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Introduction

Summary

In this module, you will learn about how FirstClass Communities can:

deal with mail overload

expose information that would otherwise be hidden in private
email exchanges

share files
find others in your organization
keep up with what's going on

access information with your mobile device.

FirstClass Communities brings together all of the social tools that have
defined the modern internet into a safe organizational framework,
where ideas prosper, knowledge is enhanced, and employee
productivity thrives. This powerful Web 2.0-style solution has been
designed to enable organizations to work faster, smarter, and more
productively by connecting knowledge workers to the people and
content important to them within a secure, collaborative, community-
based environment.

With FirstClass Communities you can:

Relieve the stress of email overload

Let ideas and content flow between internal and external
stakeholders

Reveal people, content, and communities with social search
Make your content a social object

Fast track knowledge transfer and productivity

Reduce the risk of inappropriate disclosure

Engage the next generation workforce
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Dealing with mail overload

If you're used to using an email product that simply lets you exchange
private messages with others, you know how quickly your inbox fills
up. Some of those messages are important, some are of interest, and
the vast majority are marginal or outright spam. And the only way to
sort out the good stuff is to wade through all of it.

FirstClass Communities doesn't dump everything in your inbox. You
use FirstClass Communities to post to online communities. Each
community deals with a particular subject, such as HR Policies. You just

join the communities that interest you, and that immediately sorts out
all that marginal stuff.

COMMUNITIES
3 orgasie, § ssbsrptons, 24

ottt 7762 s

© | E e

ABCBank  Bankng  Cusbmer  Economics  OpenCafe
Information  Resources  Feedback

= o K

Reporia  ScratchPad  Wnatis newin
Provlem oTsw

oROR OF 2

(v PEOPLE Rl -

Exposing information

Communities don't just shield you from mail overload. Others who are
interested in that same Policies community will also join it. They'll see

everything you post, and you'll see all their responses plus everything
they have posted.

ew History Hookmarks lools Help,
: Social Workplace. -




FirstClass Communities User Guide

Sharing files

Communities aren't just common posting areas, though. You can also
store files in a community. Others can download these files, perhaps to
update them and then upload them back to the community.

If you'd rather work collaboratively on a document directly in the
community, you can create wiki pages there, where everyone can see
and update them. You can even add content from other web sites at the
click of a button.

@) Economics: Socisl Workplace - Mozilla Firefox|

lElIe Edit Miew History Bookmarks Tools Help
|| Economics: Social Workplace

f (D)

E -
I /\/\/ conomics
\

,| 2 Documents

Documents

Type Name

ﬁ Budget Planning.xls

a Revenue Forcast.xls

- | Size |Ver Upl

17 kB 2

=y
Barbara Thompson

17 kB 1L

Barbara Thompson

rﬁ Economics: Social Waorkplace - Mozilla Firefox

\

comments \ tags

Contents

Types of economic policy

Stabilization policy
Fiscal policy,
Monetary policy

Finding others

IEiIe Edit View History Bookmarks Tools Help
| Economics: Social Workplace

|
I @@ Economics
[ ¢

8 Pages (show list of pages)

Types of economic policy
version 3 (Iatest) last modified Today,

| flag | edit page | history

Macroeconomic stabilization...

at 12 M. by Terrell Williams

| delete | print | share

Types of economic policy

Almaost any aspect of government has an economic aspect and so many terms are used. Afew example of
types of economic policy include
# Macroeconomic stabilization policy tries to keep the money supply growing, but not so quick that it
results in excessive inflation.
« Trade policy refers to tariffs, tra
# Policies designed to create
* Policies related to de
stribution of income, property, or wealth
llation
Anti-trust
« Industrial policy
» Technology-based Economic Development Policy

Macroeconomic stabilization policy

ents and the international institutions that govern them.

R

-
-
-

Stabilization policy

attempts to stimulate an economy out of recession or constrain the money supply to prevent excessive
inflation

Fiscal policy,

« oftentied to Keynesian economics, uses government spending and taxes to guide the economy.
* Fizgal stance: The size of the deficit
T i QlleCLogernmen

So far, we've discussed what FirstClass Communities can do with
“things”. But you can't collaborate effectively without keeping track of
people, and FirstClass Communities helps you do that, too.

Everyone in FirstClass Communities has a profile that includes
information on their background, their picture, and even a personal
blog. Say you're looking for someone in your organization who knows
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Keeping up

Spanish. You just search on “Spanish” to get a list of everyone who has
that word in their profile.

People

. Mark Thackary

f] Barbara Thompson

ﬂ Francine Wu

Staying in the loop in a busy organization is a challenge. FirstClass
Communities provides tools for tracking activity, both for things and
people.

You can flag a post, uploaded file, or wiki page. Every time something
changes (for example, a post is replied to or a file is updated),
FirstClass Communities tells you.

And you can create a buddy list of all the people whose activities you
want to follow. Whenever they update their blogs, you know. This list
also provides a convenient way to contact them by phone or email.

e

! Akisha Simpson i

Looking rd to

chat

F:J Barbara Thompson 1)

Exciting prospects

m

argund the corner

chat
E Bobby Jones L7}
Born 2 Sk8
chat
ﬂ Francipe Wu v
ove this system
chat
u Frank Washington o
just in sunny Impington
chat

E Hugo Joyce e
:; .':C 5“'5'["" :

chat

E Jenny Wu B

Trn mirh hremownd

I MY PEOPLE 0 Cnline
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Mobile access

FirstClass Communities is available wherever you are, through mobile
devices such as your iPhone, Blackberry or Android device.

wil. ROGERS = 1:57 PM < 98 % =
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Accessing your FirstClass Communities Content

If you are a traditional FirstClass Client user as well as a FirstClass
Communities user, you can access your content in two different ways.

Direct Login from the Web Login Page

You can log in via the Web interface directly by entering your FirstClass
Communities URL in your web browser then enter your UserID and
password in the login badge.

f m Login: Social Workplace \G} . ——— " - -
€« C'  © otswfirstclassdemo.com/login T w X
O Best Linux Distributi... o FirstClass Login O Open Text Bookmar... O Memaonic O search links O Add te HE Bockmarks ﬁ FirstClass Tuterial Vi...

Welcome to the Social Workplace side of FirstClass 11

For technical support please contactthe IT Help Desk via normal channels.
Please install the OTSW Bookmarklet by visting the Bookmarklet Install Page.

Click here to watch a 15 minute video about logging into your account for the first fime.
Click here to learn more about OTSW Client for BlackBerry™ UserlD / Email:
Click here to learn more about OTSW Client for iPhone ™

Password:

[] Remember me on this computer

The second option is to

1. use the Communities Button on your launchbar while logged
in with the FirstClass Client to open the browser and log you in to
your Communities home screen or

2. double-click on a Community to launch the browser and take you
directly in to that community
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.. Desktop : FirstClass Demo
- I
File Edit Format Message Collaborate View Help
o I
M. Q = 2 .C
Mew Find Directory Who's Online  Preferences Bookmarks Exit Help
Dp_qktDp '&] Desktop 0 Files 18 Folders FirstClass Demo : Jason Almas 50G Free
All Desktop Items i_‘
= 1A Desktop | f
[ Mailbox
& Bookmarks
L.ﬁ.l Calendar Conferences Workspaces Instant Messaging Web Publishing Bookmarks
w Conferences s
\ Contacts bl F c
& Dovuments 3 FIRSTCLASS
%3 File Storage %
@ Instant Messaging OPENTEXT
B The Goneens Experts ]
@ My Profile Calendar
i Trash Can
& Web Publishing e
a8y Workspaces ] n \ .
P & 5Year Plan (24) "
™ (i, Current Project Status (11} 1 ‘
T2 fcWeather Contacts -
. Budget Pl 1
@ Hebp Job Postings (26) fcWeather udgetianning (1)
™ = Job Postings (25) " -
A
4 —
b e
"L/, Desktop Documents =
5 ear Plan (24) Current Project Status (11)
q Mail @l
43
['—ﬂ Calendar \/
e Contacts File Storage
Conferences
E Communities t 1 '
Instant Message Trash Can
& Workspaces "\
o

Can't do everything described here?

Community creators control what actions are available to others in
their communities. You may find, depending on the community, that
you aren't allowed to do everything described in this help. If you want
to discuss your permissions in a community, contact its creator or
moderator.
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An overview of your Communities home page

When you connect to FirstClass Communities, you see your

Communities home page. This is the starting point for everything you
can do in FirstClass Communities.

O )|

About those colored dots

A red dot indicates that a container (such as a community) contains
items you haven't yet read. The number in the dot tells you how many
unread items there are inside. Each unread item inside the container is

also marked with a red dot. Selecting or scrolling past an item removes
its red dot.

Economics

A green dot beside someone means they are currently online.
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Profile information

Your profile picture (or a placeholder, if you haven't yet added a picture
to your profile) is in the top left corner, followed by your name. Clicking
your name opens your profile, which contains your personal and
contact information, plus your blog.

File Edit View History Bookmarks Tools Help
] Terrell Williams: Social Workplace:

Terrell Williams

Ghange Picture

Edit Profile

POSTED BY TERRELL WILLIANS at 10:33

YouTube - High Speed Photography

0Online

Status message

Just under your name is a space for you to type a status message. This
is a short one-liner intended to let others know what you're up to. You
may want to tell them what you're currently working on, or that you're
in the office today.

