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Introduction
The first thing you should know about Bitrix Intranet Portal: it is an application that requires a bit
of special knowledge. However, it is not difficult to use if you carefully study this course which
describes in detail how the portal works.
The course introduces the main principles of portal usage and mechanisms of individual
modules of the system. The stepwise nature of the course ensures that you get the proper and
correct knowledge. If you want, you can deviate from the proposed structure and focus your
attention on the required sections only.

Main page
A user acquaints with the company from the portal main page, a kind of desktop containing the
areas showing:

•

which company's events have taken place lately;

•

various information about the company employees: podium (honoured employees),
birthdays, fresh and absent employees;

•

recent blog and forum posts, etc.

Using links in these areas, you can switch to a corresponding site section containing the
detailed information.

Registration and Authorization
All the company employees obtain access to the portal resources according to the access
permissions set by the administrator.
Before working with the portal:
1. unregistered employees must register;
2. registered employees must authorize.

Registration
Click Register in the upper right corner of the screen to open the new member registration form:

Specify the required information in the registration form: First name, Last name, Login,
Password, Confirm password, e-mail address.
Click Register. The page will refresh. Now, you can start working with the portal.

Authorization
All the company members must authorize before they start working with the portal. Click Login
in the upper right corner to authorize.

In the form opened, enter your Login and Password and click Login. As soon as the page
updates, you can start working with the portal.

Instant Messenger Configuration
In order to set up communication between the Intranet portal users, almost any instant
messenger can be used; the only requirement is the support of XMPP protocol. We tested
several messengers and can recommend you to try Miranda IM.
If you use any other messenger, you have to find the corresponding options in the messenger
configuration window.
•

Open the Miranda options dialog and select the Network > Jabber page.

•

Enter your Intranet portal login and password in the User and Password fields.

•

Type the domain of your server in the Server field.

•

Ask your Intranet portal administrator to advise you of the XMPP server port. Type the
port number in the corresponding field.

•

Ask your administrator if SSL is used by the server. If so, check the SSL box.

•

Leave other fields as is. Click OK to save changes.

Employees
The Employees section contains all the required information about the company staff and
structure.
•

If you need to find an employee and/or obtain a brief information about them, open the
Find Employee page and find a user.

•

The Company Structure page displays a vivid and illustrative view of the hierarchy of
company's departments, subdivisions, branches or affiliates. Click a subdivision to view
its inner departments, or a department to view its members.

•

Each employee has a Personal Profile page that shows their personal and official
information. A user can add friends; create groups; publish photos; create forum topics
and blog posts; manage their personal calendar and file storage.

•

A Staff Changes page registers changes that took place in the career of the employees.
You can look through the changes on the whole company or on a certain department.

•

If an employee is absent for some reason, this event is registered in the monthly
Absence graph. The absence graph can be built for a certain department and the list
may contain all employees, not only the absent ones. To look through the graph for other
months, use the navigation buttons.

•

Featured and honored employees become depicted at the Honored Employees page.
In the user profile title, the reason of being listed at the Honored Employees is
specified.

•

The Birthdays page is aimed to send birthday greetings or find the soonest birthdays.
You can select a department for which the birthday information is required.

•

Any introductory information that a new employee may demand can be found on the For
New Employees page.

Finding Users
To find a specific user, you can use either simple or advanced search mode.
•

Simple mode: in the filter form, specify the Department or the Full name to match an
employee.

•

Advanced mode: to search an employee, fill in any of the following fields in the filter
form: Department, Position, Full name, E-mail, Keywords.

