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Overview

The 5 Year Plan and 12 Month Project Status plan solutions are a series of custom forms,
application rules and custom columns that can provide a visual representation of project plans
and status.

You can view a video of this in action at http://youtu.be/uJgNVaHYIzE

The Five Year Plan

— =
& 5 Year Plan : FirstClass Demo L =B8] %
File Edit Format Message Collaborate View Help
S
Q Fitter ‘ -
ﬂ Conference 10 Files 0 Folders FirstClass Demo : Emily Heidrich 49G Free ¢ F
Project CUR YEAR NEXT YEAR YEAR3 YEAR 4 YEAR S NO SCHED Type
Mathematics Curriculum Revew ] Curriculum
i Johnson Heights Middle School Operations
Johnson Heights Middle School Operations
Custodial Restructuring 0 i
Board Office Network Upgrade '% Mathematics Curriculum Revew : FirstClass Demo l
Cad Lab Upgrade S——

Elementary Mac Lab Upgrade File Edit Format Message Collaborate View Help

Network Upgrade AB =
Reforestation of Board Office v v Vc x

Seismic Upgrade Save and Close Find Check Speling Print Dclete  History
Project ‘ Mathematics Curriculum Revew
Cur Yr NextYr [T Year3 [ Year4 [] Years [] Not Scheduled
[curriculum
Project Category
an  ME 4E = I S . Y e
o . DC mB /U EEE ALY DLV &
il P — | Arial [l [10 E] Left [<] [insert... [l |Format...
== .@\A\)\\AukuA\A\ S p——————

Review of K-12 mathematics curriculum - this year and next year

The 5 Year Plan conference type and document displays the timeline for a particular project over
the course of 5 years. The conference list view displays a blue indicator bar in the year that the
particular projectis active. The project document can contain more detailed information.
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The 12 Month Project Status

New Document

-
File Edit Format Message Collaborate View Help
7
New Project
_w Conference 4 Files 0 Folders FirstClass Demo : Emily Heidrich 49G Free ? F I
A\ A 12 Month Project Plan and Status
£ Planning <) Maintenance owered by
1 # Implementation © Completion g::FlRSI'CI.ASS‘
www. firstclass.com
|
™ Project JUL AUG SEP OCT NOY DEC JAN FEB MAR APR MAY JUN Type
Mathematics Curriculum Upgate LD LD L Curriculum
Board Office Network Upgrade D DO D H P = = = P Technology
Mac Lab Upgrade O P H = = = = =) =) = =) @ Technology

D 9O O £ 4 < Maintenance
£ Mathematics Curriculum Upgate : FirstClass Demo

D= [ el

File Edit Format Message Collaborate View Help
o 7 AB =
= R 4 X
Save and Close Find Check Spelling Print Dclcie  History

\ /I Project Mathematics Curriculum Upgate

Project Category | Curriculum ‘

4 1 ttem selected.

July [NA &l Nov [wA ] Mar A = |
Aug |NIA [¢] Dec |na ] Apr [Pan =
Sept |NIA ] Jdan A ] May [Pan =
J’ Oct WA [«] Feb [na [{] Jun [Pian =
| =
DC PB Uw ZEE & 2§ DI 2
| Arial &[0 & Left [+l |nsert...

KlA|A|A|A|A|A1A1A1AIAIAIA13]

Review of the K-12 curriculumn to bring in to alignment with NCTM standards. Planning
committee to be established this spring with committee work to begin in the fall

[100% [+ G

The 12 Month Project Status conference type and document displays the timeline for a particular
project over the course of a year. The conference list view displays an icon indicator for each
month that the projectis active. The icon represents one of four different project stages; Planning,
Implementation, Maintenance or Completion. The project documentitself can contain more

detailed project information.
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Installing the Files
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The installation requires the processing of a series of batch scripts and associated files that will

create the content on your FirstClass server, allowing you to utilize this unique application of

FirstClass rules and custom forms.

