Subject: |New Yearsion of Document Requires Authorization

Body Format: (* TxT  HTML

A new docurment version has heen added to wehsite and vour review and approval is requested. -

Document Mumber: =%D0OCUMENT:PublishedversionlD%=
Mewy Wersion Document Mumber: =%DO0CUMENT:ID% =
Document Mam: =%DOCUMENT Name%=

ersion Created by, =%D0OCUMENT. CreatedBy%=

Message:

Thank You

Docurment Deparment |

e Administrator Approval Notification Email Address Field — Enter an email address
here if you want approval notifications to be sent to a specific email address.

e Administrator Approval Notification Security Group Field — Select a security group
from the list here if you want approval notifications to be sent to members of a specific
security group.
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e Administrator Approval Notification Special Interest Group Field - Select a special
interests group from the list here if you want approval notifications to be sent to members
of a specific special interests group.

Options:
Tobics Used to create Topic headings for organizing Resources
e Documents.
Save Saves the settings.
Print Print the current page (contents of your browser window)
according to your browser’s print settings.
Cancel Close the page discarding all entries and edits.
Close the page and save changes. PORTALPRODIGY
will prompt to save changes. OK response saves changes,
Close closes page, and returns to previous page. CANCEL
response discards all entries and edits (same as Cancel
button).

1.3.2 Document Categories Management page:

Used to Add, Edit and Delete Document Categories. The Document Categories Management page is

reached by clicking on the Documents Browse Button “2“*™<"* & ¢ located
in the Content Management menu column of the Main Administration Menu (Ctrl-Atl-m) and then
clicking on the Categories Manage link of the Search for Documents page.

Search For Documents

Include deactvisted recards in search resutts [

s 5 “ \//\> Cateqgaries Manage
3 —_—
o ent ID: ; Tite: i

Categories are displayed as a hierarchal tree structure.
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Document Categories Managemeant

= 1 Resource Library Categories
1 Davelopment History - White Papers
_1 Fix Bug Requests
= Quick Tutorials
! Software Downloads
t ] Troubleshooting
—I Upgrade Request
—l Web Pages
= = System Flles
—1 Broadcast Attachments
1 Brochures
1 Greeting
- Maore Information
_I| Mews Documents
1 Press Release Template

= Edit the selected Category — click to display Document Category Management page to edit the
selected (highlighted) category.

= Add Sub-Category to Selected Category — click to display Document Category Management
page to add new category as sub-category of selected (highlighted) category.

= Delete the selected Category — click to remove the selected (highlighted) category.

* Include Deactivated Records checkbox — check to display categories that have been deactivated
(Active = No).

Option Buttons:

Close the page and save changes. PORTALPRODIGY
will prompt to save changes. OK response saves changes,

Close closes page, and returns to previous page. CANCEL
response discards all entries and edits (same as Cancel
button).

Brint Print the current page (contents of your browser window)

according to your browser’s print settings.
Main Menu Close the page and go to Site Administration Main Menu.

1.3.3 Document Category Management page:

Used to define a category.
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Document Category Management

i:‘.".'l:!'.'l'-"-"llcfll Hisiory - VWhile Fapesrs
|4 collection of decuments trackng PortalProdgy’s soltware development. These are prowded for contexd

|ondy. They wene working documents b The time they were created and may not necessanly document
[mpdemermiaton as il ukimabely occured. Our purpose |

101 |Yes =

|Yes =

Category ID — the unique record ID assigned by Portal Prodigy to the Category. This is only
displayed in edit mode, after the new category record has been saved for the first time.

Parent ID — the unique record ID assigned by Portal Prodigy to the Category’s Parent
Category. This is only displayed in edit mode, after the new category record has been saved
for the first time.

Name - this is the Category’s name. Category names are listed on the Browse Resources by
Category page. The Category names are listed in the Document Management page as
checkboxes. A single document can be placed in multiple categories.

Description — enter textual description of the Category. The Description is displayed after
the Category Name on the Browse Resources by Category page. It allows you to provide an
explanation of the categories content and usage.

Always Show Category Name - this setting only applies when the Category is set to
Private. It is used to allow all non-authorized users to see the Category Name, but not allow
them access to the category’s contents. Unauthorized users will receive a message notifying
them that need special permission to access the categories contents. Set to Yes, to display the
Category Name to all users. Set to No to hide the Category name from unauthorized users.

Created By — the name of the user that created the record and the date it was created. Lists
user’s first name followed by last name.

Modified By — the name of the user that last modified the record and the date it was last
modified. Lists user’s first name followed by last name.

Active — by default this value is set to “Yes”, which means the record is active and available
for use. To deactivate a record, set it to “No”. Deactivating a record is a logical form of
deletion. It is used to remove the record from future use, yet maintain the relationship with
existing data. Reports by default only include active records; however, there is a reporting
option that allows inclusion of deactivated records.
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= ChapterID - This value is only applicable if you are using the PORTALPRODIGY Site
Synchronization feature. It is used to specify the Chapter that has primary ownership of the
record. For further information see the chapter on Site Synchronization.

= Private - by default this value is set to “No”, which means the record is publicly available to
all visitors of your site. To limit access to authorized users only, set to “Yes” then check
each Security Group to be granted access. Security Groups are only listed when Private is
set to “Yes”.

Option Buttons:

Save Saves the Category record.

Print Print the current page (contents of your browser window)
according to your browser’s print settings.

D Removes the Category from the Resource Document

elete .

Library.

Cancel Close the page discarding all entries and edits.
Close the page and save changes. PORTALPRODIGY
will prompt to save changes. OK response saves changes,

Close closes page, and returns to previous page. CANCEL
response discards all entries and edits (same as Cancel
button).

1.3.4 Search For Documents page:

The Search for Documents page is reached by clicking on the Documents Browse Button

4 & ¢ located in the Content Management menu column of the
Main Administration Menu (Ctrl-Atl-m).
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Search For Documents

Include deactvisted recards in search resutts [

E:;:;;ew"t | S\ Catenories Manane
Document ID: I— Titde: I

Keywords: I File Type: I—

Include: IF'Ub”ShEd Dacuments Only j Approwval Status: All =~

Modified By ID: I— 9

L — e B —

Topic: Im lterns Per Page: |1U—

Search

Quick Search on Document Title:

&l el el ol B Fl ] ] 1| 3] k| 1| M W] o] B| o B] 5| 7| u] ¥| w| =] ¥ 2]

Al Mewy Clear Print fdain Menu

Include deactivated records in search results: when unchecked, only active records are
included. Check to include reactivated records.

Document Category - used to search for documents by categories. The —* option is used
to lookup categories using the Document Categories Selection page.

Categories Manage — link to Categories Management to add, edit and delete Document
Categories.

Document ID — used to search for documents by their Document ID.
Title — used to search for documents by title.

Keywords — used to search on document keywords. These are the keywords entered in the
Document Management page.

File Type - used to filter documents by file extensions such as .txt, .doc, .doc, .jpeg, .mpeg,
html, etc.

Include - used to search for pending or archived versions of documents, published versions
or all documents.

Include: lPUb”ShEd Documents Only Ll

[Non-Published Documents Only
All

Approval Status — used to filter documents based on their Approval Status.
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Modified By ID — Click on the Lookup Icon ™ to search for a specific contact record and
filter for documents modified by that user.

Created Date Range — when a new Document is added, PORTALPRODIGY stores the date
maintained by the PORTALPRODIGY web-server system clock with the Document record.
Entering a date in the first text box only, will retrieve all Documents with Created Date
greater than or equal to the entered date. Entering a range is inclusive of entered date values.

Modified Date Range — used to search by date last modified range. Works the same as
Created Date Range.

Topics — used to search for documents by document topic. Defaults to All Topics.

Items Per Page — used to control how many documents are listed at a time in the matching
documents. Defaults to 10. If the number of matching documents is greater than the
specified Items Per Page, navigation options are displayed to scroll through them. This
feature minimizes network traffic.

Quick Search on Document Title — click on a letter to list all documents that have a
Document Title beginning with that letter.

