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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.
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Main page

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

Login: Password:

l @ Intranet Portal .

- orgot your A

= My Company password? Login
Register

Home | Company Documents Workgroups Communication Services | About

Wwelcome To Intranet Portal " 8 &

Find Employee Important Information Information

Full Narme: 5 iEgitemba For New Employees

= ber 20, 15}
o Emplayas Swards Ceramony
On September 19, our company held its annual employee awards

Departrmant: i ceremaony.
(all) |
@ September 19, 2008
Computer Use Policy
The fallowing Computer Use Policy has bean developed as a
advanced search » complement to relevant laws and policies to define acceptable and

unacteptable computer use practices, to promaote an
understanding of responsible usage of computing resources.
Honored Employees 1 September 17, 200
5 Mew Workgroup
A woarkgroup was formed to develop new site of our company.

q0E

Financial Analyst

0Of The Year ] Septemnber 16, 2008

Ethan Holman ] Mew Sales Partner Workgroups

Analyst Qur company and Airsvit, Inc. have concluded a partnarship

agreement, - Fabruary 10, 2009

HMarketing A o 13:20:21

Initiative o i et .q “Mew Corporats

ighn Ch ' Percanng] Cartification Identity” project
%=l Managsr Cur company has made a3 substantial investmeant in the education Mambare: 1

of our personnel, Topic: Projects

Professional
= Manager More = | Fabrusry 10, 2009
r % | Anthony Wheatley 1320021
Bdministrator Chr l:r Part
Company Life SONFMAF TArkY
pany Members: 1

MoFs = ) To?i;: Corporate
ol Saptamber 19, 2008 Holidays
ﬂ Congratulations Mr, & Mrs. Hawkins!
Birthdays oy Sybil and Alexander got marmed at the Cathedral of - m o | Fabruary 10, 2003
Christ King, Atlanta -~ e

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.
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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:

Register

Marme: John
Last Mame: Howward
®Lagin (min. 3 symb.: Lser
*Password: ssssss

*Password confirmation: sesesses

*E-Mail: john@example.com

The password must contain at least 6 symbaols.

*Required fields

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.
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Authorization

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

Authorization Close | *

Login: user
Password: essess

Rermermber me on this
computer

Forgot wour password?
Register

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.
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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.

= Miranda IM Options

=I- Conkact Lisk ~
Contact Display
Irons Jabber
List Background ' g
List Texk Password: sssssens
Stat:s Bar Resource: Miranda Prictity: | O £
Windaw
W
. Events Save password
File Transfers Login server: | cp.bitrixsaft.com List of public servers
Hotkeys Port: Lse 551
Igrore
Messaging Expert

Messaging Log

Messaging Madifica Manually specify connection host

Sounds Huost: cp.bitrixsoft, cam Part: | 5223
Sounds (Individual keep connection alive
= Metwork, ) )
10 [ ] Automatically delete contacts nat in my roster
Jabber User directary: users jabber.org
Jabber Advanced Messaging lanquage: | == System default == w
WinPopup ging language: | == Zystem default ==
=I- Plugins
Database Editor++ %
< »
[¥]show expert options [ OF ] [ Cancel l ’ Apply l

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.
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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.
Search Advanced Search
Department: | (|| a
Full Hame:

Feningtan

[ =earch ” Cancel ]

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

Department: |4 v

Position: | a-countant

Full Mame: Peningtan

E-rnail:

Keywords:

’ =earch ” Cancel ]

The found profiles will show under the filter form:

Penington Emily # Send message
Accountant

E-Mail: beshadev@ex=ample.com
Mohbile: 683-24-25

ICO: 275-376-286

Departments: Accounts Department

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:

Letter: A-Z  wiew:| = | Excel

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

Photo

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

toolbar.
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Bickerton Emily
Manager

E-Mail: peei@example.com
Mohile: 945-25-45
Departments: Transaction Centre

Cowell Emily
Call Center Girl

E-Mail: cea@example.com
Mobile: 647 -42-44
[T 754-559-965
Departments: Call Centre

Full Name Phone Position
Bickerton Ermily Manager

Personal Page

Call Center Girl

# Send message

ot of office

# Send message

Departments

Transaction Centre

Call Centre

E-
‘J Excel on the context

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:
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Caisy Allenby: Profile

General Groups Photo Forum Blog Calendar Tasks Files

Daisy Allenby

Last Logged in: 02/25/2009 14:31.57
Position: Accoyuntant
Departments: gccoynts Department

Contact Information

E-Mail: chedvi@example.com
j{mak 904-376-093
Makbile: 387-38-85
Work Phone: 175-76-90
& Online Personal Details
S Edit Profile S Famale
¢ Edit Privacy Settings Birthday: 23 june

@ Edit Settings
* My Subschpbion Tasks

Mo tasks assigned.
Groups

Corporate Christmas Party, Sales Forum

all Groups Mo posts in this forum
Search Groups

Updates

Daisy ﬂilen by
5 elephants killed in Kenya

The elephants were killed in the Tsavo East Nabional Park and its
surrounding areas in southeastarn ...