The found profiles will show under the filter form:

Alternatively, you can find employees using the ABC panel. Click a letter to view the list of
employees whose name begins with the selected letter.
To switch the result view modes, use List and Details buttons on the context toolbar:

For example, the List mode shows the employee profiles in the following manner:

The Details mode:

The search results can be exported to MS Excel format by clicking
toolbar.

on the context

Personal Page
For each employee, a personal page exists that shows their personal and official information.
To switch to your personal section, open Employees > Personal Profile. To view information
about another employee, click a link with his name. The user’s main page will open:

The first tab contains information about recently added friends, membership in groups, recent
forum and blog posts. The fact of the employee being absent or at the Podium is also indicated
at the main page of the personal section.
The following links open the personal settings configuration pages.
•

Edit Profile is used to edit user information: contacts, personal and official information
and authorization parameters.

•

Edit Privacy Settings changes the permissions of other users to view your personal
page, friends and groups; also defines users allowed to invite you to groups and send
personal messages.

•

Edit Settings enables or disables the portal features (Forum, Photo Gallery etc.), and
assigns permissions with respect to these services.

Users Friends
Note! This feature is disabled by default. However, you can send a message to any employee
to invite them to a group. The portal administrator can enable this feature.
The Friends tab presents all the user friends. To add a friend, follow the steps below:
•

Click Add Friends to open the Find Employee page.

•

Find the required employee using this form (see the Finding Users lesson).

•

In the profile found, click the user name link. The employee personal page will open.

•

Click Add to Friends.

•

Fill in the invitation form and click Send Message.

You will see the confirmation saying the message has been successfully sent. When the
employee receives and confirms the invitation, they will appear in your friend list.
If an employee sends you a friend invitation, a corresponding message will immediately show in
the left of a portal page.

To send a message to a user, do the following:
•

Select the required employee.

•

Click Send Message. The messaging window will appear:

•

Type the message text and click Send. The new message will be shown in the dialog
window.

If a user sends you a message but the messaging window is not active, a notification will
immediately show in the left of any portal page.

Workgroups
The Groups tab shows all groups you are assigned to. If you have permission, the Create
Group link is available. Clicking it opens the group creation form:

Specify the required parameters of a new group and click Create Group. You will see a
message indicating the group has been created successfully, and a link that opens the group
page:

A group has its own photo gallery, forum, calendar, file storage.
To invite an employee to a group, do the following:
•

Click Invite to Group. Invitation form will open.

•

Fill in the invitation form and click Send Message.

You will see a message indicating the invitation has been successfully sent. When the
employee accepts it, they will appear in the group list.
If someone sends you a group membership invitation, a notification will immediately show in the
left of any portal page.

Personal Photo Gallery
The Photo tab represents the employee personal photo gallery. You can configure other user's
access to your photos in your profile.
The Add album link creates a new photo album. In the album creation form, specify the
required parameters and click Save.

Upon save, the new album becomes immediately added to the album list. To upload a photo,
click Upload Photos.
The two photo upload methods are available: single upload and bulk upload. The last mode
allows to add a whole folder by selecting it in the folder tree and clicking the Add folder button.
To add individual photos from any directory, click Add files.

Using this form, you can preprocess the photos before uploading: specify their titles and
descriptions; publish photos; add the copyright sign etc. Note that only the published photos are
visible. To upload photos, click Upload.

Personal forum
This tab shows the users private forum. You can edit other user's access to your forum in your
profile.

Personal blog
The Blog tab contains a users personal blog where other users can express their views on
events and read their colleagues' opinions on the topic discussed. The access to the blog posts
can be configured in the user's profile. If the blog is public to all employees, its posts are
displayed in the Communication > Blogs section.

Calendar
On this tab, you can create as many calendars as needed whose events can be viewed in a
single grid.
To add a new calendar, click Add calendar.

In the calendar creation form, specify the calendar name, select the event display color, and an
optional description:

To confirm the calendar creation, click Save.
Events can take one day or many days. To add a one-day event, do the following:

•

In the calendar grid, click the event day. The event creation window will open.

•

Specify the event name, select the calendar to which the event refers, and add the event
description if needed.

•

Click Add.

To add a multiple day event:
•

Click

•

Remember to specify the event start date and finish date and the name; select the
calendar to which the event refers.