1.3.5 Document Management page:

The Document Management page is reached by clicking on the Documents Browse Button

™ = e
LroCcuments

4 & ¢ located in the Content Management menu column of the Main

Administration Menu (Ctrl-Atl-m) and then searching for a document or clicking the Add New

Button.

Used to add, edit, and remove documents from the Resource Document Library.
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General section:

Document Title:

Document Description:

Keywords:

Append Documen t:
Mini Web:
Mini Web Keyword Search

Page Title:

Mini Web Keyword Search
Page Instructions:

Use Template:

Open in New Window:

Document Resource Library in Detail

Document Management

Mo =

‘fes *

Mo -

Window Width:

EEI

Approval Status: Approved =

Document ID - this is assigned automatically by PORTALPRODIGY when you save the
document record. It can be used in other feature components to retrieve the document.

Document Title — enter a name for the document. This name may be different than the
physical file name.

Document Description — you may enter a brief summary of the document here and
applicable usage instructions. This description will be displayed following the Document
name in all document listings pages.

Keywords — this is used to enter keywords and phrases for indexing and performing
document searches. Enter one keyword or phrase per line. Press enter to go to next line.
You may enter an unlimited number of keys.

Append Document - when creating a new record, an empty text box is displayed. You may
enter the path and file name into the text box, e.g. “c:\my documents\PortalProdigy.htm”, or

you may use the button to locate and select a document (file) that is stored on
the user’s work station.

Mini Web - the default is No. Mini Web’s are created using Web Help Builder, a software
tool for converting Microsoft Word documents into mini Websites complete with Table of
Contents, Index, Navigation Options, and Keyword Search capability. Web Help Builder is a
product of Brolin Corporation. Contact your Portal Prodigy representative or IBCA for more
information about Web Help Builder. Set Mini Web to Yes, when loading a Mini Web into
your Resource Document Library.
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Mini Web Keyword Search Page Title — used to define the title displayed on the Mini
Web’s Keyword Search page. Only applicable when Mini Web is set to Yes.

Mini Web Keyword Search Page Instructions — used to define search instructions
displayed on the Mini Web’s Keyword Search page. Only applicable when Mini Web is set
to Yes.

Use Template — the default value is Yes, which instructs PORTALPRODIGY when possible
to display the document (file) within your website’s template pages. Set this to “No” if you
want to the document (file) to be displayed in a separate window without your website’s
template. Common document (file) formats such as “.htm”, “.txt” and *“.pdf” can be
displayed within your website’s template. Documents (Files) requiring third party software
to host (open) the document, may not operate within your website’s template. If the user’s
computer is not setup to auto-run the third party software required by the document (file),
PORTALPRODIGY will prompt will allow the user to download the file to their computer.

Open in New Window — Sometimes it is desirable to have a document open in a browser
window other than the one that is active, such as what are commonly called pop-ups. If you
want a document to open in a different window when visitors to your site select it, then select
Yes for this field.

Window Width — If you select Yes for Open in New Window, indicate the pixel width of the
new window (typically between 600 and 800).

Approval Status — When using version control, this field indicates whether a document is
approved to be displayed on the visitor’s portion of the website.

When editing an existing record, the Append Document option is no longer visible.

Document Categories section:

Resource Library Categomnes

Development History - Whete Papers
Fix Bug Reguesis

[ Queck Tulosials
Software Downdoads
Troubleshooting
Upgrade Raquest

¥ Web Pages

= Syslemn Fies

Categories — Controls location in the public portion of the website Browse Document
Library pages. Check each Category that the document is to be listed under.
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Resource Categories

YWelcome to our knowledgebase. You may access the categories be
only display after you properly login. You may also search by keywo
against users' permissions. Click here to search for resources by ke

® Developrment History - YWhite Papers

A collection of documents tracking PortalProdigy's software developmert. The
implememtation a= it ultimately occured.

* Fix Bug Requests

Contains documents requesting fixes to bugs, glitches and process flaws.

e |BCA Tools & Docurnentation

Locate documents, manuals, forms, and other digital tools developed for Port:

ternal Projects

® |p

Thiz iz a private folder for exchanging project documents.

® |rmvestor Relations

Contains documents related to Portal Prodigy, Inc. funding.

& Pradirt Sonnnt Nacnments

o0 Resource Library Categories — all Categories defined using Categories

Management are listed here. These are the Categories that are listed in the Resource
Document Library Browse Resources by Category pages and as search criteria on the
Search Resources by Keyword page.

System Files — these are special categories created and used by the Portal Prodigy
system. When a Brochure is added to a Product, Portal Prodigy automatically creates
a Document record and places the document into the Resource Document Library and
assigns it to the System Files > Brochures Category. You may also add documents to
these categories via Document Management.

*  the plus sign is displayed when a Category contains Sub-Categories. Click on
the plus sign to expand the category to view its sub-categories.

Version Control Section:

By enabling Version Control on the website, users are provided the ability to: designate published
version of a document; undo changes by reverting to previous version; collaborate and approve
changes prior to posting; archive and view history of document changes; approve and decline
documents or versions; notify administrator of document pending approval and command selected
documents to open in a new window.

Enable Version Control: IYES "I

Version Notes:

-

Published ¥ersion Document ID: 201
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Enable Version Control Field - This field can be set to Yes or No. When set to Yes,
multiple versions of a single document may be saved.

Version Notes - This free form memo field is used to communicate with others who may
be collaborating on the master document.

Version Number - If version control is enabled and several versions of a document are
archived then the sequential number based on the order entered is displayed here.

Published Version Document ID - Indicates the Document ID of the published
(active/displayed on public portion of site) version of the document.

View Versions lIcon LN While creating, modifying and collaborating on new
documents, it is sometimes desirable to have copies of each evolving document available
on the website to your team but not to the public. PortalProdigy’s Version Control feature
provides components to accomplish such a possibility. Using the Add New Version

Button % on the Document Management page, users can load several versions or a
document without publishing to the visitor’s Resource Document Library. Later,
administrators or other permitted users on the team can review the Archived documents
from the Document Version Management page by clicking on the View Versions button

|3 on the Document Management page.

Document Version Management Page

Document Version Management

Yersion LaStg‘;;:':iﬁed Lt I:I;:rdified File Type Yiew Manage E:zit?;‘:‘t"r
1 1 11/26/2008 Reuning, Stephen  dac 7 L
Z 2 111262006 Reuning, Stephen  dac 7
3 3 11/26/2008 Reuning, Stephen  dac s [
4 4 11/26/2008 Reuning, Stephen  dac 7 [E
5 5 11/26/2008 Reuning, Stephen  dac 7 Dig By
6 6 11/26/2006 Reuning, Stephen  dac 7 [
7 7 11/26i2008 Reuning, Stephen  dac s  [E
Page[1 -] of 1 Rows: [ 7 )
View Icon ““ —opens the corresponding version of the document in a browser

window.
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Manage Icon — opens the Document Management page for the corresponding
document in a browser window.

Check Out Icon — Click on this button to checkout the document (file). You will
be prompted to open or save the file. When you checkout a document (file),
PORTALPRODIGY sets the records status to checked out and stores your User Name
and the Date as the person that last checked it out. It will clear this when you check the
document (file) back in. Note that it only records the most recent person who checked
out the document. Thus if someone checks it out before you check it back in, it will
replace the checked out by with the new persons User Name and Date.

Check-In Icon - Click on this button to update the document (file). It displays the
Document Check In page, allowing you to save (upload) an updated version of the
document (file). See previous explanation of Append Document field.

; -- Web Page Dialog ilil

& wWhat would waou like ko do?

Create new wversion Feplace exizting version

http: f217.79.34.226/surgic: | 4 Inkernet I

Documents Mini Browser Options section:

;i..'o- _:. wil .I.I...hll = —=o I__

= Include Link On Home Page — defaults to “No”, which means the document (file) will not
be displayed in the Home Page Resource Mini Browser. Set to “Yes” to display the
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document in the Home Page Resource Mini Browser. Note that this feature must be enabled
in Greeting Features Management.