Resources Used

%. C:\Users\slynch\Desktop\12 Mo Plan.rez (=) | [
Description 1D Size Type CRC
Local Form -
=] Document Form il
12 Month Plan 2002 28390 User Forms 2ebB8a040
Registered Form
Database Query
Database HitList
Reserved
Picture
[= lcon
JUL aAnonn 2AL laaon DEAND DL P
AUG %. C:\Users\slynch\Desktop\Install Project Plannen\5 Yr Plan.rez 5|5
SEP Description D Size Type CRC
ocT Local Form -
NOV [=] Document Form M
DEC 5 Year Plan 2100 911 User Forms 39466701
JAN Registered Form
FEB Database Query
MAR Database HitList -
APR Reserved .
MAY Picture
JUN [=] Icon
Plan CUR YEAR 28675 1514 lcons 7f0990b
In Progress NEXT YEAR 28676 1514 Icons 80d891fd
Maintainance YEAR 3 28677 1514 Icons 3785035a
YEAR 4 28678 1514 Icons 1c2458e2
YEARS 28679 1514 Icons 685bc6b2
UN SCHEDULED 28680 1514 Icons ec9b3ac?
BAR 28682 2120 Icons eff2f8ac ~

Before you install, you should be aware of the different resources used for each of the two types of

conferences. You will wantto make sure thatthe custom project resources do not overwrite
custom resources of the same ID that you may already be using on your system.

5 Year Plan
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Form ID 2100

7 lcons: 28675-28680,28682
12 Month Project Plan

Form 1D:2002

15 Icons: 28683-28697

Expand the Zipped archive

~

Name

%5 YrPlan.rez | |12MoPInCT3
ﬁSerlan.png | 7/12MoPInMODCT.ba6
7| 5YrPInCT.ba2 . |12MoPInMODCT1
|| 5YrPInCT1 __12MoPInMODCT2
|| 5VrPInCT2 __12MoPInMODCT3
|| 5YrPInCT3 __12MoPInMODCT4
\7|5YrPINMODCT.ba3 |7 INITApp.bal

L 5YrPInMODCT1 Qj InstallPicker.bad
|| 5YrPInMODCT2 || Pickerl

.| 5YrPInMODCT3 || Picker2

.| 5YrPInMODCT4 || Picker3

.| 5YrPInMODCTS

__|12MoPickerl

| 12MoPicker2

__12MoPicker3

| 7/12MoPInCT.ba5

__12MoPInCT1

__|12MoPInCT2

+  Expand the Install Project Planner.zip archive and select all of the items inside the folder
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Copy to Batch Folder
!!! !! ,‘| .. » Computer » OS(C:) » FCNS » SERVER » DBExt

e — Wl S

‘ Organize ~ fiews v M SlideShow (g Burn

T ‘ Name Date taken
‘|5 YrPlan.rez
B Ercpt 45yrPlan.png
| Documents 7| SYrPInCT.ba2
ﬂ Pictures __|5YrPInCT1
o o _ISYiPInCT2
__|5VrPInCT3
Folders 7 5YrPInMODCT.ba3
| & 0s(C) | 5YiPInMODCTL
p || 2¢5c74a2d51fbe68dd6614aTfc Exﬁ::mgggg
i |, 43f4dfa00balbcf523de347f " SVePInMODCT4
' & DELL =|| ] 5VrPInMODCTS
A . Designer Windows | |12MoPickerl
1 DriveKey __|12MoPicker2
.. Drivers __|12MoPicker3
' |, EDEN 7/12MoPInCT.ba5
' | A __112MoPInCT1
Il FCAS __|12MoPInCT2
| FONS __|12MoPInCT3
. , /7/12MoPInMODCT.ba6
. _|12MoPInMODCTL
Ji LOGFILES __12MoPInMODCT2
1 orgdir __|12MoPInMODCT3
| SERVER __|12MoPInMODCT4
| Batch 7 INITApp.bal
| DBExt 7| InstallPicker.bad
K MODEMS L_J Pickerl
|, PORTS L Picker2
|, SCRIPTS ozt

+ Copyall of the files selected in the previous step and move the copies in to your
\FCNS\Server\Batch folder.
On a Mac, this folder path is in \Library\FirstClass Server\Volumes\Master\FCNS\Server\Batch
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Processing the Batch Files
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Core Services

B
-

Internet Services

Hard Disk

® Server Conlml.‘l:lrstCIass A . ‘ —

Server | Backups | Status

Logging | Miscellaneous

Server availability

[ FastShutdown | | Polte Shutdown |
Server audit
[ ForceAudit ] | Stop Audit |

Server processing

[  Batch Folder

] Process all batch admin files found in the Server |\ Batch folder.