& Views: 1

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.
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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.

# Send Message

7o Show Message Log
&% Add to Friends

T4 Invite @ Group

-+ Subscribe

Click Add to Friends.

Dimitris Brook

Position: Production Designer
Departments: Production Desighn Division

Contact Information

The contact information is unavailable,

Personal Details

Sex: Male
Birthday: 12 july 1875
Tasks

Mo tasks assigned.

Fill in the invitation form and click Send Message.

& friend request will be sent to this user. Once they accept your request, they will be listed as your

friend.

User: Dimitris Brook

* Tour messagel  [geliq
,

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

Select the required employee.
Click Send Message. The messaging window will appear:

Abigail Ackerman Lser Profile ||

L : Message Log
Eecent Messages

E] Font V CI:I|IIILJI’.V:[ Link H Image H Cluote ]
2000020099200 00

Top Management meeting will take place at the company Head
office.

send Message | Ctri+Enter

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

Abigail Ackerman Lser Profile

L : Message Log
Eecent Messz

5= Daisy Allenby
144544 Top Management meeting wil take place at the

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.
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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:

Group Parameters

+* '
Group Mame: ey product development

*Group Description: 1y, product development workgroup

*Group Topict | Production w

Group Parameters: Visible ta all
] public Group, Anvone Can Join It
] Make archive

Keywords:  oroduct, development

Hiho Can Invite to Group: Group Cwner And Moderators |+

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:
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Mew product development: Profile

General Calendar Tasks Discussions Reports Files Photo Members

Mew product development

Topic: Production

Description: Mew product development workaroup
Created: 02/10/2009 12:20:21

Members: 1

Group Type: This 1s 3 private group. User mermbership is

subject to administrator approval,
This group is visible to anyone,

# Write messane
Reports - .
T# Edit Group
8 Edit Settings
T Delete Group

Mo messages in blog

Discussions [¥ Edit Moderators
Mo paosts in this forum n Edit Members

~x Ban List

T Invite to Group
Tasks S Wiew Join Reguests
Mo tasks assigned. =¥ Subscribe

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.

An invitation to group message will be sent to the users. The users will he
listed here after they have confirmed their membership.

* Users: Serge Abbott <bse@example.com> [83]

Group: New product development

* .
Vour Messagel 1 jpeite you to New product dewvelopment

workgroup

Send hessage
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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.

Edit album properties

*Mame:
Animals

Date:
03/05/2009 1

Description:

Clset album password

Password:

[ SEwe ] [ Cancel ]

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.
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3 photos Delete All
Add Folder | : Add Files

prik_rrkxhily prik_zacwniohd

Publish
Mame:

prik_tlgomois.jpg
Description:

Upload photos to album: | &Anirmals M
Resize images to:  ariginal M

Print watermarks: @ . A

Upload |

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.
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Daisy Allenby

Last Logged in: 03/05/2009 16:30:47
Position: Accountant
Departments: Accounts Department

&5 Online
« Up (4 MNew album < Upload Photos

Animals

Q3052000
Photos: 3

# Edit album properties
# Choose cover
X Delete album

Oy Slide show
# Edit

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.
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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.

- Calendars

[ Add Calendar

)

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

: Mew calendar ®

e .. .
MName: Training seminars

Description:

Color: #B597EC |

Enable calendar export

Export Events: | all v

[¥] 2dd to Favourites

[ == ] [ Cancel l

To confirm the calendar creation, click Save.

Events can take one day or many days. To add a one-day event, do the following:
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In the calendar grid, click the event day. The event creation window will open.

i Mew Event »®
Friday 03/06/2009

Marme:* Feport
Description:
Calendar: Training seminars v

Maore... [ Add ] [ Cancel ]

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

i Mew Event x
Event GLests
From:* 03/10/2009 1] To:* |03/12/2009 1]
Mame:* Fartrner seminar
Description:
Repeat: Mewver ||
Calendar: Training seminars V

[ Save ] [ Cancel ]

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

Click Save.