= Home Page Sort Order — (only applicable when Include Link On Home Page is set to
“Yes”) defaults to “0”, which means PORTALPRODIGY will list the Document
alphanumerically amongst all documents with sort value of “0”. PORTALPRODIGY sorts
on Document Title. To control the sort order, enter a number (integer) value.
PORTALPRODIGY lists documents sequentially based on Sort Order starting with O.
Documents with duplicate Sort Order values are sorted alphanumerically within the Sort
Order sequence.

= Use — (only applicable when Include Link On Home Page is set to “Yes”) defaults to
“Bullet”, which will cause the Home Page Mini Browser to list the documents with bullets.

To display with a thumbnail image, set to “image”. This will enable the Upload Image
(Biowse. Jbutton,

= Upload Mini Browser Image— (only applicable when Include Link On Home Page is set
to “Yes” and Use is set to “Image”.)enables you to attach an image to be displayed in the
Home Page Resource Mini Browser. Select h button to load image.

Document section:

The Document section is not visible when creating a new record. It is only displayed after the
record has been saved and you are in edit mode.

il Pl Magie IS:I_ 3.“!&.

= Original File Name — when creating a new record, an empty text box is displayed. You may
enter the path and file name, e.g. “c:\my documents\PortalProdigy.htm” or you may use the ,

LA

o] Click on this button to edit HTML and Text documents (files). This button
only displays when the file type is either “.htm” or “.txt”.

% Click on this button to update the document (file). It displays the Document
Check In page, allowing you to save (upload) an updated version of the document
(file). See previous explanation of Append Document field.

i

o] Click on this button to checkout the document (file). You will be prompted to
open or save the file. When you checkout a document (file), PORTALPRODIGY
sets the records status to checked out and stores your User Name and the Date as the
person that last checked it out. It will clear this when you check the document (file)

0 Click on this button view the document.
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back in. Note that it only records the most recent person who checked out the
document. Thus if someone checks it out before you check it back in, it will replace
the checked out by with the new persons User Name and Date.

The available Categories are listed down the right hand side of the page. Check the Categories
that you want to the document (file) to be assigned to. Categories are defined in Resource
Category Management.

Vit -
123172005 =

Hore b

Mo |

= Created By - the name of the user that created the record and the date it was created. Lists
user’s first name followed by last name.

= Modified By — the name of the user that last modified the record and the date it was last
modified. Lists user’s first name followed by last name.

= Active — by default this value is set to “Yes”, which means the record is active and available
for use. To deactivate a record, set it to “No”. Deactivating a record is a logical form of
deletion. It is used to remove the record from future use, yet maintain the relationship with
existing data. Reports by default only include active records; however, there is a reporting
option that allows inclusion of deactivated records.

= Expires Date - by default this is empty. When a date is entered, the document will no longer
be available in the Public Interface after the expiration date. The document shall still be
accessible using Document Management.

= ChapterID - This value is only applicable if you are using the PORTALPRODIGY Site
Synchronization feature. It is used to specify the Chapter that has primary ownership of the
record. For further information see the chapter on Site Synchronization.

= Topic — by default this value is set to “None”, meaning the document (file) is not assigned to
a Topic. To assign the document (file) to a Topic, select one using the list box. Topics are
used to breakdown the display of documents (files) within Categories. Topics are defined in
Document Features Management.

= Private — by default this value is set to “No”, which means the record is publicly available to
all visitors of your site. To limit access to authorized users only, set to “Yes” then check
each Security Group to be granted access. Security Groups are only listed when Private is
set to “Yes”.
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1.3.6 Document Editor:

Used to created and edit HTML documents. Click on the HTML Editor Icon = on the Document
Management page to use the Document Editor.

Edit Documeant

; I i Cortain associabon actrabies hme ssgnificant aflect on

mambership and require conssstant alenhon and masmienance
Unfortanately, thisa arsas bnd o suffer considerably bocause $af and
volundaers donl have aasy and immedaie access o the labes basl
prachiees Maining mansak, gusdes and information, . Such arsas of
acinaly mchade: mambarship record mainlanance, mambar resnsgmanl
and rebanton, fund raising, edecaton, lBgraalion, govamance, budgaling
and financa, communicalions resourceo nobworks, naws compiation and
dstnbuton, knowisdgebase development, programs. and puksdc relstons
MonPrafitsOnly com halps its chonts by prosvading an v growing array af maleniak FREE of changs 1o & our
software chamls

S Cancal Clerss

= Style: do not use this option.

= Paragraph - used to select a preformatted font, size and other formatting characteristics.
Applies to either the paragraph where the cursor is positioned or to all paragraphs that are
highlighted by the cursor.

= Font: used to select a font for the highlighted block of text or new text inserted at the current
cursor position.

= Size - used to select a font size for the highlighted block of text or new text inserted at the
current cursor position. Select from the standard HTML values of 1-6.

= Admin Option — This selection list provides a shortcut hyperlink insertion method to
specific records in the website. Need a link to document 195? Select Admin Option =
Document and then type 195 into the Insert Admin Option dialog window and click the OK

Button oK

Admin Option LI 4} Insert Admin Option
Admin Option -~

Category Search Page | Option ID: |1EIE|
Discussions

2%

‘Documents

Events

Exchange Add

Exchange Search =
Exchange Update
Member Directories

Membership Types :
News v | ¢ httpifj217.79.34.2

[8]34 Cancel

8 Internet &
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Window Width — enter pixel value (400px) to specify maximum width in pixels or
percentage (75%) to indicate maximum width as percentage of window.

e

1 Option ~iltoow o
0 oo A S | [&£] & = = BR

[ e = Moo= = g i
Edit Document

Click Refresh Icon “ to refresh screen.

Bold - used to bold either the highlighted block of text or new text inserted at the current
cursor position.

Italic: used to italicize either the highlighted block of text or new text inserted at the current
cursor position.

Underline: used to underline either the highlighted block of text or new text inserted at the
current cursor position.

Superscript: used to superscript either the highlighted block of text or new text inserted at
the current cursor position.

Subscript: used to subscript either the highlighted block of text or new text inserted at the
current cursor position.

Strikethrough - used to place a strikethrough either the highlighted block of text or new text
inserted at the current cursor position.

Left Justify: used to left justify (align to left side of page) each paragraph within a
highlighted block of text or the paragraph where cursor is positioned.

Center Justify: used to center justify (align to middle of page) each paragraph within a
highlighted block of text or the paragraph where cursor is positioned.

Right Justify - used to right justify (align to right side of page) each paragraph within a
highlighted block of text or the paragraph where cursor is positioned.

Numbered List: used to sequentially number each paragraph within a highlighted block of
text or the paragraph where the cursor is positioned.

Bullet List: used to bullet list each paragraph within a highlighted block of text or the
paragraph where the cursor is positioned.

Increase Indent - used to increase the margin indentation of each paragraph within a
highlighted block of text or the paragraph where the cursor is positioned.

Decrease Indent: used to decrease the margin indentation of each paragraph within a
highlighted block of text or the paragraph where the cursor is positioned.

Cut: used to cut the highlighted block of text and place on the clipboard.
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Copy: used to copy the highlighted block of text and place on the clipboard.

Paste: used to past the current contents of the clipboard into the document where the cursor
IS positioned.

Undo Typing: used to undo the last action taken or to undo the last contiguous insertion or
deletion of text.

Redo Typing - used to redo the last action that was undone or to redo the last contiguous
insertion or deletion of text that was undone.

Font Color - used to change the font color of either the highlighted block of text or change
the font color for new text inserted at the current cursor position.

Background Color: used to change the background color of either the highlighted block of
text or change the background color for new text inserted at the current cursor position.

Insert Table: used to insert a table at the current cursor position

Insert Image: used to upload and insert an image at the current cursor position
Insert Link: used to insert a link to a URL at the current cursor position
Insert Rule: used to insert a ruler line at the current cursor position

Print: used to print the document.

HTML - check to view HTML code. When unchecked the user sees the document as it will
be displayed (WYSIWYG).

Option Buttons:
Sav .
"% used to save the document and close the page. It automatically saves and closes the
page without prompting.

Cancel
used to close the document discarding all entries and edits.