This message is shown with your mini profile (a popup available when
you hover over someone), with your name when you appear in others'
buddy lists, and in THE PULSE.

To post a status message, type it in the typing space, then click post.

Faorecasting a greatfuture|
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About mini profiles

THE PULSE

Hovering over a person's picture or name opens their mini profile,
which is an extract of their full profile. From this mini profile you can:

* phone them, if you have an application that supports this - click
their phone number

* email them using your default email application - click their email
address

* follow (to add them to your buddy list) or stop following them -
click Follow or Stop following

¢ chat with them online - click Chat

* search for everything they have recently posted - click Recent
Activity

* open their full profile - click their picture or name.

To close a mini profile, simply click elsewhere on the page.

Terrell Williams

Senior Vice President

Recent Activity

Time is of the essence
{Today, at 8:19AM)

THE PULSE lists people's status messages and activities such as blog
updates. To see everyone's Pulse entries, plus any comments on these
entries, choose everyone from the view picker. To see just the entries of
the people you are following, and entries to which they have
responded, choose my people. To see just your own entries, choose me.
Tip

After you've clicked the view picker, you can use the arrow keys to

scroll up and down through these choices. Press Enter/Return

when the choice you want is displayed.

If an entry has a large number of comments, not all comments may be
shown initially. To see the rest, click the link that indicates there are
more replies.

Older entries may not be shown initially in the list. To see these entries,
click Load More at the bottom of the list.

To comment on someone's entry, click it, then click reply. Type your
comment, then click post.

To delete an entry that you created, click it, then click delete.
To close the menu of actions, click the x button.
Note

If you are an external user (you normally connect to a different system,
and are here because you were invited), you won't see THE PULSE.
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COMMUNITIES

All the communities to which you belong. A community consists of
people with a common interest, such as those working on a special
project, or everyone in the same department. Communities allow
members to discuss issues, store files of common interest, and add to
communal wikis. To visit a community, click it.

COMMUNITIES discover | new
3 originals, § subscriptions, 248 total, 7785 items

@ E E %

ABC Bank Banking Customer Economics

Infarmation Resources Feedback

W2 52 ) \22)

LJ
Open Cafe Reporta Scratch Pad  Whatis newin
Problem OTswW

To check out the most popular communities in your organization, click
discover at the top right of the COMMUNITIES section. To see more
communities, click more at the bottom of the list. From this list, you can
visit communities or ask to be invited to them.

discover | new

To remove a community from your home page, hover over it to display
the x button, then click that button.

U

To create a community, click new at the top right of the COMMUNITIES
section, then follow the instructions.

discover | new

i B 1
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MY TAGS

A tag is a descriptive word or phrase that you assign to an object. For
example, you may tag a post about vacation policies with the word
"vacations". Tagging makes it easier to search for objects.

The tag list on your home page shows the tags that you have most
recently assigned. The most frequently used tags are the biggest.

To search for everything that contains a tag, click it.

MY INVITATIONS

If you've been invited to join a community, you'll see the invitation here.
If you want to see more information about the community, click More.
If you click Accept, the community is opened and added to your home
page.

us plan for the
future

MY FLAGGED ITEMS

This section lists everything that you are monitoring for changes. You
may want to know, for example, when a post is replied to, or a file or
wiki page is updated. A red dot means that object has changed. To go
to a flagged object, click it.

To add an object to this list, select it, then click flag. To remove an
object from this list, hover over it to display the x button, then click this
button. Or open the object and click flag again.
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MY PEOPLE

MY PEOPLE lists everyone you have decided to follow because their
activity particularly interests you.

To see this list, click the MY PEOPLE tab in the bottom right corner. The
tab indicates how many in your people list are currently online.

Whenever anyone in this list updates their blog, or someone comments
on their blog, a red dot displays beside their name.

To close this list, click the x button at the top.

=

E Tom Sundberg

K Monday moming blues

view profile

E F‘ermllal /erson

resentations

wiew profile

Penny Jones

wiew profile

Paco Garcia
Cla peop

=ople
view profile
' Mark Thackary (4]
oking forward to

ring Break
wiew profile

2| Barbara Thompson e
‘E~ nomy is on the

rise

\.le-.'.fr:rcfile

I MY PEOPLE 0 Online

Search

FirstClass Communities pages include a search box in the top right
corner. You can type words or phrases right in that box to search
FirstClass Communities for all items, people, and communities that
match your search term.

CET—

Returns you to your home page from other FirstClass Communities

pages.

Home
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Account

Help

Logout

Lets you change your FirstClass Communities password and specify an
email address for the receipt of automatically generated messages.

To change your FirstClass Communities password or specify an email
address for the receipt of automatically generated messages, click the
Account link at the top of the page.

Social Workplace will use the address that you type here to email you:
* invitations to join communities
* notifications of new activity on your flagged items

* copies of all posts to a community, if you have subscribed to the
community.

This address doesn't have to be the same as the address you supplied in
your profile. The profile address is just used as a link for others to click
when they want to email you.

Account Settings *®

1 Click here to change your password
This is the email address that OTSW will use to contact you.

Motification email address:

Cancel

Online version of the help information.

Disconnects you from Social Workplace.
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Your Profile / Telling others about yourself

Your profile contains your picture, plus personal and contact
information that gives others a snapshot of who you are and how to get
in touch with you. You can also maintain a blog in your profile that
gives even more information about your interests and experience.
Blogs are discussed elsewhere in this help.

File Edit View History Bookmarks Tools Help

|| Terrell Williams: Social Workplace

Terrell Williams y I

o1 Vice President

great future

n

Change Picture

Edit Profile

MY PEOPLE 0 Online

FirstClass Communities is all about people working together, so filling
in your profile is key. In fact, until you've filled in all your profile
information, FirstClass Communities will display a reminder on your
home page.

To open your profile, click your name. You can also open others' profiles
by clicking their names wherever you see them.

Can't open others' profiles?

If you are an external user (you normally connect to a different system,
and are here because you were invited), you will only be able to open
the profiles of other external users. In addition, you'll only see external
users' pictures.

You are still encouraged to fill in your own profile, so others on this
system will know who you are.

Supplying a profile picture
When you first connect to FirstClass Communities, you'll see a generic

placeholder picture in the top left corner of your home screen. This is
just here until you replace it with a picture of yourself.

?
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You can use any picture on your computer that is in JPG format. You
will be given the opportunity to crop the picture to remove unwanted
elements. The picture will be automatically sized to fit the profile
picture space.

To supply a profile picture:
1. Open your profile.
2. Click the Change Picture button.

3. Follow the instructions to upload, crop, and save your picture.

Profile Picture ®

The first step in updating your profile picture is to upload it to the server. Once this is done, you will be able
to crop your picture to the desired area. Currently only JPGAPEG images are allowed.

Upload Picture

Step 1: Browse for the picture on your hard drive, then click on the ‘Upload Picture’ button.

Upload Picture

Profile Picture ®

Step 2. Crop the Picture by dragging and dropping the edges of the
cropping rectangle, then click the ‘Crop & Save’ button.

d complete ‘ ’Crop& Save] [Cancel]
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Supplying personal information

To supply the information that will tell others who you are and how to
contact you:

1. Open your profile.
2. Click the Edit Profile button.

3. Fill in the information on the Edit Profile panels.

Edit Profile
MY PROFILE

CONTACT INFO Pasition:
Phone: 46 595 0345

Senior Vice President

WMobile: 45 546 789

emall: terrell@abcbank.com

B —
I MNone A | A
‘ ‘,_
Skype: TerrellWilliams ( )

Change Ficture
Location: Manchester

Expertise: Best Practice

Biography: Throughout his career, Terrell has contributed his -
expertise by developing, implementing, and
streamlining policies and procedures that facilitate £
noticeable improvements. He is credited with saving —
ABC Bank up to $35 million through implementing best
practices for Shared Senices. Terrell's vision not only -

cancel | save
Your personal information is displayed under your picture in your
profile. Everything except the words in your biography is presented as
links. When you click one of these links, FirstClass Communities does a
search on that term just as if you had typed it in the search box. And
others viewing your profile can phone or email you by clicking that
information.

The POSITION IN ORGANIZATION information is filled in
automatically. When a group in this hierarchy is clicked, general
information about group members is displayed if your organization has
provided it.

Updating your status message

Your current status message is displayed beside your picture in your
profile. You can update this message by clicking it, typing your new
message, then pressing Enter/Return.

Forecasting a great future|
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Following others

If you are looking at someone else's profile, you'll see a Follow button
beside their picture.

To add this person to your people list, click this button. This list gives
you immediate access to people right on your home page.

n Akisha Simpson i
Looking forward to
SUMHME: tion :

chat

F:J Barbara Thompson (1}

Exciting p cts =
arcund th
chat
E Bobby Jones e
Bom 2 S48
chat
ﬁ Francine Wu o

Love this system

chat

I Frank Washington Q@
just in sunny Impington
chat

ﬂ Hugo Joyce L7}

aughter

daug

£ 50 smart?
chat

B Jenny wu
1€

MY PEOPLE 0 Onling

The next time you open this person's profile, you'll see that the button
has changed to Stop following. You can click this button if you want to
remove the person from your people list.