Once processed, the complete contents of the folder will be deleted.

Reset

| Reset Services

100% (w2

.

* LoginasAdmin
*  Open the Server Control application inside your Core services folder
*  Click on Batch Folder.

This will process the installer batch files
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Reviewing Installed Components

Once you have completed the installation, you should review the installed components.

4 New Container Template Groups

@ 5 YRPlan CT @ 5 YR Plan MOD CT

@ 12MoPlanCcT @ 12 Mo Plan MOD CT

The installer creates 4 container template groups. Two for each of the different conference types.
You will soon learn how to create a conference that will be your 5 Year or 12 Month Project type of
conference. Each of the two types will inherit the permissions based on the two corresponding
container templates. One is the view thatis displayed to non moderators, and the other is for the
conference moderator
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2 new Document Picker Folders

o 7p OTAppFiles : FirstClass Demo . = =
s File Edit Format Message Collaborate View
‘ Admin Help
} sadd .
SN [ R .|
N New History Summarize Reply ‘@ 5 Year Plan Documents : FirstClass Demo @@M
Folder 0 Files 2 Folders FirstClass Demo : Administrator File Edit Format Message Collaborate View Admin Help

™=

bl ™

=

12 Month Plan Documents (4)

2 ltems.

EC)

{2 12 Month Plan Documents : FirstCIa#)emo

& 3

New Category

(I

Close

Unlimited

Maintenance

File Edit Format Message Collabrate View Admin Help

_ﬂ Conference 4 Files 0 Folders FirstClass Demo : Administrator

» S Year Plan Docuntentsu)\rm‘ s Yar Phn

Operations

Close New Category l

a B8

_ﬂ Conference 4 Files 0 Folders FirstClass Demo : Administrator

Unlimited

@ F

ggwered by
1 r GFIRSTCLASS'

. / -

4
— g
Technology Maintenance

4‘ 12 Month Project Plan and Status |

A

Operations

When the moderator creates a new project, he/she is presented with a choice of different
document types. These selections are stored in the FirstClass Applications/OTAppFiles/5 Year
Plan Documents or FirstClass Applications/OTAppFiles/12 Month Plan Documents folders on

the Admin desktop. You will learn later how you can modify, add or delete project types.

5 Year and 12 Month Project Plans - 12

FirstClass Documentation



OPENTEXT

THE CONTENT EXPERTS

Creating a 5 Year Plan Conference

Now that the components are installed, you can create as many 5 year plan conferences as you
like. Each site or department can have its own 5 year plan conference and each one can hawe its
own set of moderators.

Create a New Conference

Aplha School S Year Plan

You can create any conference and give it your own name. Once created, this conference can be
turned into a 5 Year Plan type conference.

*  Create the conference

+ Editthe properties to give ita name and icon of your choice

Apply the Container Template Types

'® Permissions for Aplha School 5 Year Plan : FirstClass Demo

File Edit Format Message Collaborate View Admin F

) 5 3 :
Q About Message Rules Directory ﬁ
Belongs to: @ All Conferences 0

@5 YRPlanCT a
@ S YR Plan MOD CT %

:Do not publish in Directory: a

+  Selectthe conference then right-click and choose Permissions
*  Add the conference to both the 5 YR Plan CT and 5 YR Plan MOD CT container template
groups

5 Year and 12 Month Project Plans - 13 FirstClass Documentation
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*+  Check "Do not publish in Directory"

Modify Permissions

¥ View, Message options, Approval, Size limit, Expiry

View
Use view from server iUse template view only: Hide unapproved items

Drop down the triangle beside "View, Message options, Approval, Size limit, Expiry" and check:
+ Use View from Server
. Use template view only

Modify Access Rights

Who: Access: Permissions:
§ Megan Hunter Moderator vl -7 % Q; r_. & G E’@xfﬁ Lmpos i 1&'#'@
@Anusers Reader el -7 ¢ @5 o 7 %G P2 eeiighis G

*  Modifythe access rights to allow only certain individuals to be moderators so that they can
add new projects and complete the access rights by assigning Reader to the All Users

group.
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Creating a 12 Month Project Plan Conference

Now that the components are installed, you can create as many 12 Month Project Plan
conferences as you like. Each site or department can have its own 12 Month project conference
and each one can have its own set of moderators.