•

Click Save.

in the upper left of the calendar. The new event creation window will open:

The calendar grid will show the events of the selected calendars only:

Personal files
The file operations on the employees personal page are similar to those discussed in the
Documents section.
You can configure the other user's access to your files in your profile.

Documents
The Documents area allows to share files, texts, documents, spreadsheets etc. and provides
teamwork features.
The access to all the site documents follows the permissions of a group to which a user belong.
A document not being available for editing indicates that a user do not have an appropriate
permission. The access permissions are defined by the portal administrator. Thus, if you want
to edit a document but get the “access denied” message, you have to consult the portal
administrator.
If you want to create a document section for a department but the latter is not shown in the left
menu, you have to contact the portal administrator as well.

Managing the Documents Library in a Web Browser
Creating a Folder
In order to create a folder, open the Documents page (Documents > Common Documents).
Click Create Folder on the context toolbar:

This will open a folder creation form:

Type the desired folder name and click Save. After the page reloads, the new folder will show in
the file list:

Deleting a Folder
You can delete an unneeded folder by clicking on the actions button
the folder to be deleted, and selecting Delete in the menu:

in the row containing

The system will ask that you confirm the deletion, and delete the folder upon positive answer.

Uploading Documents
Before you upload the documents, open the destination folder, and click Upload on the context
toolbar:

An upload form will open. Here, you can choose one of the three view modes:
•

Standard – uploads individual files from different folders (by clicking Add Files) or all
files from a selected folder (by clicking Add Folder);

•

Classic – uploads files from a selected folder;

•

Simple - uploads individual files.

Choose the mode that fits you best and add the files to be uploaded.

If you want to unconditionally update existing files, check the box Overwrite existing files.
Otherwise, the system will notify you that a file (or files) already exists in the destination folder.
Select the status for new files and click Upload. The upload window will appear showing the
upload progress:

After the files has been uploaded, the updated files page will show:

Viewing Documents
To view a document, click the action button

The file properties page will open:

Alternatively, you can use the eye icon shortcut:

of a required file and select View in the menu:

Editing Documents
In order to edit a document or modify its properties, click the actions button
showing the document and select Edit:

A new form will open in which you can alter the document properties:

in a row

You can edit the file properties here. The following operations are available:
•

•

the General Parameters group:
o change the file Name;
o specify the file Tags that will be used for search;
o you can Replace File by selecting a new one;
o activate or deactivate the file;
o provide the Description.
the Workflow Parameters group:
o change the file Status;
o add a file Comment.

Click Save.

File History (Change Log)
To view the document change log, click the actions button
and select History:

in a row showing the document

A file change log form will open:

You can receive all new comments on the library documents. Just click Subscribe on the
context toolbar:

To cancel your subscription, click Unsubscribe:

Deleting Documents
Click Actions
menu:

in a row showing the document to be deleted. Select Delete in the action

The system will ask that you confirm the deletion and only then delete the document.

Editing Documents Using Microsoft Office
If you want to edit documents in Microsoft Office, you should have it installed on your machine.
The documents can only be edited from within Internet Explorer. This feature requires Microsoft
Office 2003 or better.
Note! Your changes made to the Microsoft Office documents will be lost if you open them for
editing using any other browser than Internet Explorer!
With Microsoft Word, Microsoft Excel, Microsoft PowerPoint documents, just click the document
name. Click OK in the warning window:

This will run a Microsoft Office application matching the document type. Now edit the document
as required. Save it and close the application. Modifications will be saved to the server Library.
Warning: the document remains locked for other users while you are editing it.
Be sure to unlock the file after you have finished with it. Click the actions button and select
Unlock from the menu:

The state icon beside the document label shows the current state in which a document is. A
yellow icon
means that you have locked the document. The red icon
indicates the
document has been locked by someone else.