Following




FirstClass Communities User Guide 19

Seeing who is following you

Everyone who is following you is listed under PEOPLE FOLLOWING, at
the bottom of your profile information.
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My People /| Keeping track of others

About MY PEOPLE

The MY PEOPLE list on your home page is your personal buddy list. You
can tell at a glance when anyone listed here is online, or has updated

their blog. And you can phone, email, or chat with them from this list.
To see this list, click the MY PEOPLE tab in the bottom right corner. The
tab indicates how many in your people list are currently online.

. —__‘:‘1 Barbara Thompson 1)
E\c,i'.i"; pr ts

ﬁ Francine Wu )
Lowve this system

chat

' Frank Washington Q
just in sunny Impington

chat

be 50 smart?

chat
‘ MY PEOPLE 1 Online

This list shows everyone's profile picture, plus their latest status
message. If their blog has been updated since you last looked at it,
you'll see a red dot. If there are fewer than 10 unread updates, the
number of updates is shown in the dot.

To go to someone's profile, click view profile. Hovering over this link
opens the person's mini profile.

Penny Jones

Director of Personnel

piverson@abcbank.com

Stop following | Chat | Recent Activity

Exchange rates are going up
{Today, at T:09AM)
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To chat with someone, click on the Chat link. This displays a chat tab
for that person.

=
-
. _:J Barbara Thompson 1}
Exciting prospects i

arcund the corner

chat
! Akisha Sirn;:rSn:rn_K‘n-’.'J

Locking forward to [ Chat with Barbara Thompson ]

-
I ‘Chat with Pernilla lverson

P Terrell Wiliams
-l

Hi Pernilla. Do you have time for a quick
meeting?

QE' Pernilla lverson
=

Sure. Where would you like to meet?

How about my office in 5 minutes?

I Pernilla lverson X MY PEOPLE

To close this list, click the x button at the top.
Adding someone to the list

To add someone to your people list:

1. Find them listed somewhere in FirstClass Communities.

You could search for their name or open a community that you know
they have recently visited.

2. Hover over their name to open their mini profile.

3. Click Follow.
q -
~ Paco Garcia

C

=
-

Chat | Recent Activity

| ——
Ola people
{Today, at 7:15AM)
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Note

2 If you are an external user (you normally connect to a different system, and are here because
you were invited), you can only follow other external users. By default, you are already
following the person who invited you.

Removing someone from the list

To remove someone from your people list, open their mini profile or
profile, then click Stop following.

e

-4

Paco Garcia

=

1§
Stop following ||Chat | Recent Activity

Ola people
{Today, at 7:15AM)

Chatting Online

About chats

You can chat online with someone who is also currently connected.
After you start a chat with someone, the comments made in that chat
are always available. If you resume chatting with this person at a later
date, you'll see the old chat comments automatically.

To chat with someone in your people list, click their name (see previous
section). To chat with anyone else, open their mini profile, then click
Chat.

EEIIERVE S

Stop following | Chat | Recent Activity

Great presentations today
{Today, at 7-08AM)

This displays a chat tab at the bottom of the page. Clicking this tab
opens a chat panel.

-
| Chat with Pernilia lverson

o Terrell Willams

=

Hi Pernilla. Do you have time for a quick

meeting?

Gf Pernilla verson

Sure. Where would you like to meet?

How about my office in 5 minutes?

I Pernilla verson X iﬁ
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If you decide you don't want this tab displayed, click the x button on it
to remove it.

If someone starts or resumes a chat with you, the chat panel opens
automatically as soon as they send a comment.

Using the chat panel

A chat panel shows all the comments that have been made while
chatting with this person, followed by a typing area for sending another
comment.

To send a chat comment, type it, then press Enter/Return. Both you and
the person you are chatting with will then see your comment added to
any others above.

When you are ready to leave the chat, click the x at the bottom of the
chat panel. You can also minimize the panel back to the chat tab by
clicking the bottom of the panel.



24 FirstClass Communities User Guide

Communities /| Working together

What is a community?

A FirstClass community supports a group of people who share a
common interest. You may be part of a community that includes
everyone in your department. Or everyone working on that special
budget project. Or your skiing buddies. Communities let you take part
in discussions and share information within these groups.

COMMUNITIES discover | new
3 originals, 5 subscriptions, 248 total, 7765 items
ABC Bank Banking Customer Economics
Information Resources Feedback
5‘ o | TEB, 22
Open Cafe Reporta Scratch Pad  Whatis new in
Problem OTSW

You can create your own communities to suit your needs. And others
can also create communities and invite you to join.

You'll see all the communities to which you currently belong on your
home page in the COMMUNITIES section. To visit a community, click
it. If you want to see general information about a community while
visiting it, click show beside COMMUNITY INFORMATION.

To remove a community from your home page, hover over it to display
the x button, then click that button.

B8

Within a community, you can:

What you can do in a community

* carry on discussions

* upload (post) files of interest to everyone in the community

* create and update wikis

* check who belongs to the community, and when people last visited

* keep track of community activity when you aren't connected to
FirstClass Communities.

Uploading files and working with wikis are described elsewhere in this
document.
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An overview of a community page

When you visit a community, you'll see:

1. The community icon, name, email address, and usage statistics

The email address tells you where to address any email that you want
to send to this community. You can also click this address to open a
preaddressed message in your mail application.

2. A Feed tab

This tab shows all community activity in chronological order. You can
carry on discussions here, and FirstClass Communities also posts a link
on this tab whenever a file is uploaded or a wiki page is created or
updated.

3. Documents tab
This is the place to upload files for sharing with others in the
community.

4. A Wiki tab

Contains all wiki pages created by community members to share
information. Wiki pages are shared documents that community
members can create and update right in FirstClass Communities.

5. ACTIONS

Lists general actions you can perform in this community. This menu
changes depending on the tab you're on.

6. COMMUNITY INFORMATION

* To see the community type, who created it, member information,
and a community description, click show.

e To see a list of all community members, click show all. You will
also see the permissions level assigned to each member. Not
Customized simply means they have the default permissions level.
Permissions control what members can do in the community, and
are described at the end of this help.

Members List
F=] Barbara Thompson Mot Customized
ﬂ Francine Wu Mot Customized
' Mark Thackary Owner
.‘f: Terrell Williams Mot Customized

* To see alist of just external members (people who normally connect
to a different system, and are here because they were invited), click
show external.



FirstClass Communities User Guide

7. RECENT VISITORS
Lists everyone who has visited this community, plus the last time they
visited. People are listed in date order, starting with the most recent
visit. This list works like any other list of people in FirstClass
Communities. You can hover to display a person's mini profile or click
their name to open their full profile. To collapse this list, click hide. You
can display the list again by clicking show.

8. TAGS

The tags used by members to describe objects in the community. These
tags are displayed just like the ones on your home page, with the most
recently assigned ones first, and the most frequently used the biggest.
To search for everything that contains a tag term, click it. This is just
like typing the term in the search box. Objects that are in this
community are considered most relevant, and are listed first on the
search results page. To collapse the tags section, click hide. You can
display the section again by clicking show.

9. Search, Home, Account, Help, Logout

These act the same as they do on your home page. Search results will
list objects that are in this community first.

Economics: Socal Workplace - Mozila ircfox N N A

File Edit View History Bookmarks Tools Help

|| Economics: Social Workplace
€2 Economics
NV

| The Canadian 5 Cent Coin - The Canadian Nickel
Terrell Williams y, 8t 10:27AM
C 5 C ne Canaian Nicke!

A great Coin
"In 1522 the Canadian five cent coin under went a major updating. The Canadian nicksfs dimensions increased to 21.21 mm in

size and its weight increased to 4 54 grams.
‘The composition of the Canadian 5 cent piecs also changed, it went from being comprised largely of siver, to being
manufactured with a ninety-nine percent compostion of the much lower valued metal nickel This is how the term “Nicker came
10 describe this new coin

ia Bookmarke

reply | share v | delete | flag Y. | tag | print
Exchange % || Economics x | | Conference

» [ 1readitem

Types of economic pelicy was updated (version 3)
Terrell Williams,

» & O 2readitems

Cenference Planning TOC was created R
Francine Wu,

o

i Version 1: TOC for Conference Planning

r MY PEOPLE 10nine ]
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Reading posts on the Feed tab

On the Feed tab, you'll see all topics and questions posted to the
community, plus responses to these posts.

Each post is displayed with its responses under it in a discussion thread.
Responses you have already read are collapsed, and each is represented
by the picture of the response author. To open a read response, click the
author's picture. To expand a collapsed thread, click the triangle to the
left of it. To collapse an expanded thread, click the triangle again.
- Tip
2 To move to the next post, press J. To move to the previous post, press K. Collapsed posts are
skipped.

A post that is especially long is partially displayed, followed by a more
link. To see the whole post, click that link. To shorten the post again,
click less.

To make all red dots disappear at once, click mark all as read under
ACTIONS. Or click the red dot on the closed community on your home

page.
What you can do with posts

To work with a post, click it. As well as exposing any hidden content,
this displays a menu of actions you can perform on the post:

Francine Wu, Yesterday, at 7:55AM

L3 “our definitions are interesting here.
reply | share + | delete | flag | tag | print
To | click This
* post a response reply/
answer/
comment
* post a response that quotes some text quote

You must select the text you want to quote before you'll see
this action.

Francine Wu, vesterday, st 7:554M

our definitions are interesting here

reply | quote | share + | delete | flag | tag | print
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To Click This

* copy this post elsewhere share

Francine Wu, Yesterday, st 7:55AM

“our definitions are interesting here.