Create a New Conference

-
.‘

Alpha Project Updates

You can create any conference and give it your own name. Once created, this conference can be
turned into a 12 Month Project Plan type conference.

+ Create the conference

. Edit the properties to give ita name and icon of your choice

Apply the Container Template Types

\7" Permissions for Alpha Project Updates : FirstClass Demo

File Edit Format Message Collaborate View Admin Help
About Message Rules Directory F"j

Belongs to: QAII Conferences Owner
@ 12 Mo Plan CT G
@ 12 Mo Plan MOD CT %

(2]

Do not publish in Directory @

+  Selectthe conference and right-Click and Choose Permissions
* Add the conference to both the 12 Mo Plan CT and 12 Mo Plan MOD CT container template
groups
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*+  Check "Do not publish in Directory"

Modify Permissions

¥ View, Message options, Approval, Size limit, Expiry

View
Use view from server iUse template view only: Hide unapproved items

Drop down the triangle beside "View, Message options, Approval, Size limit, Expiry" and check:
+ Use View from Server
. Use template view only

Modify Access Rights

Who: Access: Permissions:
§ Megan Hunter Moderator vl -7 % Q; r_. & G E’@xfﬁ Lmpos i 1&'#'@
@Anusers Reader el -7 ¢ @5 o 7 %G P2 eeiighis G

*  Modifythe access rights to allow only certain individuals to be moderators so that they can
add new projects and complete the access rights by assigning Reader to the All Users

group.
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Adding Content

Itis the responsibility of the conference moderator(s) to add project content. The selection of

categories that are available when one clicks on the New Project Button can be modified by the
FirstClass Administrator.

New Project Button

i}

— —
Current Project Status : FirstClass Demo

.
File Edit Format Message Collaborate View Help
Q Fitter -
New Project
_w Conference 4 Files 0 Folders FirstClass Demo : Emily Heidrich 49G Free
. ‘ 12 Month Project Plan and Stati

£ Planning < Maintenance
4 Implementation © Completion

1

™ Project JUL AUG SEP OCT NOY DEC JAN FEB MAF
Mathematics Curriculum Upgate
Board Office Network Upgrade D O H H ) = =

To add content to any one of the conferences, you have to be a Moderator. This will reveal the

New Project button on the toolbar. Clicking on this button will reveal the documents that are
available from the Picker conference.

5 Year and 12 Month Project Plans - 17 FirstClass Documentation
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Select a Category Type

__ Item Picker : FirstClass Demo =S

ﬂ Conference 4 Files 0 Folders FirstClass Demo : Emily Heidrich

4 ‘ 12 Month Project Plan and Status

I " anered by

Technology Maintenance Operations

< | 1 J

:

100% [w-4- 1 tem selected.

-

- . — —

Double-Click on any one of these documents and it will copy it to the open conference.
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Modifying a 5 Year Plan Document

'3 New Project : FirstClass Demo i ‘ = ) [

File Edit Format Message Collaborate View Eelp

He. « . ¥ &X¢ |

Save and Close Find Check Spelling Print Cclete  History

A Poect (EETE @) |
Cur Yr Next Yr ar3 Year 4 Year 5 Not Schedulet@ I
ITechnology ] A4
Project Category

D C PR IR REE s N Y D Sy a

[Arial E] [10 E] ILeﬂ E] [Insert... E] [Format...

100% [«]/2 )

Give the Projecta Name

Determine the projected project status for of the 5 years
Add content in the body of the document (optional)
Click on Save and Close

on -~
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Modifying a 12 Month Status Plan Document

- N — - oo ]
£ New Document : FirstClass Demo -*‘ =X

File Edit Format Message Collaborate View Help
oy ABC (=)
@ N/ h g v -’ x
Save and Close Find Check Spelling Print Cclete  History

\ /i Project New Document a

Project Category | Technology ‘

|y \NIA [«] Nov |[NA [«] Mar |[NA =

Aug |N/A = Dre[NJA ] Apr |NA =

Sept /A = A [«] May |NA =

Oct |N/A [«] Feb A [¢] Jun [N =

A o [ VIS =R G
Arial (10 & Left [ insert..