Close

used to close the document and save changes. PORTALPRODIGY prompts the
user, asking if they want to save the changes. OK response saves changes, closes page, and
returns to previous page. CANCEL response discards all entries and edits (same as Cancel
button).

1.4 Feature Administration

Before you begin building your knowledgebase give some thought to how you want to organize your
documents. You can organize your documents by Categories and within Categories by Topics. You
use Resource Category Management to add, edit and delete Categories. An individual Document
can be assigned to one or more Categories. Document Topics are maintained in Documents Feature

Page 28 of 59



Document Resource Library in Detail

Management. An individual document can be assigned to a single topic, which will be listed in each
Category that the document is assigned to.

You may also enter keywords for each document that are indexed and searchable within the Visitor
user interface. Keywords are entered using Document Management, which is available in the
Administration User Interface or using the Add Document feature, which can be made available to
permitted users in the Visitor User Interface.

Document Management is where you add, edit and delete Documents. Using Document
Management you can assign a document to one or more Categories, specify the document to be
included in the Resource Mini Browser on your home page, enter a summary description and
instructions to be displayed in the Document Listings, define how the document is to be displayed
(within your site’s template or in separate window), and assign access rights to the document.

You can also use Document Management to enter an expiration date for a document. Upon
expiration, the document is no longer available in the Visitor User Interface, yet the document
remains in the repository and available in the Administrative User Interface.

Various feature components within PORTALPRODIGY provide the ability to attach special
documents such as Brochures, Credit Terms, and Order Terms and Conditions, etc.
PORTALPRODIGY stores these documents in the Document Resource Library. By default, they
are placed in Categories (Sub-Categories of System Files Category) that are set to private and
accessible only by Administrators. This can be changed to make them accessible to other Security
Groups or accessible in the public interface.

The first time you upload a document to Portal Prodigy, you will be prompted to install the Software
Artisan’s File Upload applet. This is a Java applet that enables you to load files to the Portal Prodigy
Resource Document Library. When prompted confirm that it is Ok to install this component.

1.5 Tutorials

1.5.1 Add a New Document Category:

Go to the Site Administration menu.
Click the Document " icon to display the Search For Documents page.
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Search For Documeants

Bocument |

oty . Caiegones Manage
Document I Title: }
Hioywords: [

L] Madidied u
gl & ol A ] & o &
Topc | A Tegres =] fems Per Page: |1|:|

Saarch
Chack Search on Documaent Tike

T T = T T - R T

Click on the Categories Manage link to go to the Document Categories Management page.

Document Categories Management

Ecdit the sslecied Calegory
A = Category to Selected Category
Dadete the selected Catlagary

Incheda Feactivated Reconds: r

| ¥

# 1 Resource Library Categories
1 Development History - White Papers
[ Fix Bug Requests.
O Quick Tutarials
- 21 Software Downloads
#- 1 Troubleshosting
~ G Upgrade Request
- 21 Web Pages
= 1 System Files
~ |-l Broadcast Attachments
21 Brochures
I Greeting
-~ |=J More Information
1 News Documents
23 press Release Temolate =

L

Click on Resource Library Categories to highlight it.

Click on the Add Sub-Category to Selected Category link at the top of the Document Categories
Management page.

Document Category Management

INane: '

Bescripilan: j

Abways show |'|'¢F -

Cateqganry Hame:

Active: | -
Chaptor D 1
Privats: |N-a -
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Enter a Name for the Category. You may also enter a description of the Category, but this is not

required.

Close
Click on and confirm save when prompted.
1.5.2 Edit a Document Category:

Go to the Site Administration menu

Click the Document % icon to display the Search For Documents page.

Search For Documents

Inzhudy Saactialsd 1acoeds in aamck eesutts |

Bocumeant

Category -

Keyweoe:

I
(isCuiFritdir TEx [
I
I

Harge

Chack Search on Documaent Tike
&l 8] & o] = F & B @&

1] K| | M} N G| [F] B R| &

Shlegones Manae
Title: [
llll.:lullu--l'-.l.llu | D 2 | D
Baistgre
15 F 1o
Seanch

T ] ) w = ) =

Click on the Categories Manage link to go to the Document Categories Management page shown

below.

Document Categories Management

= 1 Resource Library Catagories
1 Davalopmant Histary - White Papers
I Fix Bug Requests

3 | Quick Tutorials

1 Software Downloads

I Troubleshooting

| Upgrade Request

—l Web Pages

= 1 System Files
—1 Broadcast Attachments
1 Brochures
1 Greeting
—1 More Information
_II News Documents
1 Press Release Template

=

Click on the name of the Category you want to edit then click Edit the Selected Category. This will
display the Document Category Management page shown below.
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Software Sehups and Lipdates

Yoy will only see T fles Tl you have acccess 1o based on your logn rights. ¥ you J
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Browd page. |
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Yoz |

he =

Close
Edit the category and when finished click on and confirm save when prompted.

1.5.3 Delete a Document Category

Go to the Site Administration menu
Click the Document "% icon to display the Search For Documents page.

Saarch Criteria

DBocumment
Category:

DsCuiFrsatiir KOk
Moot

Craated Date
Harga

Topde

Search For Documents

Inzluds deactiated mceeds in Eﬂﬂ!mﬂl'_

l_ L CHegones Manags
|'_ Tt |
|
| = . I =5 Maodiffed Date | = | E
to B! -
[A8 Topics. B fems Per Page o

Saarch

Chack Search on Documaent Tike
u| 'a] e| o] E| E & ] e e M E o ) E R s e ] e ] e

Click on the Categories Manage link to go to the Document Categories Management page shown

below.
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Document Categories Management

= 1 Resource Library Categories ——
1 Davelopment History - White Papers
_1 Fix Bug Requests
i | Quick Tutorials
! Software Downloads
t ] Troubleshooting
1 upgrade Request
—l Web Pages
= L] System Flles
—1 Broadcast Attachments
1 Brochures
1 Greeting
- Maore Information
_I| Mews Documents
1 Press Release Template - |

Click on the name of the Category to delete then click Delete the Selected Category. When
prompted, click Ok to confirm deletion of the Category.

1.5.4 Add a New Document from Visitor Portion of the Site:

To access this feature, you must be logged in and belong to a Security Group that has Edit rights
assigned to the ResourceDoclLibrary-Add&Update (Public) Security feature component.

= Select a Category: From Browse Resource Topics Categories page select the Category you
want to add the document to by clicking on the Category name.

Resource Toplcs For Category “Product Information™

The Elpsour e Canter prows
« RRaech by hewwsi

age
1. Gabealighr Fogture Crorvdw LA
Poateed O BRTITIY Lirnd Uit O £ 70 Seu LK ﬂ'
7 IestSaesmoked =i G
o el % -3

Th i s b choxs el ., b o

% ekl ol S0 porril cioe, 9 hg

) Add Docement ) Top of Page  {§ Print

= Add Document: Located at the bottom of the page is the @ #dsapacument option. Click on this
to display the New Resource page.
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Document Details

Document Title:

Documen t Description:

E
E
Keywords: =]
E
Append Document: I Browse... | I Use Upnload Applet
Mini Web: Mo -
— =3 |

Browse: Click on the button to locate and select the appropriate document (file)
that is stored on your system.

The first time you upload a document from a computer using PORTALPRODIGY, you
may be prompted to install an Active-X component from Software Artisan’s.
PORTALPRODIGY uses this component to efficiently and reliably load documents via
the HTML protocol. If this sounds entirely too technical, just answer Yes and leave it at

that. You will not prompted to do this again, unless you change your computer
configuration.

Upload Prompt: Click Ok to confirm upload:

|
The fellovang fles have been selected [or uplaading. Do you sgree to upload?
E:\Projectz\HonProfitsOnjy comi U seg Guides\DrderPolicies, b

Ok | Concel|

[Wrarning: Applet Window

Transfer Status window - This window provides a status of the file transfer. It will close

automatically when the transfer has been completed and the following Success message will
be displayed.