E delete | flag | tag | print

» Email
p Postto Community

p Permalink

To email the post, choose Email.

To address the message to someone with a FirstClass
Communities user name, type all or part of that name at To.
Then click the name in the resulting list of matches.

To address the message to an email address, type it, then
click Add. You can remove a recipient by clicking Remove
beside them. The post title is used as the default message
subject. You can change this subject. At Message, type any
message text you want. Attachments just indicates that
the post will be sent as an attachment to your message. If
this post is a link to a file or wiki page, it's the file or wiki
page that will be attached.

v

To: Add
Subject  Fwd: Re: The Nine Elements of Di

Message:

Attachments:
cancel |
To post this in another community, choose Post to
Community, choose the community, then click Post.

v

ABC Bank Information -
Banking Resources
Customer Feedback
Economics

Open Cafe

Report a Problem
Scratch Pad A

m

To display a web address that links to this post, choose
Permalink. You can then copy and paste this address

where you want.
b

hitp:ifotsw firstclassdemo.comiLogin#___Open-
ConfiCID2180
ITWM-034678A5-00025ED8-54950053-161088

To close the menu, click the x button beside share.
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To Click This
¢ delete the post delete
You'll only see this action if you are allowed to delete the

post.

Warning

When a file is uploaded or a wiki page is created or updated,
FirstClass Communities creates a post in the Feed list. If you
delete that post, you are also deleting the actual file or wiki

page.

* monitor this thread this post belongs to for any changes flag

The post is added to MY FLAGGED ITEMS on your home
page. Social Workplace also emails you notification of any
new activity.

reply | share ~ | delete | flag¥ | tag | print

* add descriptive tag words or phrases for this post, to aid tag
in finding it later

You can either choose from a list of tags that have already

been used or type a new tag. You can assign multiple tags.

* To use an existing tag, click it at Click to tag. To add
a new tag, type it at New tag, then click add. The tag
is added to the tags area.

* To remove a tag, click the X beside it.

* To close the tagging section, click tag in the menu again.
You'll see your tags displayed at the bottom of the post.

reply | share ~ | delete | flag ¥ | {h)l print
mure..’ The Nine Elements of Digital Citizenship: tag l
add

* display a printer-friendly version of this post, plus your print
operating system’s standard print form.

If this is a link to a file or wiki page, you’ll see the contents
of that file or wiki page

Posting to a community

To create a post on a new topic, click new topic under ACTIONS. To
respond to an existing post, click reply, answer, comment, or
quote on the menu of actions for the selected post. A section opens for
creating your post.

If this is a new topic, you'll see areas for giving the post a name, typing
and formatting the content of your post, and assigning descriptive tags
to it just as you would to an existing post. To give your post a name,
type it at Topic.

If this is a response to an existing post, you'll just see an area for typing
and formatting your response.
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When you are ready to add content, click the content area. You can
simply type plain text here. If you want to enlarge the visible typing
space, you can collapse the edit toolbar at the top of the content area
by clicking the Collapse Toolbar button to the right.

<l

For more elaborate content, use the edit buttons. Hovering over these
buttons displays tooltips that describe what the buttons do.

j%\\s“ﬁ] B I U = rorl || Size'|| Hinsent = i= =

Keeping track of a community when you aren't connected

If you'd like to keep track of community activity when you aren't
connected to FirstClass Communities, you can subscribe to the
community. FirstClass Communities will then email you copies of items
that are added to the community's Feed tab. You must supply an email
address for this purpose.

To subscribe, click subscription under ACTIONS, then, under Email
Subscription, select Email me everything to get a copy of
everything added to the Feed tab or Email me a Daily Digest to get
summaries of the previous day's activity.

Economics x

Email Subscription:
@ None
Email me everything
Email me a Daily Digest

Economics

To stop receiving these emails, click subscription again, then select
None.

Joining communities

There are several ways to add communities to your home page. Some
communities will simply be there because your FirstClass Communities
custodian has added them. Other people may invite you to join their
communities. And you may uncover communities on your own, and
decide you want to join them.

If you're invited to join a community, you'll see the invitation under MY
INVITATIONS on your home page. FirstClass Communities may also
email you the invitation, so that you know about it even if you aren't
connected at the time. On your home page, you can open a description
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of the community by clicking More. Clicking Accept opens the
community and adds it to your home page.

us plan for the
\future

If you find a community that sounds interesting on the discover or
search results page, you can click it to visit. If you decide you want to
join, click join this community under ACTIONS to add it to your
home page.

Limitations

You can't visit private communities. If you are interested in joining a
private community, click Request Membership and follow the
instructions to post a request to the community.

Some communities will let you read, but not post.
If you are an external user (you normally connect to a different
system, and are here because you were invited), you won't see any

communities beyond the ones you were invited to join, plus any
default communities that are available to everyone.

Inviting others to join communities

You can invite people to join any communities that you created. You
may also have been given permission to invite others by a community
creator.

To invite someone to a community:
1. Visit the community.
2. Click invite a new member under ACTIONS.

3. Type the person'sFirstClass Communities user name.

You can type part of a user name, then click Search to get a list of all
matches. Click the name you want.
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Invite People to "Retreat Planning" *

Name of user to invite:

Pernilla

Pernilla Iverson

Great presentations today
{Today, at T:0BAM)

Mot the user you were looking for? Click here to send an invitation
Message:
Please help us with planning.

invite | done

If the person you are inviting doesn't yet have a user account, you will
be asked to provide an email address so that FirstClass Communities
can create an account for them.

Invite People to "Retreat Planning” *

Hame of user to invite:

Jeremy Sounders

We couldn't find any users that matched your search, please enter their email address
below and we will send them an invitation message to join this community.

jsounders@excaterers.com
Message:
Please help us with planning.

invite | done

4. Type a message that you want to accompany this invitation.

5. Click invite.

Everyone you invited (who has an email address in their account
information) will receive an email inviting them to join, and if they are
already part of your FirstClass system, they'll also see your invitation on
their home pages. You'll see them in the RECENT VISITORS and (if they
accept the invitation) members lists. If you invited people who aren't
yet part of FirstClass Communities, you'll also see them in your people
list.
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Dealing with requests to join

If you see a request to join your community posted to the Feed tab, you
can allow this person to join by clicking the request, then clicking
accept request. This sends an invitation to the requestor.

Pleaze let me help

accept request | comment | delete | flag | tag | print
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Creating communities

You can create your own communities and invite
Note

N,

allow the use of standard email characters such as @ in community name
with your custodian about any restrictions on characters.

To create a community:

others to join.

When deciding what to name your community, keep in mind that your organization may not

s. If in doubt, check

1. Click the new link at the top right of the COMMUNITIES area on

your home page.

disfmurer

2. Fill in the first panel of the Create Community form.

Create Community

@ Create Community 2 3

Give this Community a Name (required)

Communications Commitee ¥
\Write a brief community description (required)

Community to plan and report on activities.

Select the type of community

= Public

{Everyone can join, see and creste content in this community)

w - Public read anly)
B (Everyone con join and see the content in this community)

W (@ Private
AR ' (onty members can see content, paople can request to join the community)

a ) Secrat
\ ~ {Hidden community where you can invite members to join the community)

Create Community

- Notes

Cancel

The community description can be seen by others when you invite them, under COMMUNITY

INFORMATION, and when they click about this community.

The type of community you choose controls how
to others. Read the description of each community
selecting one.

3. Click Create Community.

accessible it will be
type carefully before

4. Click an icon to represent your community on the second panel.

Create Community

1 @ Customize It 3

Select an icon to lepresenl this community
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To accept the default icon, click the Skip this Step button.

After you close this form, your new community is added to your home

page. You can now open this community to customize it and invite

people to join.

To customize the look of your community, click set up community

under ACTIONS, then click Edit.

The skin controls the appearance of your community (background,

color, fonts). You can also change the community description here.

Communications Commitiee

WA Description:

i

Communications Committee

———— Community to plan and report on activities

Skin: :paper

copper
cotton

Tlowers
gears_blue
graffiti
gravel
globe
legal
mathletes
mesh
metal
military
network
paper

pei

rocks
stalactites

Managing community members

If you are the creator or moderator of a community, you can remove

someone from the members list or change their permissions level.

To list the members, click show beside COMMUNITY INFORMATION,

then click show all or show external.

To remove someone from the list, click remove member beside their

entry.

To change someone's permissions level, choose the new permissions

level.

Members List

Ef‘: Barbara Thompson
ﬂ Francine Wu

o' Mark Thackary

B Terren williams

S

Not Customized ~ remove member

Not Customized ~ remove member

Owner

Moderator + remove member

|Clo:
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Permissions control what each member can do in your community:

This Permission Lets a member do this

Owner everything
Moderator everything except delete the community
Contributor post, see members’ permission levels but not change

them, and see a description of the community but
not edit or change the community appearance

Reader read but not post, and see permission levels and
community descriptions like a Contributor

If you are the creator of the community, you are automatically given
Owner permission. You can’t assign this permission to anyone else.
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Documents / Sharing files

The Documents tab in a community stores uploaded (posted) files of all
types that are of interest to the community. Everyone in the community
can view these files, save them to their own computers, and update
them.

