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Introduction
What is Port 80 Virtual Office Manager?
Port 80 Virtual Office Manager integrates the powerful Community of Practice (CoP) tools
into your organization’s web site. Communities of Practice connect individuals in self-
organizing, boundary-spanning online communities. CoPs are made up of distributed groups
of people who share a concern, set of problems, mandate or sense of purpose.

Virtual Office Manager can be used with Port 80 Web Manager or seamlessly integrated into
an existing web site.

Logging In

Login to the Member Log-in area on your ClientLog-In

UserMame

organization web site with the User Name and
Password  supplied by your Port 80
Representative.

Main Features

Once your password has been accepted, you will be taken to the Virtual Office Manager
User Platform. The Virtual Office Manager User Platform is divided into two sections -
Control Panel (left panel) and Topic Panel (right panel).

Home Products Services Clients Support AboutUs Contact

Control Panel Nortia - Community Edit

Phebe Trotman

® Log-out
® Edit Your Profile Youare here:  Client Area > Virtual Offices > Nortia - Community

Ly Overview Project Librany Discussion Online Meetings

My Current Virtual Offices:

BOMABC

Fan Family Room

Fluid Living

iLinc

Indigenous Corporate ...
Loca Lola Projects
Nortia - Community
Nortia - Product Demos
Nortia - WebSite

Nortia Notes
Paralympic Schools Pr...
Phebe's Test 3
PointeCast Office
Sebring Consulting
Telus - Ski Team

WADA Support Team
WADA-Electronic Forum

Christmas Party - 2005 - Thanks Angus & José!

® All My Virual Offices

Members

@snous Heaps Check Outthe Slide Show




Control Panel
Edit Your Profile

The Profile section will allow you to customize your contact and login information (user name
and password), company profile and personal

introduction (including adding your photo).

Control Panel Member Profile

Click on ‘Edit Your Profile’ and edit the appropriate |
information in the available fields. If you edit your (ool s i e e e

My Current Virtual Offices:

login information, ensure that the ‘Password’ field |....

and the ‘Confirm’ field are the same. To upload S—

: Clent Area > Members > Member > Profie

. . ¢ 5 Indigenous Corporate First Name:* [Phebe
an image, click on ‘Browse’ next to the Photo |woeee e —
Nottia - Product Demas Email adiress [potman@nomiacom |

Upload title near the top of the screen. Search to | = —

Paralympic Schools Pr. [Fhebe has been working at

find the desired file and click ‘Open’. e

2002 She started as a SFU Ca-
Sebring Consulting

ntand upon graduation
Telus - SkiTeam jshe permanently joined the v

Click the ‘Submit’ button to update your profile .. ﬂ_n

information T R—
" Website: |hitp:aiwww.nortia.com

Please note: Your profile information will only be shared with other Participants of Topics that
you choose to join.

Favorite Topics

This section of the Control Panel lists all the topics in which you currently are a member. To
select a topic, simply click on the topic title. The Topic Overview Panel will refresh to display
the overview of the topic selected.

Manage Topics
Manage Topics allows you to edit the topics in which you are a member. In this section you
also have the ability to join topics.

To join a topic, click in the option box next to the topic name. You will know that the topic
has been selected because a check mark will
appear in the option box. Be sure to click ‘Save
Topics’ to update your topics list. Some topics | cerelPenel |SlentandPariner Lodin

will require you to be approved for INCIUSION o e oo imtessen rose s tromsone
(Type 3). You will be notified via email once you === st i S e e ey

By Current Virtual Offices: | youlog in the Topics you have selected should appear in your Favourites list.

are approved into the desired topic. N —] -

Fluid Living
iLine

Home Products Sewices Glients Support AboutUs  Gontact =

ndigenous Corporate — a0
. . bnc“a_ Lnl:a Projects BOMA BC s
To remove yourself as a member of a topic, click & i, | o .

Mottia - WehSite

in the option box next to the topic name to s | e o

Phebe's Test 3

. ¢ ot s ofice Loca Lola Projects PaulLopes
remove the check mark and click on ‘Save |omam:, | weossmaon
. , . . Telus - Ski Team Nortia - Gomrmunity Roger Swetnam
WADA Support Team MNortia - Product Demos Angus Heaps
Topics’ to update your topic list.
® A1l My Virual Offices Nortia Notes Roger Swetnam
Paralympic Schools Program Angus Heaps

Phehe's Test3 Phebe Trotman

The next time you log in, your Topics list will be
updated.
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Participants

The participants’ list will display all the members of the currently selected topic. Click on the
participants name to view their profile.

Online Meeting

This will notify you if you are scheduled to participate in any online meetings. Click on the
meeting title to view an overview. If the meeting is in progress, click on the link in the
Meeting Overview box to join the meeting.