[ teansierstatus SRR

Cument LIRL: hitp: /oudB9757-b/maapcs’
Cument flename: OrderPobcies bd
File 1061
Coneel|
File 2100
Total &: 100

Estimabed appeosamate remaining tme: 01
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Confirmation Message: at this point the document has been successfully uploaded. You
may click Ok to return to the previous page or select any link from the available menu
options.

The Tile OrderPolicies.tsl was uploaded successTullyt

O s Mani)

1.5.6 Checkout a Document from the Visitor Portion of the
Site for Editing:

To access this feature, you must be logged in and belong to a Security Group that has Edit rights
assigned to the ResourceDoclLibrary-Add&Update (Public) Security feature component.

If the visitor has the required access rights they may Check-out

[t

a document from the Visitor

User Interface.

Locate the Document: The first step is to locate the document. This may accomplished by
using either the Browse Resource Topics by Categories or the Search by Keyword option.
Both of these methods produce a listing of documents.

Select Check-out: To the right of the document name click on the Check-out a
document icon. Your computer system will display a File Download dialog box similar to
the one below. Note that the actual dialog box is dependent on your operating system.
Select Save.

Save As: Your computer system will display a dialog box for you to select a folder to save
the file to.
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R |

€ roe i

o
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“_4 P s "_:.,:.J

__—— HTML Documents that contain images, scripts or style sheets are downloaded as a single
n) compressed zip file that contains the .htm page and all the related files. These files
require an unzipping tool such as WinZip to open them.

When the download is completed the following dialog box is displayed.

pmr— BEC

1.5.6 Update Document from the Visitor Portion of the Site:

To access this feature, you must be logged in and belong to a Security Group that has Edit rights
assigned to the ResourceDoclLibrary-Add&Update (Public) Security feature component.

When the Visitor has the required access rights they may use the Check-in %' a document from
the Visitor User Interface to load a file from their computer.

= Locate the Document: The first step is to locate the document. This may accomplished by

using either the Browse Resource Topics by Categories or the Search by Keyword option.
Both of these methods produce a listing of documents.

= Select Check-in: To the right of the document name click on the Check-in @ a
document icon. This displays the Document Check In page.

Documaent Check Tni

- EEUEE - T
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Browse: Click on the button to locate and select the appropriate document (file)
that is stored on your system.

The first time you upload a document from a computer using PORTALPRODIGY, you
will be prompted to install an Active-X component from Software Artisan’s.
PORTALPRODIGY uses this component to efficiently and reliably load documents via
the HTML protocol. If this sounds entirely too technical, just answer Yes and leave it at

that. You will not prompted to do this again, unless you change your computer
configuration.

Upload Prompt: Click Ok to confirm upload:

Do you agree to upload? 1 =]
The: follovang fles have been selected (o uplosding. Do pou sgree to upload?
E:\Progect s\ onProfits0ny com Ul ses Gusdes\DdeP obcies. b

Ok | Cance|

[Warming: Applet Window

Transfer Status window - This window provides a status of the file transfer. It will close
automatically when the transfer has been completed and the following Success message will
be displayed.

=loix|

Cunrent URL: hitp £ cx 453757 b/'maapcy
Cunrent flename; Order®obcies, b
File 1061
Carcel
File 2100
Total &: 100

E stimated appeosamate remaining Fme: 1

Confirmation Message: at this point the document has been successfully checked-in. You

may click Ok to return to the previous page or select any link from the available menu
options.

The file DrderPolicies. i was uploaded sucoossTullyt

O i Mienu
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1.6.7 Add Document from Administration Portion of the Site:

The Document Management page is reached by clicking on the Documents Add Button

Documents +

located in the Content Management menu column of the Main
Administration Menu (Ctrl-Atl-m).
Note that you may also select the Add New option on the Search For Documents pages.

Document Management

Document Details

Document Title:

Document Description: =]

=
E

Keywords:

=
Browse. ™ Use Upload Applet

Append Document:

Mini Web: Mo B

Mini Web Keyword Search
Page Title:

Mini Web Keyword Search 5|
Page Instructions:

Use Template: ves |
Open in New Window: Mo = Window Width: l_
Approval Status: mpnfﬂ\f&ﬂ =

Enter a title for the document and an optional description.

Enter searchable keywords and phrases in the Keys input area. Keywords and Phrases are entered
one per row. Use the Enter key as the end of the phrase or keyword to go to the next row. Your
Keywords and Phrases should appear as follows:

Drocument Tide: |Learn Ahout Us

Cocumen e etnn s Provides information about our organization, the services we provide and links to additional ]
resources.

Keywords: Learn d
About
About Us
Serwvices

Append Document: | Erawse. .. | T Use Upload Applet

Click on the button to locate and select the appropriate document (file) that is stored on
your system.
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o~ | The first time you upload a document from a computer using PORTALPRODIGY, you
\n) will be prompted to install an Active-X component from Software Artisan’s.

PORTALPRODIGY uses this component to efficiently and reliably load documents via
the HTML protocol. If this sounds entirely too technical, just answer “Yes” and leave it at
that. This is a one time install per computer. You will not be prompted to do this again
unless you change your computer configuration.

= Upload Prompt: Click Ok to confirm upload. If you are uploading an HTML document,
PORTALPRODIGY knows to also upload the HTML documents subfolder. The HTML
subfolder is where images, scripts, style sheets and any other files required to support the
HTML document are stored. The subfolder must follow the standard web page subfolder
naming convention, which appends _files to the htm files name, e.g. the subfolder for
LearnAboutUs.htm must be named LearnAboutUs_files .

Do you agree to upboad? x|
The following files have been selected lor uplaading. Dio pou agree to upload?
E:\Progect s\ onProfits0ny com Ul ses Gusdes\DdeP obcies. b

_Ok | Cancel|

I Warming: Applet Window

The path and file name are then displayed in the Append Document text box.

If you want the document to open in a separate window without being bordered by you site template
set Use Template to No; otherwise, leave as Yes.

Check each Category you want the document to belong to.

Click on the € Close puytton.
In the pop-up dialog box, click Yes to upload and save the new document.

This starts the file transfer. A Transfer Status window is displayed to provide the status of the file
transfer. It will close automatically when the transfer has been completed and the following Success
message will be displayed.

[ teansierstatus SRR

Cument LIRL: hitp: /oudB9757-b/maapcs’
Cunrent flename: Order®obcies. bd
File 1061
Coneel|
File 2100

Total &: 100

E stimated appeosamate remaining Fme: 1
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= Confirmation Message: at this point the document has been successfully checked-in. You
may click Ok to return to the previous page or select any link from the available menu
options.

The Tile OrderPolicies.tsl was uploaded successTullyt

O s Mani)

1.5.8 Using the Document Editor:

Create a New HTML Document:

Click on the = button from any page that contains this option to display the Edit Document page
shown below.

ISME ijaragraph leUnl jIS\Zej |Admm Option jhnn% =)
B 7 U ¥ % 4 EEEE S BREB v AS OCEEe SER

Type your message here

w7

Save Cancel Close

Type or cut and paste content into the editor.

Use the formatting options displayed as icons on the Document Editor’s toolbar to format your
content.

When finished editing the document, click on Save button to save the document and close the
Document Editor. Note that images are uploaded when you select save, therefore there may be a
pause while PORTALPRODIGY is uploading the images in the background. The length of the
pause is dependent on the number and file size of the images and speed of your network connection.

Edit an Existing HTML Document:

=

Click on the button from any page that contains this option to display the Edit Document page
shown below.
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Edit Documeant

[Stye = || Paragraph _':'_ilrorl _'_:S.l.:e i |

Bl Sy i EER|SE L B Ra o

i I i Cortain associshon acimibies hme significant atlect on

mamikrship and requing conssstant atenbon and mammienance L=
Unforiunabily, thise areas tand o suffer considerably bocause $aff and 8
vilundaers dont have aasy and mmedate access fo the latest bast
prachees Maining mansak, gusdes and mformaton, . Such ansas of
actiy mchade: membership record mainianance, membar recragmanl
and retanion, fund raisirg] adiscabon, egrelation QovRINAance busdpaling
and fnance, communicalions, resource notwarks, naws compation and
drsinbuton, nowiadgebase development, programs and pubdc reiatons
MonProfitsOnly com hslps its cants by prossding an vt growing arfay af matenals FREE of changs 1o & cur
software chents |

Edit your documents content. You may type or cut and paste content into the editor.