13 Economics: Social Workplace - Mazilla Firefox:
| =

Eile Edit View History Bookmarks Tools Help
|| Economics: Social Workplace

€72 Economics

Documents

2 Documents

{ Q Filter

Type Name ~ Sjze |Ver Uploaded by
a Budget Planning.xls 17 kB 2  Barbarz Thompson

a Revenue Forcast.xls 17k 1 Barbara Thempson

Uploaded on |Comments |Ta
Yesterday 0O

Yesterday 0O

To upload a file, click add document under ACTIONS. Click the
button and select the file you want to upload.

You can type information about this file at Description and tag it as
described below.

Upload Document:

File: Choose files to upload

:@ick here to locate document D}(
your computer
Descripg

l Add Tags r

To change the sort order of the list of uploaded files, click the heading
of the column on which you want to sort. Clicking the same column
heading again reverses the sort order.

| upload

To list only documents with names that contain particular characters,
type those characters in the Filter field. To list all documents again,
click the x button in this field.

P "

[ Q Digital |
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What you can do with uploaded files

To work with an uploaded file, click it. This opens file details, such as
the last modified date and who last modified the file. You'll also see a

menu of actions you can perform on the file::

open | update | edit | history * | comments ~ | tags ~ | flag | delete | share
To Click this
¢ opena file or save a copy of it to your computer open

If your browser can display this file type, the file opens. If you want
to save a copy of it to your computer, use your browser's standard
"save as" function. For files that your browser can't display, you are
given the choice to open the file with an application that can display
it or save the file to your computer (download it).

* upload a newer version of a file update

You can add notes and tags for the new version.

* edit an uploaded file without first downloading it edit

By default, this action only works with Microsoft Office files such as
Word or Excel, and doesn't work with all browsers. When you use
this method to update a file, no one else can update it at the same
time. If you want to edit files in other formats without downloading
them, you'll need to map a drive on your computer. For instructions,
contact your custodian

* list all versions of an uploaded file history

From this list, you can select a version, then open or download it, or
delete it if you have permission. To close the list, click the x button
beside history.

L=

F.‘ Barbara Thompson
- |

_1 Francine Wu
&

e list all comments that have been made about a file comments

To add your own comment, type it in the space below Add a
comment, then click post. To close the list, click the x button beside
comments.

| comments tags v | flag | delete | share

post
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To Click this

* add descriptive tag words or phrases for this file, to aid in tags
finding it later

You can either choose from a list of tags that have already been used
or type a new tag. You can assign multiple tags. To use an existing
tag, click it at Click to tag. To add a new tag, type it at New tag,
then click add. The tag is added to the tags area. To remove a tag,
click the x beside it. To close the tagging section, click the x button
beside tags.

add

* monitor a file for any changes flag

The file is added to MY FLAGGED ITEMS on your home page.
FirstClass Communities may also email you notification of any new
activity.

* delete a file, if you have permission delete
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To Click this
* copy this file elsewhere share
e E
- Email

p Post to Community

p Permalink

To email the file, choose Email. To address the message to someone
with a FirstClass Communities user name, type all or part of that
name at To. Then click the name in the resulting list of matches. To
address the message to an email address, type it, then click Add.
You can remove a recipient by clicking Remove beside them. The
file name is used as the default message subject. You can change this
subject. At Message, type any message text you want.
Attachments just indicates that the file will be sent as an
attachment to your message.

v

To Add
Subject  Budget Planning.xls

Message:

Attachments: 3] Budget Planning xis

cancel |

To put this in another community, choose Post to Community,
choose the community, then click Post.

v

ABC Bank Information -
Banking Resources
Communications Committee
Customer Feedback
Economics

Open Cafe

Report a Problem hd

m

Post

To display a web address that links to this file, choose Permalink.
You can then copy and paste this address where you want.

To close the menu, click the x button beside share.
v

hitp:ifotsw firsiclassdemo.comiLogini®__Open-
ConfiCID2269/TD-034678A5-0002755F-
54950053-161120

To go back to the list of uploaded files, click show list of documents
at the top of the Documents tab.

Documents
2 DocumentsL{shnw list of documents) L
| Budget Planning.xls (17 kB)
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The WebDav Plugin

In order to edit documents directly, your browser needs the WebDav
plugin.

When attempting to edit a document for the first time on a Social
Workplace server, you will be presented with the following dialog.

Install Bluefield Plugin »

Click ‘install' to install the Bluefield document editing plugin. Your
hrovwser may provide more specific instructions.

cancel

Follow the instructions provided by your browser to install the plugin
and you will then be able to edit and update documents directly online.

Software Installation x|

| Install add-ons only from authors whom you trust.
.

Y
== S Malicious software can damage your computer or wiolate your privacy.

You have asked to install the following item:

Bluefield Document Edit Plugin  (Cpen Text Conporation)
hittp: ffminefield, otcoalstuff  comiblugfield templates firstclass resourcesibromserpla

Install Mow Cancel

Once the plugin is installed, clicing on Edit will present you with
another authentication dialog box.

Connect to minefield.otcoolstuff.com
=

1| R

1
N

The server minefield. okcoolstuff. com at CoolStuff requires a
username and password,

Lser name: Ig vI

Password; I

[~ Remember my password

[0]4 I Cancel |

Once you authenticate, your document will be opened and ready for
editing. Saving the document will save it back to the community as a
new version of the document.
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WIKI / Sharing Information

The Wiki tab in a community stores wiki pages. These pages are shared
documents that are created directly in FirstClass Communities. They
can be viewed and updated by everyone in the community. Because of
this, and the fact that only one person at a time can update them, they
are an excellent way to create collaborative documentation.

&) Economics: Social Warkplace - Mozilla Firefox
Edit View History Bookmarks Tools

|| Economics: Social Workplace

Economics

("Q Filter
Name Modified on | Modified by Comments
4 Agenda Planning March Board Meeting Yesterday  Francine W

Conference Planning TOC Yesterday  Francine W

Extra Activities Yesterday  Francine W

Francine Wi

3
3
4 Planning Committee Yesterday
3 Program Yesterday
3

Speakers Yesterday Francine Wu

0

o

o

Francine Wi 0
o

0

To change the sort order of the list of pages, click the heading of the
column on which you want to sort. Clicking the same column heading
again reverses the sort order.

To list only pages with names that contain particular characters, type
those characters in the Filter field. To list all pages again, click the x
button in this field.

(Q Fiter )

If an open page contains headings, you can click the show page
contents arrow to the left of the page to open a list of all headings in
the page.

b

Types of economic policy
show page contents F gavernn

comments ¥ | tags ¥ | flag¥ | edit page

Contents Types of econo

Types of economic policy Almost any asp

Macroeconomic stabilization...  types of economn

Stabilization policy # Macroecc

8 : results in
Fiscal poli

= CV'_ * Trade pol

Monetary policy + Palicies ¢

* Po

* Redistrib

. Pimdadic

Clicking one of these headings takes you to it in the page.

To return to the list of wiki pages from an open page, click show list
of pages..

8 PagefL (show list of pages)
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What you can do with wiki pages

When you open a wiki page, you'll also see a menu of actions you can
perform on the page:

comments ¥ | tags * | flag¥ | edit page | history + | delete | print | share
To Click this
* list all comments that have been made about a page comments

To add your own comment, type it in the space below Add a
comment, then click post.

comments |
ry

e
ati

post

To close the list, click the x button beside comments.

* add descriptive tag words or phrases for this page, to aid in finding tags
it later

imic pol T Exc

ect of gc o R 1

S —

You can either choose from a list of tags that have already been used
or type a new tag. You can assign multiple tags. To use an existing tag,
click it at Click to tag. To add a new tag, type it at New tag, then

click add. The tag is added to the tags area. To remove a tag, click the
x beside it. To close the tagging section, click the x button beside tags

* monitor a page for any changes flag

| flagv

The page is added to MY FLAGGED ITEMS on your home page.

FirstClass Communities may also email you notification of any new
activity.

e update a page edit page
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* list all versions of a page history
[ history O]

Page History
| Version 3 (latest)
mi¢ g Terrell Williams
-
nen  Version 2
owtl ! Terrell Williams

-a

Version 1
'Terrell Williams

-a

ant

From this list, you can select a version, then view it, display the
differences between it and the preceding version (show changes),
display the differences between it and the latest version (compare
to current), or delete it if you have permission. When comparing
versions, you can click previous or next to change the versions

being compared.

(show history)
previous next
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There are different types of policies. Here are
5 some.
nt i Almost any aspect of government has an Almost any aspect of government has an
economic aspect and so many terms are used. A economic aspect and so many terms are used. A
4 few example of types of economic policy include: 7 few example of types of economic policy include

lMacroeconomi

To go back to the list of versions, click show history. To close the

history, click the x button beside history.

* delete a page, if you have permission delete

* display a printer-friendly version of this page, plus your operating print
system's standard print form
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* copy this page elsewhere share

p Email

p Postto Community

iare used p Permalink

To email the page, choose Email. To address the message to someone
with a FirstClass user name, type all or part of that name at To. Then
click the name in the resulting list of matches. To address the message
to an email address, type it, then click Add. You can remove a
recipient by clicking Remove beside them. The page name is used as
the default message subject. You can change this subject. At
Message, type any message text you want. Attachments just
indicates that the page will be sent as an attachment to your message.

b

To: Add
Subject  Agenda Planning March Board Me

Message:

ﬂ.&genda Planning March Board

Aftachments: -
Meeting

cancel |

To put it in another community, choose Post to Community,
choose the community, then click Post.

v

ABC Bank Information -
Banking Resources
Communications Committee
Customer Feedback
Economics

Open Cafe

Report a Problem -

m

Post

To display a web address that links to this page, choose Permalink.
You can then copy and paste this address where you want.

v

hitp:iiotsw firstclassdemo.comiLoging#__ Open-
ConfiCID2180
MD-034678A5-000275B0-54950053-161286

To close the menu, click the x button beside share.
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Creating wiki pages

To create a wiki page, click new wiki page under ACTIONS.