Using the Document Library in Windows
Any folder in the document library that can be accessed according to the user permissions, can
be mapped to a network drive or folder at any Intranet portal computer. Being mapped, a folder
can be browsed using Windows Explorer. This feature is available in the Windows operating
systems, XP and newer with Internet Explorer.

Browsing a Web Folder in Internet Explorer
Open the required document library folder in your browser. Click Network Drive on the context
toolbar:

When asked, enter your User name and Password:

Windows Explorer will open a window showing the contents of the specified folder:

Note! This method of connection may possibly fail due to improper parameters in the Windows
registry. If so, please contact your portal administrator.

Adding a Web Folder to Network Places
Run Windows Explorer. Select Service -> Map Network Drive. Click the link Sign up for online
storage or connect to a network server to run Add Network Place Wizard:

The wizard window will appear:

Click Next here.

In this window, click Choose another network location and then click Next. The next Wizard
step will open:

Type the URL of the mapping folder in the Internet or network address field:
http://<your_server>/docs/shared/. Click Next.
If prompted for a User name and Password, enter your login and password, and then click OK.
The system will authorize you and open the next Wizard step:

In this step, you can specify an arbitrary title for the mapped folder. By default, the title is the
folder name. Click Next. The last step will open, in which the Wizard notifies that the folder has
been successfully mapped and offers an option to open the folder when you finish the Wizard.

Click Finish here.
The system will map the folder and, if you have chosen to open the folder, open the Windows
Explorer window showing with the folder mapped:

The folder is now always available in Windows Explorer. To open it, select Start > My Network
Places > folder name.

Mapping the Library as a Network Drive
Note! This method of connection has known limitations in Windows XP. If you have any
problems, please contact your portal administrator.
Run Windows Explorer. Select Tools > Map Network Drive. The network disc wizard will open.
In the Drive field, specify a letter to map the folder to. In the Folder field, enter the path to the
library: http://<your_server>/docs/shared/. If you want this folder to be available when the
system starts, check the Reconnect at logon option. Click Ready.
The authorization dialog will open. Enter your login and password. Click OK. The system will
authorize you and open the mapped folder in a Windows Explorer window.
Later, you can open the folder in Windows Explorer in which the folder is shown as a drive
under My Computer, or in any file manager.

Workgroups
Workgroups is a section containing information on workgroups in the company. The employees
are grouped by subject, for example: Projects, Management Board etc. The group subjects
are defined by the portal administration.
Users can create or enter a group in their personal profile.
Note: not all users can create groups. If you want to create a group but do not have permission,
contact the portal administrator.

Finding Groups
To search for a group, open to the Search Groups page (Workgroups > Find Groups).
You can search for groups in the two ways:
•

using the tag cloud by clicking a tag (a keyword) to find the required groups:

•

using the search form: specify a keyword in the Search field and a topic in the field
(optional).

To start the search, click Search. To clear all the form parameters, click Cancel.
As a result, all the found profiles will display under the filter form:

Communication
The portal offers many various features for the company members to communicate.
The Blogs section shows the blogs of the employees and groups. The main page of this section
gives you a brief overview of all the new blogs, latest posts and user comments.
Using Forums, you can ask for help on a certain problem or read the existing topics of other
employees. Forums are grouped in the following way:
•

General Forums - for example, the public forum in which any user can create topics for
discussion.

•

Forum for comments - the employees can leave their comments on the company news
and events here.

The published photos of employees and the pictures of workgroups are available for viewing in
the Photo Gallery section. The gallery name follows the employee's name. If an employee
allows to view their photos, the employee's personal page will open upon clicking their name.
The Classifieds page allows you to view advertisements of the company employees or place
your own using Classifieds link, and further view it by clicking My Ads.