M@MM

100% [o]¢] J

1. Give the Projecta Name
2. Determine the projected project status for each month
3. Add contentin the body of the document (optional)

5 Year and 12 Month Project Plans - 20 FirstClass Documentation



OPENTEXT

THE CONTENT EXPERTS

4. Click on Save and Close
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Deploy the Conferences

The conferences are now ready to be deployed.

Deploy through Model Desktop

File Edit Format Message Collaborate View Admin Help

. @ QEe ] P oty % @ |

New History Summarize Reply Find " NextUnread Previous Next Add to Desktop Help

Mail £ Folder 0 Files 2 Folders FirstClass Demo : Administrator Unlimited @ s

All Mail Folders
B w
I @ Alpha Project Updates

B Aplha School 5 Year Plan

e 4
W Desktop

I @ wmai n @
: G Calendar «

|

I

Aplha School 5 Year Plan Alpha Project Updates
e Contacts

[ @ Instant Message

& Workspaces

% @ 4 @
@ 2 ltems. & @

One way to deploy the conferences are to place and alias on the model desktops of an
associated group. This will ensure that all members of the group will have access to the
conference directory on their desktop.

If your moderators are not members of the group, you can subscribe them individually.
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Place an alias in a conference
Alpha School News : FirstClass Demo 1 [IIL e . = TR

File Edit Format Message Collaborate View Admin Help

@ v {\Zﬁ/ ﬁ Li-J' - QIQFiner ‘ b U.‘Li |LLU o
Find x

New History Summarize Reply

_w Conference 0 Files 5 Folders FirstClass Demo : Administrator Unlimited @ F

; I-
4 |
Board Planning Alpha School Registrations (2) | Aplha School S Year Plan
<
Student Registrations Alpha Project Updates

9™ 0 = Subject Name Size Last Modified v

Alternatively, if the group that you want to have access to your conference already has a group
related conference, you can place an alias of your conferences within that conference.
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Customizations
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When a moderator clicks on the New Project button, the moderator is presented with a number of
category choices. The FirstClass Administrator can add/remove and modify these choices.

Open the Picker Folder

'gp OTAppFiles : FirstClass Demo

il

R=HHOEL X

@
Admin Help

|| File Edit Format Message Collaborate View

N
N New History Summarize

.

Reply ‘@ 5 Year Plan Documents : FirstClass Demo

(=[O

Folder 0 Files 2 Folders FirstClass Demo : Administrator

N

bt T

/

» S Year Plan Documentsw\ww’!

12 Month Plan Documents (4)

File Edit Format Message Collaborate View Admin Help

| Bx] %4

Close New Category

__ﬂ Conference 4 Files 0 Folders FirstClass Demo : Administrator Unlimited

v

@ 2 Itemsi. I

{2 12 Month Plan Documents : FirstCla ‘bemo

- 5 Year Plan |

File Edit Format Message Coll

porate  View Admin Help

Maintenance Operations

|Z|\,‘(/

New Category

& &

_ﬂ Conference 4 Files 0 Folders FirstClass Demo : Administrator Unlimited

@ F

,:FmsrCuLss‘

Ss.com

Technology Maintenance

4‘* 12 Month Project Plan and Status

Eowered by

G

Operations

The two Picker folders are located in the FirstClass Applications/OTAppFiles folder on the Admin

desktop.
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Modify Existing Documents

“3 New Project : FirstClass Demo i

%.Z New Document : FirstCIass_Dem01

File Edit Format Message Collaborate View Admin Help File Edit Format Message Collaborate View Admin Help
y ~ ABC = 3 AB B
<. vV 4 E Q. wm Vv ax
Save and Close Find OTLogo.jpg Check Speling  Prinfi Save and Close Find OTLogo.jpg Check Speling Print Delete History
‘? Project |New Project T4 Project [New Document ]
Cur Yr Next Yr K] o roject Category [Technology ]
iTechnology ‘ 4
o — July WA =] MNov [waA ] Mar [waA =
- Aug [NA ] Dec [waA & Aer [waA =
DC P B 1 U = i 2§ Sept [NiA ] Jan A [ may [wa =
| Arial = REE= Left I Oct WA [« Feb [waA & Jdun [waA =
K1A1A1A1$1A1L1A1$1A1A = "
-— = - P
Project Purpose o C P E I Ueesr EEE= S 2§ O Z e =
Expected Oufcome |Arial [0 [ Left [«] [insert... X
Kl P Y Y Y T T 1}]
Eontact Information and Primary Responsibility Project Purpose
Additional Comments Expected Outcome ‘
u * vg *ntact Information and Primary Responsibility
Additional Comments
11[100% [o]1+-| Sets the view scale
" = = — e
|
[100% <]+ [+
-

You can modify any of the existing documents by opening them and:

1.
2.