A blank page with an edit toolbar opens. Click this page to add content.
You can simply type plain text here. If you want to expand the typing
area, you can collapse the edit toolbar by clicking the Collapse
Toolbar button to the right.

Collapse Toolbar

For more elaborate formatting, use the edit buttons in the toolbar.
Hovering over these buttons will display tooltips that describe what the
buttons do.

= iz 9

‘—[ Insert/Remove Bulleted List I

When you have completed your page content, click save. Name your
page, supply any additional information at Description, and assign
tags to it just as you would to an existing page. If you are updating an
existing page, you'll see Notes in place of Description. Type any
relevant information about your updates here. The information you
type at Description or Notes will be dislayed beside the version number
on the Feed tab.

Save changes to New Wiki Page

Page Mame
Description

add

cancel | save

If you decide you don't want to save your changes, click cancel,
then click cancel again on the page. This will discard any
changes you made to an existing page, or delete a newly created

page.
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Keeping a blog

A blog is a personal collection of dated entries in chronological order,
like diary entries, that you create on any topics you want. Blogs are a
good way to get detailed information about others' interests and skills.
To see someone else's blog, go to their profile.

TODAY

Banking Trends

POSTED BY TERRELL WILLIAMS at 10:33AM

1 Marrh 7044

What you can do with blog entries

When you click a blog entry, a menu of actions is displayed:

comment | edit | delete | flag | share ¥ | print
To Click this
* comment on a blog entry comment
* post a response that quotes some text quote

You must select the text you want to quote before you'll see this
action.

* update a blog entry edit

This action is only available in your own blog.

* delete a blog entry delete

This action is only available in your own blog.

* monitor a blog entry for any changes flag
te | ﬂag'f | shi

You'll see this for an original entry, not for any responses to it.
The entry is added to MY FLAGGED ITEMS on your home page.
FirstClass Communities may also email you notification of any
new activity.
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* copy this entry elsewhere share

p Email
p Post to Community

lr Permalink

To email the entry, choose Email. To address the message to
someone with a FirstClass user name, type all or part of that
name at To. Then click the name in the resulting list of matches.
To address the message to an email address, type it, then click
Add. You can remove a recipient by clicking Remove beside
them. The entry title is used as the default message subject. You
can change this subject. At Message, type any message text
you want. Attachments just indicates that the entry will be
sent as an attachment to your message.

v

To: Add
Subject  Banking Trends

Message:

Attachments:  #] Banking Trends

cancel |

To put it in a community, choose Post to Community, choose

the community, then click Post.
v

ABC Bank Information -
Banking Resources
Communications Committee
Customer Feedback
Economics

COpen Cafe

Report a Problem -

m

Post

To display a web address that links to this entry, choose
Permalink. You can then copy and paste this address where
you want.

hitp:/fotsw firstclassdemo.comiLogin®__Open-
User/CID2272/__SharedDocuments
[TD-034678A5-000275D3-54950053-161235

To close the menu, click the x button beside share.

* display a printer-friendly version of the entry print
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Creating blog entries
To create a blog entry, click the + button beside My Blog.

®

A section opens for creating your blog entry. This section has areas for
giving the entry a name, entering the content, and tagging it. To give
your entry a name, type it at Title

Adding content

To add your blog entry content, click the content area. You can simply
type plain text here. If you want to expand the typing area, you can
collapse the edit toolbar by clicking the Collapse Toolbar button to
the right.

tto

Collapse Toolbar

For more elaborate formatting, use the edit buttons. Hovering
over these buttons displays tooltips that describe what the
buttons do.

Font % T
Tagging your blog entry

If you want to add descriptive tag words or phrases for this blog entry,
to aid in finding it later, you can either choose from a list of tags that
have already been used or type a new tag. You can assign multiple tags.

To use an existing tag, click it at Click to tag. To add a new tag, type
it at New tag, then click add. The tag is added to the tags area.

To remove a tag, click the x beside it.

Trends ABC Bank

Mew tag add
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Searching FirstClass Communities

All FirstClass Communities pages include a search box in the top right
corner. To search for a word or phrase, type it in the box, then press
Enter/Return.

A search results page is displayed, divided into three sections:

1. Content Objects, such as posts, that contain your search term.
Everyone who has contributed something that contains your search
2. People term, or has that term in their profile or blog.

All communities with objects that contain your search term or have
3.Communities that term in their community description.

(@) Search for "Banking”™: Social Workplace - Mozilla Firefox

File Edit View History Bookmarks Tools Help
|| Search for "Banking": Social Workpla... |

a Search for "Banking"

Content @ People

ﬁ Terrell Williams
E
Ef: Barbara Thompson

3 Francine Wu @
. Mark Thackary

‘1 Pemilla lvers
ﬂ Jason Williams
Ben Mitchell

Banking Trends

ﬁ Trends In Corporate Banking

.... Trends In Corporate Banking

Communities
&

Banking Resources

P—

@ ABC Bank Information
gé Economic Insurance Group
%;i Orange Rag News

/&Q Athletlc Guidebook of Procedures.pdf

Athletic Policies

To go to a match, click it.
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Content Server Integration

If you have a Content Server (Livelink) system

Your Social Workplace and Content Server (Livelink) search results are
shown on separate tabs. The Livelink tab lists all records stored on your
Content Server system that match your search.

The name on the tab will be the name that your system administrator
has given to your Livelink installation..

|[ Eile Edit View History Bockmarks Tools Help

9 - 2 (B hetps/Awww.coolstuff firstclass.com/Login/#_Search/?Srch=Vacation%2520Policy o

myPhoneDesktop | | Quix | | Open Text Bookmarklet | The Hub Bookmarklet

Q Search for "Vacation Policy”: Social ... s -

for "Vacation Policy”

KnowZone

HR-18 Policy - Vacation_Policy.doc(o ks
Created By: Adam D Minton on 2009-07-16

Description: HR-18 Policy - Vacation_Policy.doc

Summary: Mew Product Development Pracess. Vacation Entilement during 3rd Year of Service: Full-time employees: Two weeks or Three weeks
This entittement will be pro-rated for employees during the first year of employment. Beginning January 1 of the year that your third anniversary
occurs, you will be granted the additional week of vacation. During his first year, he/she receives 5.5 vacation days for that year calculated as: 10
daysiyr. divided by 12 menths = 0.83 days of vacation eamed each month X 7 months of employment in that year. The corporation full-time employees
are eligible to eam and use vacation time during the calendar year as described in this policy.

view | copy to a community

HR-12 Policy - Time Off.doc3sk5)

Created By: Adam D Minton on 2008-07-16 )

Description: HR-12 Policy - Time Off.doc

Summary: New Product Development Process. Vacation time with pay is available to eligible employees of TelCom Corporation to provide the

opportunity for rest, relaxation, and personal pursuits. Vacation entitement for employees of the various TelCom Corporation subsidiaries can be
found in the aftached schedules. (Please note that employees who have more vacation than outlined in the attached schedules under prior policies
will NOT have their vacation reduced.). Although vacation enfittement is accrued on a monthly basis, employees may borrow on future eamings,
provided that total vacation days for the year do not exceed the annual entitiement

view | copy to a community

P0-17 Policy - Absence from Work (DRAFT).doc (attachment).doc(50 k8
Created By: Adam D Minton on 2009-07-16

Description: PO-17 Palicy - Absence from Work (DRAFT).doc (attachment). doc

For each document that is displayed in the search result, you have two
options.

view | copy to a community
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To

Click this

e view a record

You will be asked to enter your Livelink userid and password

fle Edt Vew Hstory Bookmarks Tods el z

P
@ - Cc 4 [k func=LL. R 77 - ﬁv\@mg\e >
2 MostVisited || Getting Started o Latest Headlines '

Search for ‘poiicy: Innovate Corparati... % | | Livelink Log-in

Zl User Logn To:
Know Zone

&
L
»

P

Username: ‘
Password: ‘
Login

¥ A W S L P eV SR S

Then you will be presented with the LiveLink screen where you will
be able to open or download your selected document.

Ele Edit View History Bookmarks Iools Help

& c o

|} myPhoneDesktop | | Quix || Open Text Bookmarklet |_| The Hub Bookmarklet

| I Search for "Vacation Policy": Social .. | | | Document Properties: HR-18 Poli... x | - | [~

L] hitpy//199166.204.1 ¥ -] [*9- Google

Personal -

/T v
IR e

@ workspace % Logrout
G Usersa Growps @ settings

For Thi Page

1) HR-18 Policy - Vacation_Policy.doc | ~| =

General Specific Audit

Categories  Classifications Holds Provenance Ratings Records Detail  References Versions XReference
Name: HR=18 Folcy - Vacation_Policy.doc Type: &) Document
Description: size: 39.50K8 (40,446 bytes)
Display: st
Created: 07/16/2009 04:03 PM Modified: 07/16/2003 0%03PM I
Createdby: Adam. Minton Owned By: AdemD. Minton
P — o8 shont i i the Praperiestshortink |

view

* create a file in Social Workplace that is a copy of the record in your
Livelink system

You will be asked where you want to store this file in Social
Workplace. You can assign descriptive tags to it at the same time.