The calendar grid will show the events of the selected calendars only:
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Month
Event Calendar
+| B February |4 March, 2009 ’ April
Mo Tu We Th Fr Sa Su
28 1
2 3 4 5 G 7 8
i Report I
9 10 11 12 13 14 15
G Partner serminar ]
16 17 18 19 20 21 22
23 24 25 26 27 28 29
30 21 4 =

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.
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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:

=| Create || Upload :J'JCreate Folder | C-2 Subscribe | SziHelp JE MNetwork Drive

This will open a folder creation form:

Create Folder

*MName:
My documents

| Save | [ cancel |

Type the desired folder name and click Save. After the page reloads, the new folder will show in
the file list:
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Mame +  Modif. = By =  5jze Status
=- [ ForEmployees 02/10/2009 13:18:50 David Brown
=. [ My documents 02/27/2009 16:01:39 David Brown
=- )] Absence request.doc @ 02/20/2009 13:37:04 David Brown 37.5KB  Published
=- ] Absence request.dock @ 02/10/2009 13:18:53 David Brown 14.83KB Published

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:

- [ My documents

o Modify
ahce reguest.doc @
H Delete d

- @ﬂbSEnce request.docy @

-

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:

75| Create | [s) Upload | 17 Create Folder [~ Subscribe  E&Help 5 Metwork Drive

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.
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Upload Files

| Documents [y Subscribe | 5z Help JI_:" MNetwork Drive

The fife size must not exceed 64 MB. View: | Standard |+
. Files: 2 Delete All
Add Folder | Add Files
Mame Size | Type Modified
-J'_1portal_user 1,989 KB Microsoft Office Word 97 - 2003 Docu... 101372008
lﬂ_]pu:urtal_admin 4,333 KB Microsoft Office Word 97 - 2003 Docu... 103172008

]

Title:
portal_user.doc
Tags:

Description:

[] overwrite existing file(s)?

Status for New Uploaded Files: | Published |+

Upload
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:

s o

File Upload

C:hdocshpartal_admin. dac

| |
Ilploaded: 1.41 Mbaf 4.29 Mb @

E ztimated time left: 1 zeconds of 4 seconds

Close dialog box when upload completes,

After the files has been uploaded, the updated files page will show:
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Mame =  Maodif. ~ By = Sijze Status
=. [ ForEmployees 03/02/2009 12:13:14 David Brown
=- M| portal sdmin.doc @ 03/02/2009 13:02:25 David Brown 4.28MB  Published
=- M portal userdoc @ 03/02/2009 13:02:20 David Brown 1.94MB  Published

| Expense report.zlsy @ 03/02/2009 12:13:28 David Brown 10.15KBE Published

4

Viewing Documents

-

To view a document, click the action button of a required file and select View in the menu:

=- W] portal admindoc @
[ Wiew

[=| Download userdoc @
3y Modify g report.zlsy @&
[F History

[ Delete g report.xls @

The file properties page will open:
View Element portal_admin.doc

] Documents [ Subscribe 53 Help J":' Metwork Drive
Fath: Comrmon Docurments

File: @) portal admin.doc [& modify %] delste /5] history

Created: 03/02/2009 14:44:23 David Brown
Modified: 03/02/2009 14:44:22 David Brown
Size: 4.Z8MB 4 download
Tags:
Description:
Wiorkflow Parameters
Status: [1] Published wew origina!

Comments: Mew File,

Alternatively, you can use the eye icon shortcut:
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~ [ portal admin.doc @

> [ portal user.doc @

Editing Documents

-

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

in a row

- [H) portal admin.doc @

Fu

e
Lser.doc @

Download

modify

RS

{h_—,) g report.xlse @
History

%

Delete e report.xls @

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

| Documents | [~z Subscribe 55 Help ":_:' Metwork Drive

Path: Commaon Document

File: @) portal admin.doc & View
Created: 03/02/2009 14:44:23 David Brown
Modified: 03/02/2009 14:44:23 David Brown

Size: current version: 4.28MB g Download

General Parameters

“Name: 'nortal_admin -doc
Tags:
Replace File:
Active: Record active
Description:

Workflow Parameters
Status: | puplished ~|

Comments: Hew File.