Change the category title

Add some sample textin the body that you wish the moderator to follow for each new project

5 Year and 12 Month Project Plans - 26
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Add/Remove Categories

@ 4

New Category New Category

New Document : FirstClass Demo - &) 4 New Document : FirsiCiass Demo =B
File Edit Format Message Collaborate View Admin Help mmm@cummmw
| . @ ¥ axe
| .Q.@m ¥ ax - B
- - @ Save and Close OTlogo pg Check Spelieg  Print  Delete  History
Save and Close Find OTLogojpg CheckSpeling Prit Delete History \;/ -
Project New Document Project Categary Propct Catagery
[l Curyr [] Nextyr [T] Year3 [T] Yeard [7] YearS [] NotScheduled Juy  NA i Mov WA [l war wa =]
Category Name Aug Na o] Dec [wa o] Apr Na =]
Project Category | Sept Na o] Jan [wa [¢] way wa = |
A Ot WA wl Feb WA ol Jun Na -l
B |/ s KEME = L B - ’
oc m Use'n EEE 224 O = T R NE TR —
Ar ol [10 o] W) [en (o] lser el Format. aa 0 M ten (3] mmen
K_A_LA_LLA,_x_‘A_A_gA_J_‘AAAA_L‘a,J_‘AA_‘A_L‘A_L‘A_J_‘AA_A_AEA_‘AA_x_AL | At P S— —" — —————— —
I
I
|
a 100% [ 4~ S
= —— e == — —

You can remove categories by simply deleting the document from the picker folder. To add a new
category:

*  Click on the New Category button

+ Change the Category name and optionally add content to the body of the document

+ Save and Close

* Arrange the new categoryin the picker window

5 Year and 12 Month Project Plans - 27 FirstClass Documentation



OPENTEXT

THE CONTENT EXPERTS

Modifying Background Images in Conferences

The background images used in the conferences are stored in the rules and resources folders of
the corresponding Container Templates.

Open the Container Template

() 5 YR Plan MOD CT : FirstClass Demo EM

File Edit Format Message Collaborate View Admin Help |

Container Templates can be used to set the permissions, views, rules, resources and
columns on many containers at the same time.

Template name: 'S YR Plan MOD CT - [_Permissions... |
Comments: 5 Year Plan Container Template

N Views/Resources:  Moderator Template View [«] [ ModelView | l
("] Archive containers [ Resources ]

(] Public container

Retention period: } a

100% ] _ |

Each conference type has two corresponding Container templates. For the 5 Year Plan there are
5 YRPlan CT and 5 YR Plan MOD CT container templates. For the 12 Month Plan, there are 12
Mo Plan CT and 12 Mo Plan MOD CT. You will need to change the image in both corresponding
container templates.

*  Open the container template
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Click on Resources and replace the background image

‘% 5 YR Plan MOD CT Rules — P—— =&
File Edit Format Message Collaborate View Admin Help

oF P P

New Receive Rule New Send Rule New Advanced Rule New Application Rule New Custom Columns

£ Folder SFiles 0 Folders FirstClass Demo : Administrator Unlimited @ s
u i~ Rule name Event Action Last Modified
" F@ « SyrPlan.png Receive Do nothing 11/10/2011 2:35PM
®] 7 S VrPanrez Recewe o nothing TITTO720TT 2235 PR
I = «~ New Project Receive Do nothing 11/10/2011 2:35 PM
=  ~ Custom Columns Receive Do nothing 1110/2011 2:35 PM
= Rules Log 11/10/2011 2:35 PM

m 4 5 tems. a 5B

The default background image for the 5 Yr Plan is 5yrPlan.png. Forthe 12 Month Plan, the image
is 12 Mo Project.png.

You can replace these images with one of your own.