Topic Panel
Overview

The topic overview panel provides a
‘landing” page for the currently selected o
topic (area in blue). The topic leader and
author(s) determine the content of the topic | —
overview and may edit it at any time. In @Lm\w’(
addition, the links/resources, PartiCipants, | |aom .|~ s mesee wo
discussion, and online meeting areas will || =%

also update to reflect the currently selected |

topic.

Control Panel Nortia - Community Edit

> Overview Project Library Members Discussion Online Meetings

Christmas Party - 2005 - Thanks Angus & José!

Each time you log in one topic will, by
default, be displayed. The topic displayed || ="

WADA Support Team

will be the most recent topic you have ||

.. . ® All My Virtual Offices
joined or been assigned to.

@nous Heaps Check Outthe Siide Show

Links and Resources

Links and Resources are links and files you wish to share with other topic participants. All
topic members can add links and resources (and remove anything they have added),
however only leaders have the ability to delete any of the items posted.

Adding Links/Resources

To add a link or resource, click on the ‘Links/Resources’ option in the menu bar.

Uploading Files

Once in the Links/Resources area, click on the ‘Upload File’ option to upload a file from your
computer. Type in the file title, and description in the fields provided. By default, your name
will appear as the file author. Use the ‘Browse’ button to search your computer for the file
you wish to upload. The file name will appear in the text box once you have chosen the file.



If you wish to notify fellow topic members that you had added a file to the Links/Resources
section, click in the option box next to ‘Advise participants by e-mail’ option. If you choose to
notify participants by email, you can provide a message for the email in the Message box.

Once finished click on the ‘Save’ option to update the Links/Resources section with the
added file.

Adding a Link

Fan Family Room

Once in the Links/Resources section, click
on the ‘Add a Link’ option. Type in the link ) Unke Hsources
name, and description in the fields provided. _
By default, your name will appear as the link Add Link

author. Type in the link url in the space Lo Homa
provided.

If you wish to notify fellow topic members
that you have added a link to the
Links/Resources section, click in the option

box next to ‘Advise participants by e-mail’ [Frave Tromas Ertor i wame of e usercontrtutng 1 new
option. If you choose to notify participants Uk 52 Lk R
. . | ey This i5 e 333ress of he wed s or Ne you e
by email, you can provide a message for the e MATG 15 (B RO £
email in the Message box. "
LSS prcECumS et ) Se m:f.:m:z.'.'.“:-
paniopants. Leave tun-cheche
Once finished click on the ‘Save’ option to wantio nosty P cther partcipa
update the Links/Resources section with the 5] youchoose o noat puscsants by emad,

added link.

Participants

Click on the Participants option to view a detailed list of all the participants in the currently
selected topic. The Participant list will include biographical information, an email address
and a picture (if one has been uploaded).

Discussion

In this area you can create and participate in any number of discussion threads. You can
choose to receive E-mail notification of new posts for all topics or, you can select to receive
notification only for specific topics.

Add a New Thread

To add a new thread, click on the ‘Add a New Thread’ option in the Discussion section. Type
the new thread name in the ‘Thread’ field and the first post of the new thread in the Message
box. Once finished, click ‘Submit’ to add the new thread and it’s first post to the discussion
list.



Posting a Message

To post a message to an existing discussion
thread, click on the Thread name. A detailed
list of all the messages related to this thread reac |

will be listed. Messages will be listed by date, |
with the most current at the top. To add a
message, click on the ‘Post a Message’
option or the ‘Reply’ option. The ‘Post a
Message’ window will open. If you selected
to ‘Reply’ to a particular message, you will
have the ability to quote the original message
!nto yc’)ur new message by cllcklng.on the

Quote’ option. Type your message into the |
message box and click ‘Submit’ to post your
message. Your screen will refresh and the new message will appear at the top of the Thread
list.

2 Post a Message - Microsoft Internet Explorer _1al x|

Deleting a Message

As a participant, observer, or topic author you have the ability to delete any messages you
post. As the leader, you also have the ability to delete any other posted messages.

To delete a message, simply click on the delete option next to the message you wish to
remove. A Microsoft Internet Explorer window will appear. To continue with the removal
process, click ‘OK’ or click ‘Cancel’ to keep the current message active.

Email Notification T T © |

YOU can Choose tO receive an E_mall .17 Receive posts by email far all threads e
notification for new posts for all topics or, you pemsems

can SeIeCt to r_ecelve n0t|f|cat|0n for new pOStS There are currently no threads belonging to this discussion.
on specific topics only. Top O A tew Toreas

Thread Last Post

By default, the option to receive email notification of all new posts for all threads is selected.
If you do not wish to receive email notification of all new posts for all new threads, remove
the check mark from the option box next to the text ‘Receive replies by email for all threads’
located at the top of the Discussion Thread list.