| save || Apply || Cancel |

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

the General Parameters group:
o change the file Name;
specify the file Tags that will be used for search;

o Yyou 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.
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File History (Change Log)

-

To view the document change log, click the actions button in a row showing the document
and select History:

- [H) portal admin.doc @

= Wiew
user.doc @
= Download —
=" .
8| Modify g report.xlse @
5| History
4

Delete e report.xls @

A file change log form will open:
Element Modification History portal_admin.doc

| Documents | g Subscribe B Help "E Metwork Drive

Path: Comrnon Docurments

ID  File Status Comments Modified By Modified

Current wersion;

= : [1] . [1] {admin) David 03/02/2009
— T . H . ™ ' .
539 portal admin.doc Published Mew File Browh 1414427
archive:
— . [1] ' [1] (admin) David 03/02/2009
4 \ . ' - . .
] 640 portal admindoc pooec oy Mew File Brown 14 dd:32

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

= Create lﬂUl:Ih:IEId :J'_|Create Folder | L2 Subscribe | S5 Help JE MNetwork Drive

To cancel your subscription, click Unsubscribe:

= Create IﬂUpIDad :J'_|Create Folder | -z Unsubscribe | 52 Help "E Metwork Drive
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Deleting Documents

-

Click Actions
menu:

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

- [H) portal admin.doc @

= Wiew
user.doc @
= Download =
— .
# Modify e report.xlsy @
gl History
4

Deletel_\[tn) e report.xls @

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:

Windows Internet Explorer

] Some files can harm your computer, IF the File information looks suspicious or vwou do nok Fully trust the source, do nok open the file.

-

‘¥ou are opening the Following File:

File name: portal_admin.doc
From: localhost:e448

[ Ok ][ Cancel ]

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:
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) portal admin.doc @&

e
Lser.doc @&
Download

Unlock

,,\[F_n} e report.lsy @&
Modify _

History e report.zls @

Delete
g‘l Bitri Site Manager.Features.ppty @&

e ameoal

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:

5| Create  [s) Upload %7 Create Faolder [ Subscribe  E&Help | = Metwork Drive

When asked, enter your User name and Password:

o~

Connect to intranet.smn -~
=

R

Connecting ba inktranet. smn

Lser name: | 7 user [v]

Passwiord; T

[ Iremember my password

[ oK l [ Zancel
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Windows Explorer will open a window showing the contents of the specified folder:

File Edit ‘Wiew Fawaorites Tools  Help

rlﬂ shared g@-\
4:

- </ lﬁ /.._j Search |{ Folders = x n v

Address |1,i‘| Vinkranet. smnldocs)shared [v] o

| | For Emplovees W Absence request
J— —
i |53|i| L

- Absence request Bitrix Site Manager.Feaktures
e—l
II !'-?:. Bitrix Sike Manager.Features @_IJ_ Expense report
["‘ Expense report W portal_admin

[H]

W portal_user

9 objects

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:
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Map Network Drive

Windows can help you connect ko a shared netwark Folder
and assign a drive letker to the connection so that vou can
access the folder using My Computer,

Specify the drive letter For the connection and the Folder
khat wou wank to connect ko

Drive: IH w

Folder: W Browse, .,

Example: Yiserverishare
[ ]Reconnect at logon

Conneck using a

Zancel

The wizard window will appear:

Add Network Place Wizard

Welcome to the Add Network Place Wizard

Thiz wizard helpz you sign up for a service that offers online storage space.
'ou can use thig gpace to store, organize, and share vour documents and
pictures uzing only a ' ‘Wweb browser and [nternet connechion.

'ou can alzo uze this wizard to create a shortcut bo a'web zite, an FTF zite,
ar other netwark, lacation.

To continue, click West,

[ Meut » ][ Cancel

Click Next here.
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-,

Add Network Place Wizard

Where do you want to create this network place?

Select a service provider. |f pou do not have a memberzhip with the provider you select, the wizard will help
wouy create an account, To just create a shortout, click "Chooze anather network: location. '

Semvice providers:

’ MSH Comrmunities
1; Share vour files with others, ar stare them for pour personal use.

. Chooze anather netwark location

‘-__-__;' Specify the addreszs of a'web site, network lozation, or FTP site.

< Back ” Meut » ][ Cancel ]

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

Add Network Place Wizard

What iz the address of this network place?

Type the addrezs of the YWeb zite, FTP zite, ar netwark location that this shortcut will open.

|nternet ar netwark, address:;

hitp://localhost E448/dacs/shared/ |

Wigw zome examples.