HR-18 Policy - Vacation_Policy.doc40k8)
Created By: ~dam D Minton on 2009-07-16

Description: HR-18 Policy - Vacation_Policy.doc
Summary: New ProductD Proc
pro-rated for employees during the firstyear

During his first year, he/she receives 5.5 vacat
employmentin that year. The corporation full-

view | copy to a community

€

Vacation Entilement during 3rd Year of Service: Fulli I Two weeks or Three weeks This entilement will be
Copy file from KnowZone ' Iranted the additional week of vacation

gamed each month X 7 months of
1<) bedinthis policy

CopyTo: {ABC Company Policy
Reserve on Copy
Deseription: yacation Policy HR-18

HR-12 Policy - Time Off.doc(3s k),
v Created By: Adam D Hinion on 2009-07-16 Tags

5S: Cicktotag:  Hybrd, Upgrade, Video, Training, Dero, OTSH,
Description: HR-12 Palicy- Time Offdos Social Media, Swedish, Transiation, batch, more. R
New tag add

Summary: New Product Development Proct
persanal pursuits. Vacation entitement for er
have more vacation than outlined in the attach|
employees may borrow on future eamings, pi

view | copy to a community

He the opportunity for rest, relaxation, and
Ules. (Please note that employees who
ntitlementis accrued on a monthly basis,

Cancel | Copy to ABC Company Policy

PO-17 Policy - Absence from Work (DRAF T).doc (attachment).doc(50 k8)
v Created By: Adam D 1inton on 2009-07-16

PO-17 Palicy -

DRAFT). doc

Principles and Inten

fent of this policy i to provide flexibility for employees to balar

copy to a
community

The copied document will be added to the Documents tab of the

selected community.
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The Bookmarklet / Sharing web content

Preparing to share web content

You can share information that is on other web sites with others in
FirstClass Communities by using the OpenText Bookmarklet
button on your browser's favorites/bookmarks toolbar. When you first
connected to Social Workplace, you were given the option to add this
button to the toolbar. If you didn't do that at the time, you can do it
now.

First, make sure this toolbar is displayed in your browser. Depending
on your browser, you may find the option to display this toolbar under
a View menu. Check your browser's help if you can't find it.

Next, add the button to the toolbar by following the link in the help file
or going to http://(your Social Workplace Server)/bkinstall.shtml

R it v, ctcoolstuff.combinstal.shial = &[] | 5 wive search »

i Favorkes | 3 @ suggested Sitss ~ £ ] Get More Add-ons ~ 423 Add to FC Bookmarks '} BlueField Login ’ ]
77 Open Text Social Media tools. X0 v B - 0 = v Pape- Safety - Tooks - (@

QpENTEXT

L Social Mediag

T Open Text Bookmarklet

Linking to another web page

“ou can use the Open Text Bookmarklet button from any web
page to create an Open Text Social Media (OTSM) post or blog
entry. The postyblog entry will contain a link to this page.

Once added to your toolbar,
this button will let you
share web pages on Open

To do this:
1Go to the web page you want o link to,

2 Click the Open Text Bookmarklst button
1f you aren't currently connected to OTSM, you are asked to log

in
3 Chaose where yau want to add this weh page content,
“fau can also add comments to accompany this content,
OTSM puits 3 link to this page in a new post ta your chosen
community, or in a new blog entry

Quoting part of the web page

If you want £ quote some text from the web page in your
comments, selsct that text before you dlick the Open Text
Baokmarklet buttan,

Including a picture from the web page
If you want your post or blag entry to include 3 picture from the

Text Social Media. You can
even attach thumbnails of
images from the pages you
share!

7 Open TextBookmarl

Right-click the button
above and choose 'Add
to Favorites..." to install
the bookmarklet. Choose

web page, click the Open Text Bookmarklet button, then click the
picture you want to include Favorites Bar as the
If the web page contains video or other rich media place to install it.
If the primary content of a web page is a videa, presentation, or

other rich media, that content will automatically be added to your

postfblog entry

If you don't want this content to be included, click the Remove

Media button.

ANAALAAN ANy N A A A

\

Once you have either added the button to your favorites or toolbar, you

can now use it to add content to your Social Workplace blogs and
communities.

i & | Open Text Bookmarklet

Linking to another web page

You can use the Open Text Bookmarklet button from any web page
to create a Social Workplace post or blog entry. The post/blog entry will
contain a link to this page.

To do this:
1. Go to the web page you want to link to.

2. Click the Open Text Bookmarklet button.

If you aren't currently connected to Social Workplace, you are asked to
log in.

3. Choose where you want to add this web page content.
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You can also add comments to accompany this content.

H|E|II!. My blog Izl -

Share link: 'r Digital native - Wikipedia, the free encyclopedia -"
Y
Comments: "The term digital native is a young person who was born -~

during or after the general introduction of digital

technology. and through interacting with digital technology
from an early age, has a greater understanding of its
concepts. Alternatively, this term can describe people born  »

Share media: Hover aver the page and click te select image or media you want to share

) ( Share )

Power=d by Op=n Text Social Workplaos AN .y

Social Workplace puts a link to this page in a new post to your chosen
community, or in a new blog entry.
My Blog @® 2 posts, 0 views

TODAY

Digital native - Wikipedia, the free encyclopedia
Digital native - Wikipedia, the free encyclopedia

"The term digital native is a young person who was born during or after the general
introduction of digital technology, and through interacting with digital technology
from an early age, has a greater understanding of its concepts. Alternatively, this term
can describe people born in the latter 1970s or later, as the Digital Age began at that
time; but in most cases the term focuses on people who grew up with 21st century
modern technology.

Other popular discourse identifies a digital natives as a person who understands the
value of digital technology and uses this to seek out opportunities for implementing it
with a view to make an impact.”

Via Bookmarklet

POSTED BY JASON MIDDLEMAN under a minute ago
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Quoting part of the web page

If you want to quote some text from the web page in your comments,
select that text before you click the Open Text Bookmarklet button.

/= Enterprise Content Management (ECM) - Open Text Corporation - Windows Internet Ex]

@\'f/ @ [& ietp . opentest.comi#

7 Favorites | S5 | Open Text EF'QarHEt & Suggested Sites - £ Get More Add-ons -
[& Enterprise Content Managemerf {

Open Text C... | |

OPENTEKT

The Content E; perts™

Solutions

OPEN TEXT

. CONTENTWORLD

Orlando, Florida, USA
October 25-30, 2009

Open Text has the experience to help
arganizations take a halistic approach
to contentthatties Erterprise 2.0 inta
the hroader Enterprise Content
Management (ECM) context so that
2.0 content is both manageable and
secure. Leam more »

% VIGNETTE is now
09y OPENTEXT

Including a picture from the web page

If you want your post or blog entry to include a picture from the web
page, click the Open Text Bookmarklet button, then click the

picture you want to include.

7 Favorites |$.5 & Open Text Bookm 1

Enterprise Content Management (ECM) - Open Text C..,

Suggested Sites & | Get More Add-ons ~ %% Add to FC Bookmarks T1 BlueField Login

M~ B - ) s - Page~ Safety v Tools v

Click here 1o share media
ASLALLN L AsNT
The Content Experts

OPEN TEXT

Orlandn Flarida

Share to:

- Share link: | Erterprize Content Management (ECM) - Cpen Text Corporation
Solu

Commentsy The Open Text Laga

C O N T E N T WO F Share media:  Hover over the page and click o sefact image or media you want to share

(
Fawered [y Jpen Teil Sacial Hedia .
1ISA
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If the web page contains video or other rich media

If the primary content of the web page is a video, presentation, or other
rich media, that content will automatically be added to your post/blog

entry.
Share to: My blog = {E]
Share link: | YouTube - Pre-forum - Open Text Chairman Tom Jenkins: Future of digi: |
Comments: . Open Text Chairman

Share media: Hover over bhe page and click o seledt image or media pou want to share

Remowe media

Preforum - Open Text Cha..

P& 000 639 | i

[ Share )

"

fawemnad by Opsn Tewxl Zocial Media

If you don't want this content to be included, click the Remove Media
button.

MyBlog @ 0 posts, 65 views

TODAY

YouTube - Pre-forum - Open Text Chairman Tom Jenkins:
Future of

TouTube - Pre-forurmn - Open Text Chairman Torn Jenlkdns: Future of digital media

Open Text Chairman
Via Bookmarklet

POSTED BY KIERAN HANSON about 2 minutes ago
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Customizing your account

Change your Password or Email Address

To change your password or specify an email address for the receipt of

automatically generated messages, click the Account link at the top
of the page.

FirstClass Communities will use the address that you type here to email
you:

* invitations to join communities
e notifications of new activity on your flagged items

* copies of all posts to a community, if you have subscribed to the

community.
Account Settings *
‘L Click here to change your passwor@
This is the email address that OTSW will use to contact you.
Matification email address: @
| Cancel

This address doesn't have to be the same as the address you supplied in

your profile. The profile address is just used as a link for others to click
when they want to email you.