You can also select to disable email notification within individual threads. Select the desired
topic. Uncheck the option box next to the ‘Receive replies by email for this thread’ option.
You will know you have deselected the option when the check mark no longer appears in the
option box.

Searching the Discussion Board

Over time the amount of information on the  rewor Q) —

Discussion Board can become large and ¥ Reseie posts byemaiforall tieads

finding particular information can be a  Bisuewiews

challenge. To increase the ease of finding &S b
information, the Discussion Board has a built- e e e

Top & Add New Thread




in Search feature that allows users to search the Discussion Board for particular information.

To search the Discussion Board, type in a search word(s) and clicks on the ‘Search’ icon
from the Discussion Board main menu. A listing of all the messages containing the search
words entered will be generated. Simply click on the message you wish to view.

Online Meeting

The ‘Online Meeting’ option will display the upcoming meetings for the currently selected
Topic. In this area, Topic Leaders may also schedule new meetings. Only Topic Leaders
have the ability to create new meetings.

Add a New Meeting

Setting up meetings involves a four-step process. Step 1 sets up the meeting time, date,
service and gives the meeting an identity. Step 2 involves setting up meeting options such
as the bandwidth and privacy settings. Step 3 involves selecting members to participate and
moderate the meeting. Step 4 (optional) involves emailing topic participants to notify them of
the meeting.

Select the ‘Online Meeting’ option from the Topics Main Menu. A list of existing meetings will

appear. If none have been created, none will be listed. To create a new meeting, click on the

‘Add a New Meeting’ button. The screen will refresh and Step 1 will appear.

In Step 1, enter the Title, Description, service, time information, and date of the meeting.

Click on ‘Next >>’ to continue.

In Step 2, you will be asked to enter options of the meeting.
Bandwidth Limit - A drop down menu b> Queniew  LinksiResources

with various bandwidths is provided to
help control the connection speed of

Paricipants Discussion Live Meeting

You are here: Community > Topics » Phebe's Test 3= Live Meeting = New Meeting

Step 2 of 2: Meeting Options

the meeting. By default, the it AT
bandwidth is set to Client Bandwidth ::w ::,M:" ﬁ“emaanw kbps
meaning the software will perform to N -

the best of it’s ability based upon the — =

individual connection speed of each seats: T i
participant. Moderator: [No Woderator Seiected =l

‘No Moderator Selected
Phebe Trotman
Rob Snowden

« Prey

Starting Permission — Select this
item if you would like the meeting to start without the moderator’s presence. If the
moderator’s presence is required to start the meeting, leave this box unchecked.

Recorder — Check this box if you would like the capability to record your meeting.
This is an excellent tool to review meeting contents or to share with colleagues who
were unable to attend.

Private — Check this box if the meeting is Private and Confidential. If checked,
access to this meeting is limited to individuals selected in step 3. If unchecked, the



meeting is available to anyone who is sent the meeting link (please make sure to
reserve enough seats).

Click on ‘Next >>’ to continue.

In Step 3, you will be required to choose the moderator, or the moderator and participants
depending on your Privacy settings in Step 2.

‘Private’ is checked — If the privacy setting is selected, then you must manually
select the participants and the moderators for the meeting. There are two lists
available. The list to the left is the list of all available participants in your Virtual Office
Manager topic area. The list on the right (which starts out empty except for the
moderator) is the list of all participants in this private meeting. Use the “Add >>"
arrow to move available participants into the meeting (left to right). Use the “<<
Remove” button to remove participants from the meeting (right to left).

‘Private’ is unchecked — If the privacy setting is unselected, then this step is not
required as the meeting is public and is available to anyone with whom the meeting
link is shared.

Click on ‘Next >>’ to continue.

In Step 4, you have the option to notify topic
participants of the meeting. If you wish to notify
the tOpIC pal‘tICIpantS, entel’ your message |nt0 Youare here:  Community > Topics = Phebe's Test 3= Live Meeting = Test = Ecit
the message box and press the ‘Send Email’ e meeinavas savea cuccessuiy

Ifyou would like to notify the topic participants about this meeting, enter your message

button. If not, click on the ‘Done’ button to Sklp below and press the submit button.
this step.

> Overview Links/iResources Patticipants Discussion Live Meeting

From: [ptrotman@nortia.com

To: All topic participants

The screen will refresh and you will be returned 5]
to the ‘Online Meeting’ page and your new Subject: [Noria- (Fan Family Foom) - Mesting

meeting will be listed. The meeting will also Message:

appear at the bottom of the Control Panel Phebe Trotman has created a new meeting in the Nortia - 4

. 'Fan Family Room' Community of Practice Topic area.
options.

Meeting Details:
Test

2005-3-9
11:00 - 12:00 PST

Click on the address below to join the meeting once it
has begun.

E

Reset Send Email Done