< Back ” Meut » ][ Cancel ]

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:
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-,

Add Network Place Wizard

What do you want to name this place?

Create a name far thiz hortcub that will help pou eazily identity thiz netwark. place:

http: # flocalhost 6448/ docs/shared,.

Type a name for thiz netwark place:

shared on localhost

[ < Back ” Mext = ][ Cancel ]

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.
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Add Network Place Wizard

Completing the Add Metwork Place Wizard

Y'ou have successiully created this nebwork, place:

A ghortcut For this place will appear in by Metwark, Places.

Open this netwaork, place when | click Finizh.

To cloge thiz wizard, click Finizh.

[ Finizh ][ Cancel

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:
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-

1 shared on localhost E]@-\
lf:

File Edit Miew Favoribes Tools  Help

&) ?, ir /._x’ Search Falders [ x u) Ev Q‘} Faolder Svnc

Address |50 htep:fflocalhost:6448/docsfshared) Rl a G0

e . w S

for Emplovess: D Absence request
. i
- Absence request i Eitrix Site Manager.Features
= [, EI s,
l' L4 Bitrix Site Manager.Features Expense repaort
H

=~ I | sy
l""' i Expense report Ld partal_admin

| =,
i portal_user

3 objects

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.
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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:
Search Groups

advertising Christrnas commpetition corporate identity development football haliday

IJI"Dd Ll":t production PO ]ECE recreation sales site soccer sport technology

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

Search in Groups
¥ Search: |sales

In Topic: | Any V

Search ” Cancel

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:

Sales

Sales marketing workgroup

Topic: Sales and Marketing

Members: 2

Last Access: February 10, 2009 13:20:21
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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.
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Forums

Creating a Topic

To create a new topic, click the 94 MW TODIC 1y 00 \When clicked, it will open the new topic
creation form:

Create new topic in: General forum
Topic Settings

*Topic TiYe! | portal Mews

Topic

Description:

Tags:

Icon: - = a . e o P
= Q@0 PO @0 WO KO QO OO

naoicon @

Enter your Post

Clickable Smilies |Font |v| BA B 7 U @& B [3 [7 i=

ﬁﬂ Eﬁ @3 Attention! The company employees can now maintain their file
.’-_':. @. ':_-_J storage in their private area.

W & e ¥ou will find the detailed information shout file storage

P — — management and the method of mapping the storage to s network
i; L =4 driwve in the help section: "My Profile - Files".

® O

Zhould you hawve any questions regarding file storage
configuration, please send your recquests to the techsupport
engineers using the support reguest form.

Do you want to use smileys in this message?

[ subscribe to Mew Posts in This Topic
] subscribe to Mew Paosts in This Forum

Load image for this message

[ Create H ey ]

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:
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] Topic:: «Portal MNews» on forum: General forum Wigws: 1

David Brown [] Fosted: February 20, 2009 10:31:12 #1  Mame | Quots

Pl itetie Attention! The company employees can now maintain their file storage in their &

Posts: 2 private area,
Joined: February 10, 2009

You will find the detailed information about file storage managerment and the
method of mapping the storage to a network drive in the help section: "My Profile -
Files",

Should you have any guestions regarding file storage configuration, please send
your requests to the techsupport engineers using the support request form.

Profile | E-Mail Meszage o
Hide Modify  Delete | To support

IP:127.0.0.1
ID guest: 1
ID user: 1

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

Enter your Post

Clickable Smilies Font |v| BA B 7 U @& W [@ 3 =

':G;i;.' ':g:.l & Thank wyou!
@ ® O
@ © o

¥ Do you want to use smileys in this message?

[] subscribe to Mew Posts in This Topic
[ subscribe to Mew Posts in This Forum

Load image for this message

Browse..

[ Feply ” Wiew ]

Your post will appear at the bottom of the thread:
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Topic:: «Portal Mews: on forum: General forum Wigws: 5
David Brown Posted: Febhruary 20, 2009 10:31:12 #1  Name @ Quote
Aelminisatar Attention! The company employees can now maintain their file storage in their
Postz: 2 private area.

Jained: February 10, 2009
You will find the detalled information about file storage managerment and the
method of mapping the storage to a network drive in the help section: "My Profile -
Files".

Should you have any questions regarding file storage configuration, please send
your requests to the techsupport engineers using the support request form.