To change the format of text or any section of the document, highlight the block to format and select
one of the formatting options displayed as icons on the Document Editor’s toolbar to format your
content.

To edit objects such as Tables, Images, Links and Rulers, click on the object to highlight it then click
on the applicable icon. When editing a table be sure to select the Edit Table tab in the dialog box;
otherwise the Document Editor will insert a new table within the existing one.

When finished editing the document, click on Save button to save the document and close the
Document Editor. Note that images are uploaded when you select save, therefore there may be a
pause while PORTALPRODIGY is uploading the images in the background. The length of the
pause is dependent on the number and file size of the images and speed of your network connection.

Insert a Table:

Position the cursor in your document where you want to insert the table.

Click on the insert table icon S to display the Create/Edit table dialog box as shown below -

Create/ Edit Table 3
| Mew Tabie Tabis |

Rows s Cobenns
| Boves and Coluras —
| B sed Seaing Rows |2
| Bordets —
| Echaround Goksnins. [2

[ inseri Table | ciose |
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Enter the number of rows for the table to have.
Enter the number of columns for the table to have.
Click on Padding and Spacing.

Craatel Edit Table ®
Now Tabde | C0f Tabk
Paddng and Spacng
Bisrivs and Columos
Padding ard Spaing Cel Padding |
o casprsp
[ insont Tablo | Ekoso |

Enter the cell padding, which is the margin separating a cell’s content from the cell border. Enter 0
to eliminate spacing.

Enter the cell spacing, which is the margin separating each cell’s border from the borders of other
cells and the outer border of the table. A number of 1 or greater will cause double lined borders.
Enter 0 to eliminate spacing and have single line borders.

Click on Borders.

Enter a Border Width, which is the thickness of the lines.

Select a Border Color by clicking on a color in the color chart or enter a hexadecimal color code in
Border Color.

Click on Background.

Maw Tabds | Co0 Tabk

Background
Paddng ard Spacing Background Color
Borders
Background

[

Insoct Table | Clasa |
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Select a Background Color by clicking on a color in the color chart or enter a hexadecimal color
code in Background Color.

Click [_InsertTable | pton.

The table will appear in the document similar to the example shown below:

Click in each cell and type your entries. The cells expand to accommodate the entry. The tables will
automatically adjust to accommodate entries in other columns and will automatically perform a wrap
the text within the cells. The Document Editor will not allow a table to exceed the width of the page
supported by PORTALPRODIGY. The page width is designed to fit within the standard content
dimensions of a PORTALPRODIGY Website page.

Note that you may insert a table within a cell and you may insert an image into within a cell. You
may format the contents of a table using the same format options located on the toolbar that are used
for content outside of a table.

MName City Yenr
Elizabeth  San Bemardino 1964
Brenda San Bemardino 15966

Mendy Sam Bemardino 1970

Insert an Image:

Position the cursor in your document where you want to insert the image.

Click on the insert image icon to display the Picture dialog box as shown below:

(Brewe L
Pickan Senren || Browse | |
Flamiate "_D-'l.' IIIII

Layea Snucag
Afpuresiil Barskoe = | Harzontat |
Bevchie Thicknens | emal

Click on the ﬂl button to locate and select an image file to upload. This will display a
dialog box similar to the one below (note the actual dialog box is dependent on your computer
operating system and version):
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e
Lookin | L Pickaes = & B
[EAcapo:_Bumnn.of =] Browse_InSector_xpgh
| g; | ¥ AddDocument,_icon.gl sl CanceButinn.gf
| Sladdmemagt =] Cabegodes,_Linigf
| %0 AT e wikerklgmi.gf s Craciensiit,_ BT of
| W AcTE e T daevilgmi_ Pasment of =] Craecietut_DiatogBos.ogf
E"'i "_'-n'.l'.i:'.u;r'uTﬂ(rm,fl‘h]n'r_r'.'u-.ﬂfnm-_]r ] Crascienut_Step.of
L | S0 Ackaenunem. gf =] Crecinut_Samplgl
| =0 ke Topc.gf =] Cracienut,_S3ep_wahdat.gl
| Akt EAron gf ] Checkout_Siepdgf
5 | % Adapesordtton. of =] Chackout_Stend_withdata.gl
Y | S AddTesheppraCat.of =] Crckout_Steps.of
‘—_} | B Appdeannbgimit_Crisstearilaetak. of ] Craenit_Saepsal
| = Apphcarionbgmi_AppDetalsSection.gf =] Crmckoutixo:_loon.gf
| = ApplcatinnMgmi_ Questos. gl =] Crackoutionn.ol
= | 58 Appicanonsigmt_record.gif =] Ciarfustnon. gl
- | =) Bkt o] Chore g
y = BroadcasBumon. ol ] Cicseutmon. gi
‘3 Fie name | | Dipes
Files st hpe [GoF st FEG gt e - Cancel |

Highlight the image file to insert and click Open (or equivalent command).

You may enter into Alternate Text the label to be displayed as a placeholder for the image. Note that
it is not necessary to enter an alternate text.

Set the images Alignment. This controls the placement of the image within the document relative to
where you are inserting it. We suggest you experiment with the settings to see how they affect the
positioning of the image. This setting can be used to place an image inline with text, above text,
below text, etc.

You may enter a Border Thickness to have a border placed around the image. Leave this field blank
or enter a 0 to display the image without a border.

You may enter Horizontal and Vertical Spacing values to create space between the horizontal and
vertical borders of the image and the surrounding text or content. We suggest you experiment with
the settings to see how they affect the positioning of the image. Leave this field blank to eliminate
extra spacing around the image.

. OK . . . oy
Click on button to save the settings and insert the image within the document.

View/Edit HTML Mode (Advanced Feature):

Use of the View/Edit HTML mode is an advanced feature and is not necessary for the creation of
attractive documents.

To view the HTML code, click on the HTML checkbox located below the lower left corner of the
editing window. The HTML is displayed as shown below:
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Edit Document

<P align=center=-<FONT face=Verdann>Terms and Conditions for NPO Event
Registration=/FONT>=<P=

the terms and conditions contained within this ﬂlﬂﬂlml..‘ﬂr.-.'n.'ﬂhip'. <FONT=</P> ’ -
<UL>

L[>
<[V align=lefi=<FONT face=Verdann size=2>Blah blah blak blah blah biah

blaw-=FONT=<DIV=</L1>

.-_'1 I'_-\.

<DIV align=lefi>

<INV alige=lefe<FONT face=Verdann size=2>Blah blah blah blah blah blak
blaw<FONT></DIV=</DIV=<LI> =

FiTmL

Saw Cancwl Clzas

You may directly edit the HTML and insert new HTML tags and text while in the View/Edit HTML
mode. Beware that the Document Editor will not correct HTML coding; therefore if you make a
mistake your documents may not display correctly.

1.56.9 Search for Documents from Administration Portion of
Site:

The Search for Documents page is reached by clicking on the Documents Browse Button

Rogiments * ‘ located in the Content Management menu column of the Main
Administration Menu (Ctrl-Atl-m).

Search For Documents

Seaﬂ:h Criteria Include deactvisted records in search resutts [

Document i

Catomory: f N Caterories Manaie
Document ID: I Title: I
Keywords: I File Type: I
Include: IF'LIL'IliShEd Documents Only j Approval Status: All =

Oy
Modified By ID: I iy
Created Date ) ey Modified Date ey )
Range: I tl:'I Range: I to I B
Topic: |AIITopics 'I lterns F'erF'euge:l1D

Search

Guick Search on Document Title:

&l el c| o] &l F|s] bl 1| 3] k] 1| | ] o B| &f Bl s 7| ] v w| k| | 2|
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= Using Quick Search on Document Title: You may click on one of the letter buttons to view
a list of all documents with a Title beginning with the specified letter.

= Using Search Criteria - you may enter search criteria into the criteria text boxes and select
values from the drop down list.