Forums
Creating a Topic
To create a new topic, click the
creation form:

button. When clicked, it will open the new topic

Type in the topic title, description and enter the text of the first post in the new topic. If required,
add some tags that would describe your topic, for easier user navigation.
If required, you can have notifications about new posts in this topic send to your e-mail. If so,
check the Subscribe to New Posts in This Topic box.
Click Create. Your new topic would look like this:

Creating Posts
This is trivial: to add a new post, type the text in the reply form and click Reply:

Your post will appear at the bottom of the thread:

Subscription for New Posts and Topics
Whenever you want to subscribe for new posts or topics, click
down list, select New posts or New topics.

. In the drop-

If you want to manage your subscription, click
on the context toolbar. In the
subscriptions form, click the Delete link of a subscription you want to deactivate:

Photo gallery
If the galleries of employees or workgroups contain photos, this page shows these galleries as
links with names of employees or groups. A user can view the photos only if the employees
have allowed viewing their galleries.
New photos of employees and groups, if they are approved by the portal administrator, can be
viewed in the New section:

If the photos are public, clicking a photo will open the user or group profile where you can view
the detailed images:

Classifieds
To post an advertisement, open the Classifieds page (Communication > Classifieds).
Click Classifieds to open the creation form:

Fill in the following fields:
•

Type the short title for your ad.

•

In the Category field, select a closest category to which your advertisement relates.

•

Type in the advertisement text.

•

Specify the contacts in the following fields: website, phone.

Click Save. The new advertisement will look similar to the following:

The My Ads link opens a page containing all of your advertisements.

Services
The Services section offers special services and useful information to employees.
•

You can send requests for services on the Submit An Order page. First, select the
request type, and then fill in the request form.

•

The Knowledge Base page contains frequently asked questions. Here you can quickly
find the answer to your question. If no answer to your question exists, sent it to the IT
service.

•

You can send a request to the IT service on the Technical Support page. There you will
describe your problem, and then discuss it with an IT service specialist who will try to
solve your problem.

•

The Training section contains various training courses. Each course consists of a
number of lessons; some lessons can be grouped. A course may contain the self-check
tests, and the final certification tests that you can attempt to pass to try your strength
and, upon successful testing, obtain a certificate. Results of your tests and certificates
obtained can be viewed on the pages Gradebook and My Certificates,
correspondingly.

•

Polls and surveys are the means to reveal the company employees' opinions on different
matters. Users can vote in any active poll on the Polls page showing the list of all polls
and the voting history.

•

Popular links are shown on the Link Directory page.

•

You can manage your subscription for the site newsletters on the Subscription page.
There you can select subscription rubrics and specify your e-mail.

Communicating with the IT Service
Creating Tickets
To create and send a ticket to the IT service, use the special ticket wizard. Type in the Ticket
title and select the problem topic.

Click Next.
The number of steps and the content of the next step depend on the problem topic you have
selected. For example, if you choose to ask a question about the portal, the second step
demands clarification from you:

Check the required option and click Next.
Then, type the detailed description of the problem:

Describe the problem in detail and click Finish. The message preview will show:

If you want, you can correct your ticket in the form below:

In this form, you can attach files to the ticket; specify urgency and category. Later, you can close
the ticket in this form.
Click Save to send the ticket. The ticket will show in the list of your tickets:

Viewing and Discussing Tickets
To view or post new comments to the existing tickets, click the link My Tickets on the
Technical Support page. This will open your tickets page. This page is equipped with a special
filter form enabling you to find tickets matching your search criteria.

Each ticket has an indicator. The grey indicator stands for the resolved problems. If the last
comment in your ticket was yours, the indicator is green . If the last response was from a
techsupport specialist, the indicator is red .

To view the replies or correct the ticket, click Modify in the row showing the corresponding
ticket. The page with the ticket discussion will open.

You can add your reply using the form below. The form is similar to the one in which you amend
a ticket during creation.

Company
The Company section contains various information about the company.
Here you can learn:
•

the company background;

•

the company's lines of activity.

Moreover, the company address, contacts and vacancies are listed here.
Dry facts about the company can be smoothed by the event calendar, photos and video about
the company life.