58 FirstClass Communities User Guide

Working with the edit buttons

You'll see edit buttons when you are adding content to a community
post, wiki page, or blog entry.

The object you are editing determines which buttons you'll see.

This Button Does This

undo/redo  * cancels/reinstates your latest editing action

You may need to click several times to get back to
where you want.

Paste as plain * Inserts the content you paste here.
text .. .
This is useful when copying text from a document
0 created with a Microsoft application, where you
i don't want to carry over any of the Microsoft
formatting.

PastefromWord < Inserts the content you paste here.

i This is useful when copying text from a document
created with a Microsoft application (not just
Word), where you only want to carry over a
minimal, clean set of HTML formatting code. Some
formatting may be lost.

Insert * Adds the object you choose to the content.
EeE == ® Options are:
& Image.. Image
= Link *
+ Empessedconent | INSETtS any picture from another web page or one
2 Tadle. that is in a standard picture file format (like JPG or
= Horizontal Rule

PNG) that your browser can display. When you
choose this, the Image Properties form opens. Use
this form to select the picture and control how it will

& Smiley

look.

Image Properties

Image File: Browse_ upload
URL:

Title

Scale ariginal size Preview

Lorem ipsum dolor sit amet, consectetuer -
Width

a o adipiscing elit. Maecenas feugiat consequat
Height diam. Maecenas metus. Vivamus diam purus,
cursus a, commodo non, facilisis vitae, nulla.
Border Aenean dictum lacinia tortor. Nunciaculis
nibh non iaculis aliquam, orci felis euismod
HSpace 5 neque, sed ornare massa mauris sed velit

VSpace |5
Align <not set= [+] =

ok | cancel
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This Button

Does This

Insert Continued

To upload a picture file from your computer, click
Browse, then select the file. The path to the file is
displayed at Image File. Click Upload. A preview
of the picture and its original size are displayed. The
file is placed in a location where it's always available
as long as the content is available, and this location
is displayed at URL.

To use a picture from another web page, copy its
location and paste it at URL. A preview of the
picture and its original size are displayed after you
move your cursor out of URL. Be aware that this
type of link depends on the picture source
not changing.

Anything you type at Title will be displayed in
place of the picture for browsers not displaying
pictures. Or it will be spoken for users of software
for the visually impaired.

You can control the size of your picture using Scale
or Width and Height. The last two are available if
you choose other size at Scale, and let you set
custom dimensions. For custom dimensions, the
Lock Ratio icon lets you either lock or unlock the
aspect ratio (when locked, the width and height are
forced to stay at the original proportion), and the
Reset Size icon returns the picture to its original
size.

a ¢

If your picture is especially large, it's automatically
thumbnailed (displayed smaller) in posts to the
Feed tab. People will be able to click it to see it full
size. Thumbnailing only applies to pictures that you
upload from your computer, not to pictures from
another web page.

To put a border around your picture, type how thick
you want your border, in pixels, at Border. To
change the default five pixels of blank space around
your picture, update HSpace (space to the left and
right) and VSpace (space above and below).

By default, your picture will be inserted right where
your cursor was positioned, even if this is in the
middle of a line of text. To align your picture with
the left margin, choose Left at Align. To align it
with the right margin, choose Right.

After you insert the picture, you can change its
properties by right-clicking/Control-clicking and
choosing Image. If you decide you don't want the
picture after inserting it, you can click it and press
Delete.




FirstClass Communities User Guide

This Button Does This

Insert Continued Link
Inserts one of the following types of links:

3= Linkto Website...

3. Linkto Wiki...

# ] Linkto Document..
+,/ Linkto Topic...

3| Linkto User...

1 Link to Community...

* Link to Website - type the address of the web
page you want to link to at URL and the text that
you want to act as the link at Link Text

* Link to Wiki - choose the community where
the wiki page is stored, then choose the wiki

page

* Link to Document - choose the community
where the uploaded file is stored, then choose
the file

* Link to Topic - choose the community where
the topic is stored, then choose the topic

* Link to User - type the full or partial name of
the user whose profile you want to link to at
User name. For partial names, choose the user
from the list of matches at Pick user.

* Link to Community - type the full or partial
name of the community to which you want to
link at Community name. For partial names,
choose the community from the list of matches
at Pick community.

Embedded Content

Embeds content such as maps or movies from other

web pages. To do this, copy the embed/link text

from the web page (follow their instructions) and
paste it here.

Embed Active Content

Paste or type HTML content to embed:

ok | cancel
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This Button

Does This

Insert Continued

Table
Inserts a table. Define your table in the Table
Properties form.

Table Properties
Rows Width
E 200 pixels [=]
Columns Height
2 pixels
Headers Cell
Mone [=] spacing
Border 1
size Cell
1 padding
Alignment 1
=MNot set=
Caption
Summary
ok | cancel

You can specify the table width as a fixed number of
pixels or a percent of the total content width. If you
provide a table height, this will override the default
height that would be displayed by browsers.
Headers defines the specified cells as table
headers. Cell spacing controls the space between
cell borders and the content inside. Cell padding
controls the space between cells. Border size
controls the thickness of the border. Alignment
controls table positioning. The table can be aligned
with the left margin, aligned with the right margin,
or centered. Caption is displayed as a heading over
the table. Ignore Summary.

After you insert the table, you can change its
properties by right-clicking/Control-clicking it and
choosing Table. You can also use this menu to
perform standard table operations like inserting
rows and merging columns (select the columns
first). Depending on your browser, you may also be
able to drag the table's resizing handles to change its
size.

Linked Wiki

Inserts a link to a wiki page that you create now in
the chosen community. The page title is used as the
default link text. You can add content to this new
wiki page later.

Create Linked Wiki Page

Community:  Participaction |Z|
Page title:  Activity Planner
Press OK to create the new linked page.

ok | cancel




62

FirstClass Communities User Guide

This Button

Does This

Insert Continued

Linked Document

Inserts a link to a file that you upload now to the
chosen community. Click the button and select the
file. You can add a description of the file and tag it.
The file is uploaded when you click OK. The file
name is used as the default link text.

Create Linked Document

Community: i OpenlDEAS Collaboration ir]

ok | cancel

Horizontal Rule
Inserts a horizontal line.

Smiley
Opens a set of emoticons. Click the one you want to
insert

Insert a Smiley

cancel

Insert/Remove
Numbered List

* Makes the selected paragraph numbered

The first paragraph that you make numbered starts
with 1. When you press Enter/Return at the end of
this paragraph, the next paragraph starts with 2. To
remove number formatting from a selected
paragraph, click this button again. Any numbered
paragraphs that follow will then start again at 1.

Insert/Remove
Bulleted List

* Makes the selected paragraph bulleted.

When you press Enter/Return at the end of this
paragraph, the next paragraph is also bulleted. To
remove bullet formatting for a selected paragaph,
click this button again.

Decrease Indent

* Decreases the left margin of the selected
paragraph

Increase Indent

* Increases the left margin of the selected
paragraph




FirstClass Communities User Guide

63

This Button Does This
Blockquote * Sets off the selected paragraph (or the
paragraph you are about to type) as a quote by
v indenting it.
To remove the quotation formatting, click this again.
Left Justify * Aligns the selected paragraph with the left

margin.

Center Justify

* Centers the selected paragraph between the

= margins
Right Justify * Aligns the selected paragraph with the right
_ margin.
Block Justify * Aligns the selected paragraph with both the left
_ and right margins.
Select All * Selects all content

Remove Format

e Restores selected formatted text to the default.

(=
Print * Opens your operating system's standard print
form.
=
Preview * Shows you, in a separate window, what this will
. look like when saved.
L
Source * Shows your content with its behind-the-scenes
HTML tags. To return to normal view, click this
= button again.
Maximize * Shows content and edit toolbars only. To return
to normal view, click this button again.
Show Blocks * Indicates separate block elements, such as
= paragraphs and tables. To return to normal view,
= click this button again.
Bold * Makes the selected text bold.
B
Italic * Makes the selected text italic.
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This Button Does This
Underline * Underlines the selected text.
U
Strike Through * Draws a line through the middle of the selected
. text, making it look like it's crossed out.
Subscript * Makes the selected text subscript ( smaller and
below the baseline).
X,
Superscript * Makes the selected text superscript (smaller and
. higher up, like a copyright symbol).
x
Paragraph * Applies a preset style, such as Heading 1, to the
Format selected paragraph.
Mormal - Normal =
Paragraph Format -
Marmal
Heading 1 E
Heading 2
Heading 3
Headings will also be shown as links in a table of
contents to the left of your saved page.
Font Name * Displays the selected text in the font you choose
_ here.
Font -
Font Name -
Arial
Comic Sans MS
Courier New 3
Georgia
Lucida Sans Unicode
Tahorma
Times New Foman -
Font Size * Displays the selected text in the size you choose
N here.
Size I
Font Size o

o
m
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Text Color .

Applies the color you choose to the selected text.

P~
| | Automatic
AEEEENEERN
|} Eog el § |
HECOENENENN
EECOEOOEO
OO0oOoOooono
Mare Colors...

You can create a customized color by clicking
More Colors.

Background Color *

A-v

Highlights text you have selected with the color
you choose.

-

g
| ] Automatic

ENEEEEEN
|} BOR BN B § |
EECONENEMN
EECONCOORD
Odoooooond

More Colors. ..

As for text color, you can create a customized color.
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