- . o . 5 h
When finished entering your search criteria, click on the =2 button.

If there are matches, they are displayed as follows:

Found Documents

When there are no matches the results grid is displayed as follows with Total Matches O:

Found Documents

1.5.10 Update Document from Administration of the Site:

Use the Search for Documents page to find the document to update.

Click on the Document’s name in the list of Found Documents. (See the previous section Search for
Documents from Administration Portion of Site.) This displays the Document Management page.

Document Management

Documyent 10: 28

MCEirTiN THE b [!-'lmlme and Upgra'ies

LTS T 1 =

b Desonpaion of Annual Maintenance and Upgrades =]

Kyt lnnual Maintenance and Upgrades ~]
maintandupgraises =
rrini enanc e |
upgrades - |
annual =|

sini Web: Mo

Minl Web Kuyword |

Search Page Tithe:

inl Web Keyword z |

Saarch Page —

lrstrusct kns: J

Use Template: Yeg =
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You may edit any information about the document including the documents name.

To update the document file, click the % icon.

Erowse

Click on the button to locate and select the appropriate document (file) that is stored on
your system.

The path and file name are then displayed in the Upload File text box.

Close
Click on the button to upload the document.

—

o~ | The first time you upload a document from a computer using PORTALPRODIGY, you
\n) will be prompted to install an Active-X component from Software Artisan’s.

PORTALPRODIGY uses this component to efficiently and reliably load documents via
the HTML protocol. If this sounds entirely too technical, just answer Yes and leave it at

that. You will not prompted to do this again, unless you change your computer
configuration.

Click Ok to confirm upload:

Do youl agres to upload? x|
The follovang fles have been selected lof uplosding. Do pou agree o upload ?
E:\Projectz\HonProfitsOnjy comi U seg Guides\DrderPolicies, b

Ok | Conce|

I Warming: Applet Window

= Transfer Status window - This window provides a status of the file transfer. It will close

automatically when the transfer has been completed and the following Success message will
be displayed.
ioix

Cument LIRL: hitp: /oudB9757-b/maapcs’
Cunrent flename: Order®obcies. bd
File 1061
Cancal]
File %: 100
Toldd % 100

E stimabed sppeomate nemaining tme: 01

= Confirmation Message: at this point the document file has been successfully updated. You

may click Ok to return to the previous page or select any link from the available menu
options.
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The Tile OrderPolicies.tsl was uploaded successTullyt

O Mo Rohesnid

If the only change you made is to upload a new document file it is not necessary to use Save or
Close and save options in the Document Management page. If you changed any other data elements
within the Document Management page you must select Save or Close and then confirm to save the
changes.

1.5.11 How to Promote a Resource on the Home page:

Use this to include a document in the Resource Mini Browser displayed on your site’s home page.
Note that this feature must be enabled in Greeting Features Management.

The Search for Documents page is reached by clicking on the Documents Browse Button

H & ¢ located in the Content Management menu column of the Main
Administration Menu (Ctrl-Atl-m).

Locate and select the document using Search for Documents.

Retrieve the document in Document Management.

& Bullet © Image

Set Include Link On Home Page to Yes.

The Home Page Sort Order defaults to 0. You may leave this as is and PORTALPRODIGY will
display the documents in the Resource Mini Browser in alphabetical order on Documents Title. To
control the sequence enter an integer value for the order.

You may select to have the document listed with a bullet next to it or an image. It defaults to Bullet.

Click the button to load an image. PORTALPRODIGY automatically resizes the image
to fit the Resource Mini Browser.

1.5.12 Adding Documents to Menus:

Use this to add a menu link to a document that is stored in the Document Resource Library.
PORTALPRODIGY allows an unlimited number of links to a single document.

Retrieve the applicable menu using the Menu Builder feature. (See the Features Management
Chapter Menu Builder section.)
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W Askihe Expert Companies
@ Broadeasting Contacts
| Discussions Help
| Duocuments GL Features
 Danatians Orders
P Events Eayments Search for Menus

LRCA UserSignUp
I3 e Typa: Al Zl

Mempership Fees "
[ Membershin Fees ST TaE, 7 e, &5
[7 News Hadfied Date Hangei T B 1 5
7 PressRelsase

Seeech
7 Product & inwentory
7 Eublisher Found Menus
e ) b e

Bales & Opportunity " &
[ Lo g Moo il Teamphate Manu Lo Selo Mok
[ Suneys Menu Builder Mtf BALA it Tomphats Monu Mo Bar A

Eaheug Mony Contacts Weny Cortucts Mony
W Tasks Mini Browsers Builder My Opfony Contacts Memy Cordacts Meny
Ssve  Print Cancel Close Axinew | B Ghes

If you need to create a new topic, on the Menu Builder page click

Add Menu Topic
button.

(See the Features Management Chapter Menu Builder section for additional details.)

Menu Builder

Menu Name:

|Left Side Menu

=
=

Type: | Site Template Wenu

Sub-Type: | Left Side Menu

|‘.‘e~5 v[

Synchronize with

Side Menus:
Daescription: 3
Style: @ Template Style € Administration Style

Topic Menu Item
Administrators Only donation
Admi- Order Forms
Mty Account hop negwf
Apdd Menw Topic Add Menu tem
Created By:
Modified By: 11/02/2006 06:53PM
Active: IYGS ‘,l
ChapterlD: 1
Save  Delete  Print  Cancel  Close
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. . Add Menu ltemn
From the Menu Builder page click button.

Menu Item Management

Topic: IF:esc-urLes &

rnfn mation

= Adminisirative Oplior |D-‘Jl:ulru’::rl[$ j | b

Events

Exchange Add

Exchange Search

Exchange Update el
Member Direclories
Membership Types

Mews

MewsLetters

Froduct & Inventory

Quick Registration -

S

ER00D-2000 Pomal Prodigy, Ine. MJ, USAA R

Topic: Select a Topic.
Menu Item - Enter the descriptor to be displayed in the menu.

Sort Order - Enter an integer corresponding to the desired order of the menu item.
Click on the Administrative Option radio button.
Select Documents from the drop down list box.

If you know the Documents ID you may enter into the text box; otherwise click on the J% icon to
select a document using the Search for Documents page.

Enter Search Criteria. (See the section Search for Documents from Administrative Portion of Site
for additional instructions.)

- . o . 5 h
When finished entering your search criteria, click on the =8 button.

Locate the document in the Found Documents matches and select by clicking on the Document ID or

the Document Name. PORTALPRODIGY will return to the Menu Item Management paid with the
Documents ID displayed as shown below.

Link= 'i

|HHELLS Crosryieas

—
|1
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Click on Save or Close option buttons to save the new Menu Item. When using Close, be sure to
confirm save when prompted.

1.5.13 How to Make a Document Private:

By default, documents are made available to everyone who has access to the Resource Library. Use
the following steps to secure a document and limit access to permitted users.

Retrieve the document using Search For Documents page.
In the Record tab section set Private to YES.

When Private is set to YES the Security Groups tab section is displayed just below the option
buttons at the bottom of the page.
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Check each Security Group that is permitted to access the document. See the Chapter on Security
for additional information including how to create new Security Groups and how to assign users to
Security Groups.

Click on Save or Close option buttons to save the new settings.
You may also control access to documents by limiting access to Document Categories (see the

following section How To Make a Document Category Private) and by limiting access to the
Documents Resource Library (see the Chapter on Security).

1.5.14 How to Make a Document Category Private:

By default, Document Categories are made available to everyone who has access to the Resource
Library. Use the following steps to secure a Category and limit access to permitted users.

Go to the Site Administration menu
Click the Document "% icon to display the Search For Documents page.

Search For Documents

L Iscluds deachiaied recoeds in samech resulle |

Chack Search on Decument Tike
Al Bl C) B E| E| & H| 2 K| R MY N D P R R S T ] VY W X Y

Click on the Categories Manage link to go to the Document Categories Management page shown
below.
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Click on the name of the Category you want to make private then click Edit the Selected Category.
This will display the Document Category Management page shown below.