. Upload your image to this folder and close the resources folder

Note: Do not use the same name for yourimage. Choose something different.
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Open the Model View

5 5YRPlan MOD CT Model i > N (] B [
File Edit Format Message Collaborate View Admin Help
&
New Project
M aiI m 2 Folder 0 Files 0 Folders FirstClass Demo : Administrator Unlimited " Wi J
All Mail Folders
| - 5 Year Plan
e
Project CUR YEAR NEXT YEAR YEAR3 YEAR 4 YEAR S NO SCHED
L\‘J“ Desktop
g Mail
ey 4 [
| Calendar
e Contacts
L
)_)
& M e & ¥ @ &5 7 < m ] ,
IILEE a B8
S = mm——— .

*  Click on the Model View button on the container template form to view the current view for the
conference. The image is used in the top pane of all conferences belonging to this group.
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Modify the top Pane View Properties

i View Properties . ——— EM,
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. Right-click on the top pane and choose Change View Properties... and click on the
Background Tab.
+ Change the image name to reflect your new image and click on OK
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Modifying Background Image in Picker

Justas you can modify the background for the conferences, you can modify the background
image in the picker folders.
The images for the picker folders are stored within the Rules folder for each of those conferences.

Replace the image in the Rules folder for the picker conference you wish to change

> 12 Month Plan Documents Rulel @m

File Edit Format Message Collaborate View Admin Help

lél? Q?) D;.? >

New Receive Rule New Send Rule New Advanced Rule New Application Rule

II £2 Folder 4 Files 0 Folders FirstClass Demo : Administrator Unlimited £ of
_ @ ~ Rule name Event Action Last Modified
) s v Custom Columns Receive Do nothing 10/10/2011 3:4..
@ v 12 Mo Plan.rez Receive Do nothing 10/10/2011 3:3...
@ v 12 Mo Project Picker.png Receive Do nothing 10/10/2011 7:0...
L Rules Log 11/10/2011 2:3...
b

< | i | »

i @ 4 tems. | o @

You will need to replace the image stored in the rules folder. or the 12 Month Plan Documents,
the image is 12 Mo Project Picker.png and for the 5 Year Plan Documents, the image is
5yrPlan.png.

*  Open the Rules Folder

. Replace the image
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Change Background Image on Picker Conference
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*  Open the picker conference

* Right-click on the conference window and select Change View Properties...

+ Click on the Background tab and enter the name of the image that you uploaded
+ Clickon OK
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Modifying the Container Toolbars

By Default, the only button on the conference toolbar is the Filter button (plus the New Project
button for moderators). You maywish to add add additional buttons for your users.
By adding buttons to the container template, these buttons will appear on all conferences

associated with the container template group.

Open the Model View of the Container Template
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File Edit Format Message Collaborate View Admin Help

Q Fiter f{

New Project

Mail 2 Folder 0 Files 0 Folders FirstClass Demo : Administrator Unlimited

T

| 5 Year Plan

Project CUR YEAR NEXT YEAR YEAR3

I "u/. Desktop 1
q Mail
=
[x_a Calendar
E. Contacts
»

& H @ & ¥ @ &8 T

YEAR 4 YEAR S NO SCHED

a &

= S

Follow the instructions in the Modifying Background Images in Conferences section to open the

model view for your Container Template
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Add Toolbar buttons

Spacer:
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File Edit Format Message Collaborate View Admin Help

& R
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Move cursor over button to
it.

e 2

a description. Drag the button to the toolbar. Drag button from toolbar to button box below to

@ e Ny B

New Message Reply Reply with Quote\ Reply All Reply Sender Reply To Conference Reply Original Author

9 & = SHE S5 a a

Forward Send Send and Close Unsend History Mark as Read Priority Normal Priority Urgent Priority Bulk

YEAR 4

YEAR S

Sensitivity Normal Sensitivity Personal Sensitivity Private Sensitivity Company Receipt on Read

NO SCHED fl

v K8 ax &

& &

Receipt on Delivery Receipt on Route Suppress NDN Summarize Selected Run Manual Rules

|
|

Run Receive Rules Reply From Conference Reply To Conference With Quote Reply From Conference With Quote

* Right-Click on the Toolbar and choose Customize Toolbars to display the Customize

Toolbar selection dialog.
. Drag additional buttons to the toolbar
*  Close the Model View and Container Template
* Repeatfor each container template.
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