Prafile | E-Mail  Meszage e
Allenby Posted: Febhruary 20, 2009 10:37:02 #2  Name @ Quote
Posts: 1
Joined: February 12, 2009 | Thank you! &
Prafile | E-Mail  Meszage s
Modify

Subscription for New Posts and Topics

Whenever you want to subscribe for new posts or topics, click 7| Subscribe for: ¥ . In the drop-

down list, select New posts or New topics.

If you want to manage your subscription, click F| Subscription on the context toolbar. In the

subscriptions form, click the Delete link of a subscription you want to deactivate:

Subscription
Forurn title Topic title Date Subscribed Last sent message  Actions
General forum &l topics February 20, 2002 10:39:38 Delete

Mews discussion  Mew topics | February 20, 2009 10:39:56 Delete
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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:

Galleries

ﬂ Allenby Daisy Adrinistrator

View aff galferies

New photos Popular Most commented

Mew photos

If the photos are public, clicking a photo will open the user or group profile where you can view
the detailed images:
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4= Back to alburn <4 Upload Photos

prik_tlgomois.jpg

034085 /2009
Oy Slide show @ Original

# Edit x Delete

4] 20f3 | P

(no votes)

&l photos in albumm:

Classifieds

To post an advertisement, open the Classifieds page (Communication > Classifieds).

Click Classifieds to open the creation form:

Title* Camputer Desk
Walid till @
Format: MMIDDST HHIMIDSS
Category® | .. Sale M
Beauntiful corner computer ﬁ

desk. Cherry look with hlack
accenta. 68 374" length x 397

*
A text deep x 36" high. Comes with
lockable kevhoard tray, CD
slots and shelwves for bhooks M
Webhsite

Phane* 238-754-4586

SaEe
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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:

Computer Desk

Publish date: 03/05/2009 11:05: 18
Phone: 235-759-4526
Author: David Brown

Beautiful corner computer desk. Cherry look with black accents, 68 3/4" l[ength » 39" deep » 36" high.

Comes with lockable kevboard tray, CD slots and shelves for books etc, Meed quick sale, asking $£75
o.b.o, You pick up,

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

MNew Ticket Wizard

‘/ The Wizard collects information and creates an entry with problem description for Helpdesk
staff.

First step

Ticket title:

Sroup creation error

O computer problem

) File access problem

O Printer problem

® Portal related gquestion

[<Eiau:k] [ Ney-d:']

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:

/ MNew Ticket Wizard

Second step

® Portal errors
O wish list

[<Eiau:k] [ Ney-d:']
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Check the required option and click Next.

Then, type the detailed description of the problem:

/ MNew Ticket Wizard

Third step

Error page link:

anypersonalfuser/380/groupsicreate/

Error description:

"You do not have permission to
create new groups..."

| <Back | | Finish |

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

Portal related question = Portal errors

Error page link
Jrompany/personalfuser/380/groups/oreatef

Error description
"fou do not have permission to create new groups..."

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

Subject: | Group creation errar

message: [ B [ 1 ][ U [ Quote (ait+g) | [ Cade (alt+c) |

<izPortal related gquestion > Portal errors</i>

<b>Error page link</b>
foeompany/personal /user /380 / groups/create/

<b>Error description</h>

"fou do not have permission to create new
groups. .. "

Attach files
(max - 10000 kBY):

Browse..

Browse..

Criticality: w
Category;

Close ticket: [

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:

IDe = Subject

Modified & = Msgs. Status
Ind. & ¥ Modified by
2 Group creation error 02/19/2009 10:17:22 1
[ ] [280] iallenby) Daisy allenby
[ Modify ]
Total: 1

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.
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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 .

D& = Subject Modified & = Msgs. Status
Ind. & ¥ Modified by
2 Group creation error 02/19/2009 12:44:18 2
[1] fadmin) David Brown
[ Modify ]
Total: 1

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.
Trouble ticket

Source [ From: [web] [220] (allenby) Daisy Allenby

Created: 02/19f2009 10:17:22 [380] (allenby) Daisy Allenby
Modified: 02/19/2009 12:44:18 [1] (admin) David Brown
Support level: default

Discussion

Time: 02/19/2009 10:17:22 [ Quote ]
From: [380] (allenby) Daisy Allenby

Partal related question = Portal errors

Error page link
feompany/personalfuser/280/groupsforeatef

Error description
"fou do not have permission to create new groups,..”
Time: 02/19/2009 12:44:18 [ Quote ]

From: [1] {admin) David Brown

Daisy, this bug has already been fixed

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