Category I i

Pl

[ TS0

A pthon

Document Category Management

'EFrlbdl.A:'l Infarriatad

furiable 10 fnd the mformation you are boking for

Alwiays sliow [ves hod |

Cateqory Hamies

Creatod By Brock Milles 03052003 115671
Moiilied By Brock Miter 3052003 11:56FM
Active [es =]

CluajrtarIl 1

Frivate [Nn =

Sma Dielatn Prirg Cancal

Jl'lns folder comans addtonal mfommatcn aboul our products and Sensces. Please conlact us if you ane _I

]

Clase

If you want visitors to see the Category name even though they do not have permission to access it,
set Always Show Category Name to Yes. Visitors without access permission will receive a message
notifying them that they do not have permission to view the Categories contents. This is a great way
to encourage visitors to signup or to become a member. To hide the Category name from users that
do not have access permission set Always Show Category Name to No.

Set Private to Yes.

When Private is set to YES the Security Groups tab section is displayed just below the option
buttons at the bottom of the page.
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Check each Security Group that is permitted to access the Category. See the Chapter on Security
for additional information including how to create new Security Groups and how to assign users to
Security Groups.

Close
When finished click on and confirm save when prompted.

You may also control access to documents by limiting access to the Resource Documents Library
(see the Chapter on Security).

1.6 Special Situations

1.6.1 Large document files:

If the document shall be viewed directly from the website, as opposed to being downloaded to the
user’s computer, it is best to break larger files into several smaller files.

1.6.2 Downloading HTVIL Pages:

—~ | HTML Documents that contain images, scripts or style sheets are downloaded as a single
nﬁ compressed zip file that contains the .htm page and all the related files. These files
require an unzipping tool such as WinZip to open them.
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1.6.3 How to Use Document Editor to create new
Documents.

Want to use the PORTALPRODIGY Document Editor to create a new document, but the Document
Management page does not have an Add or Edit button, it only offers a Browse button, what do you
do?

The solution is to load an empty HTML document. You can create an empty HTML document in
MS Word by saving a blank page as HTML. Load the empty document using the Browse button on
the Document Management page. When you open the document in the PORTALPRODIGY
Document Editor, check the HTML checkbox located in the lower left corner of the page. Erase
everything. Uncheck the HTML checkbox. You are now ready to begin typing your document.
When finished, click Save.

1.6.4 Linking Multi-Page Resource Documents

There may be times when an administrative user wishes to add a resource that consists of several
linked pages. The schematic below represents four below separate pages (HTML documents) that
are to be imported as one resource document.

When the PortalProdigy System imports an HTML document it imports the main or starting HTML
page and its related folder. One can demonstrate this by saving a web page using MS Internet
Explorer. For example: Visit http://www.PortalProdigy then save onto your desktop, as an HTML
file, titled:

testS.
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The following should appear on your desk top:

kestS, htm

The file labeled test5.htm is the main HTML page and the folder labeled test5_files contains
supporting files such as images. Notice that the naming protocol for the folder (also known as
directory or subdirectory) contains the name of the HTML file without the .htm extension followed
by files. This is the naming protocol that must be used for all HTML document to imported by the
Document Manager feature. Some examples:

HTML File Name Folder Name
Important.htm Important_files
newlaws.htm newlaws_files
17289902.htm 17289902 _files

How would we prepare the following three pages, with links to each other, for import into the
Resource Document Library?

SIEIE[.
=

ik e o < (5] 48| Disewch (alFweortes Frais B - B - H &
| Ackdnss [ < EECHEEE -

Main Demo Page
Blah blah blah blah blah blah blah blsh blsk bls blak bish blsh blah bish blah biah bish biah blah blah blah blah blah blah

Biah blah blah blah blah blah blah Lok to Page 2 blah blah blah

Blah blah blah blah blah blah blah Lok to Page 3 blah blah blah

=
& e I Wy Cormpuer ®
lstone] | 0 8 1T B O | Eibos - morsastt .| Jpaki pan hoseurc... | Eawen 1 -Mare..|[EMain Do Poge - [ @ § MOE @R 0
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Method 1: Using this method prevents the site’s style sheets (borders and headers) from appearing
on the sub pages (pages 1 and 2) which may be desirable in some cases. Furthermore, sub pages,
such as pages 2 and 3, would not be available to visitors from the Resources search and browse

functions.

Create each page using your favorite HTML editor. Be sure to turn off all non-html option such as
XML, java, etc. Save the Main Demo Page to your desk top labeled maindemopage.htm. Save the
other two pages in a folder labeled maindemopage_files.

The hyperlinks used in the code of the Main Demo Page should like like this:

<a href="maindemopage_files/page2._htm">
<a href="maindemopage_files/page3.htm">

The hyperlinks used in the code of pages 2 and 3 should like like this:
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<a href="page2._htm">
<a href="page3.htm'>

From the Site Administration Interface, select the Document Add function and import the
maindemopage.htm file as you normally would. The system will automatically import all the
documents in the file labeled maindemopage_files.

HTML document, must be stored in one directory which is labeled following

l..l Rule: All linked objects, such as pages, images etc., to be imported with an
— | the naming protocol described herein.

Method 2: Using this method causes all the imported pages to be accessed by visitors using the
Resources search and browse methods. It also causes the site’s style sheets (borders and headers) to
be included on each page.

Create each page using your favorite HTML editor but do not enter the hyperlinks to each other
page yet. Be sure to turn off all non-html option such as XML, java, etc. Save each file.

From the Site Administration Interface, select the Document Add function and import each file as
you normally would.

Visit the home page of your website and locate one of the pages which were imported. Note that
when you open the page in your browser that an address similar to the following appears:

http://www.kidlaw.org/main.asp?uri=1003&di=1_html&dt=0
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Kidlaw Resource Center
Information and Training On Children And the Law

9 Discussions @ Events Hews Resources
Home Signlp Login Contact Us About Us

ADOPTION

mm_lm:w Jumey Adoption is a legal way to create a new family with its own rights and responsihilities. In adoption, the rights of your birth
parents are ended so that you can become pat of a new family. Your adoptive family has the same rights and

xr
responsibilities as any other family. They must support and care for you, you are entitled to inherit from them, and you
w'm become their child in every way.
-

Because your bith parents give up their responsibility for you in adoption, the process gives the state more rights than it
usually has regarding your family. The state must make sure that you have a good family that can care for you properly

4 Home The state has the right to investigate your new family to make sure that they will be good parents.

4 SignUp

# Login .

- Contact Us Being Adopted

¢ About Us

= There are several ways in which an adoption comes about. Sometimes your parents cannot take care of you at birth, so
they look for another family, either on their own or through an adoption agency, to care for you. Sometimes the state will

. . look for an adoptive family if your parent has abandoned you or has seriously failed to take care of you. If your parent

< Discussions divorces and remarties, your stepparent may want to adopt you

4 Events

4 Hews

Howewer the adoption comes about, there are rules that protect you, your birth parents and your adoptive parents. No one
can sever your birth parents’ right to you without their consent or knowledge. Your birth parents can agree to the adoption

and sign legal papers called a surrender of custody. If your parents do not agree to the adoption, they will have a chance to
express their wishes in court

4 Resources

ACHJ

Semore... This is only the first half of the adoption. Once the rights of your birth parents have ended, your adoptive parents must go

to court to legally become your new family. This is called the adoption finalization. This is when your rights and wishes

[&] Done [T [ mtermet
Hstart| | 1] @ S B B O || [Blmbo - Mirasort 0...| Bl Page Resoure, .. | [ENEMA TRV | & http:/ /wawlaidla... | Ze8 (& FEQET al 1035 am

L

| HosoIM

That is the URL address of the page displayed.

In order to link from another page to the page displayed, one simply inserts a command such as:

<A href="http://www._kidlaw.org/main.asp?uri=1003&di=1_html&dt=0"">

into the HTML code.

Visit each Resource Document for which you wish to enter hyperlinks and list their URL address in
a convenient place. Then, using the Document Manager feature, check out the Resource Document
you wish to add links to and insert the desired href command into the html code then import the
updated page into the Resource Library.
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