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Introduction

	Functions
	Details
	Icons

	What is the VPO?  
	Virtual Program Office (VPO) is a secure, web-enabled application used for knowledge management, program/project communications and asynchronous collaboration for highly mobile, widely distributed Users.  


	

	How is it used?  
	VPO can be used for enterprise planning, program development, acquisitions, risk management, and more.  


	

	How does it work?  
	VPO is designed for access via a web browser. Any workstation, thin-client, or mobile computer that supports Internet standards has access to the VPO suite. Encryption ensures application security for collaboration among SPAWAR members, other government or contractor activities, and the fleet.  


	


Introduction, continued.
	Functions
	Details
	Icons

	What is the current feature set of VPO v3.0 application?  
	Document storage and retrieval (with advanced search)

Document level security and access controlled by the client

VPO Project, with its work order tracking

A group Calendar for meeting and event scheduling

Collaborative Documents for sharing files

Dynamic VPO Discussion creation

VPO web page publishing and management

News item management

Email notification and web Outlook email connection


	

	What will future versions include?  
	Push-based enterprise version of VPO

External database integration

Action item workflow/tracking and report generation

Notes calendar and tasking synchronization with the desktop

Document routing, versioning and approval

User-definable work area

Document harvesting and push-based document movement

Data to information conversion and information aggregation and distribution

Real-time, web-enabled collaboration tools

Palm Pilot interface and synchronization


	


Permission Roles

Permission to read information on a VPO is controlled by the role assigned to the individual during the registration process.  The different roles include Site Director, Manager, Registrar, User, and Limited User.  One individual could be a Site Director for one site and a User for several others.  The role assigned determines the information that person will be able to read or edit.  For example, by default, Users can read everything unless intentionally excluded, while Limited Users cannot read anything, unless intentionally included.  On an item-by-item basis the author can change the defaults to include or exclude roles and individual people.

Site Director  -  Permission Role

	Functions
	Details
	Icons

	Roles of a Site Director
	Maintaining the User configurable elements of the VPO application profile.

Posting static web pages.

Responsible for the overall content of the VPO site.

The access granted to a Site Director may be comparable to or even exceed that granted to a Manager.


	

	What are the Site Director Default Rights?
	Ability to make changes to the system documents which contain user defined configuration information.

Ability to post and remove static web pages.

Responsible for loading the web pages database to maintain a measure of production control.


	


Permission Roles, continued.
	Functions
	Details
	Icons

	Site Director Read Access Rights?
	May be granted rights to read any document, regardless of who created it.

This option is usually chosen by organizations wishing to use the Site Director as a point of contact for content or as the main support person for the VPO.


	

	Site Director Edit Access Rights?
	Can be granted the right to edit any document, regardless of who created it. 

This option is helpful if the Site Director is responsible for document maintenance.


	


Permission Role - Manager

	Functions
	Details
	Icons

	Manager Permissions
	Given to people who are part of the organization's management. 

Include people who are responsible for the overall content of the VPO site. 

Organizational management is responsible for the actions of subordinates. 


	

	Manager  Read Access Rights?
	There is nothing within the VPO site that a Manager cannot read.


	

	Manager  Create Access Rights?
	With the exception of system documents (profile documents, static web page postings, href documents), a Manager can create any document in any database.


	

	Manager  Edit Access Rights?
	A Manager can edit anything they created or anything to which they have been given specific edit access by name. In some sites (see your VPO Site Director) Managers are granted access to edit any non-system document.


	


Permission Role - Registrar

	Functions
	Details
	Icons

	Who is a registrar?
	Person who administers and approves User registration for a VPO site. 

Acts as the point of contact for User access and registration for that particular site. 

May control a single installation or multiple sites (e.g. the 04 Registrar also handles 04L, 04F, 04N, etc). 

Coordinates registration issues, support requests, and change requests with 08.


	

	What does the Registrar need to understand?


	The VPO roles and what they mean

How their VPO site is implemented and what the various layers of the site are

The organization's rules for VPO access and restrictions on sharing data

How to approve a registration

How to troubleshoot registration problems

How to get further support when necessary


	

	What does the Registrar need to do?
	Set the approval/disapproval messages in the registration database

Set policy for site access and communicate that to the User community

Let their organization know that they are the Registrar and the first point of contact for access problems

Keep an open dialog with 08 for support and improvements

Register Users


	


Permission Role - VPO User

	Functions
	Details
	Icons

	Who are VPO users?
	Trusted individuals who will utilize the VPO site to perform their duties.


	

	User Read Access Rights?
	These users have read access to all documents in a database.  The document author or any other authorized editor can restrict access, to specific documents.  In this case, Users will only have access if they are listed individually in the authorized readers list.


	

	User Create Access Rights?
	Users can create documents in the action items, meetings, calendar, phone list, news, file library, and collaborative documents databases.


	

	User Edit Access Rights?
	Users can edit only those documents which they created or those to which they have been given specific edit access by name.


	


Permission Role - Limited User  

	Functions
	Details
	Icons

	What is the Role of a Limited User?
	Trusted individuals outside the SPAWAR/DOD family who will utilize the VPO site to perform their duties.

Persons who need access to information contained within the VPO.


	

	Limited-User Read Access Rights?
	Read access only to those documents they have created. 

The author or any other authorized editor of a document may mark the document so that all Users with Limited access can read the document, or individual users can be granted read access by name.


	

	Limited-User create Access Rights?
	Can create documents in Projects, Calendar, phone list, news, file library, Discussion and collaborative documents databases.


	

	Limited-User Edit Access Rights?
	Limited Users can edit only those documents which they created or those to which they have been given specific edit access by name


	


Security

	Functions
	Details
	Icons

	Controlling an Individual Document


	Each document in a VPO site can have its own security settings.
	

	Document Default Security Settings
	The person who created the document (meaning the person who uploaded it into the VPO and not necessarily the author of the spreadsheet or other attached file) can read and edit the document.

Anyone in the Manager role can read the document. If the VPO site settings are so configured, Managers can also edit the document.

Anyone in the User role can read the document.

Everyone in the Limited User role can NOT read the document.

If the VPO site settings allow it, anyone in the Site Director role can either read or edit the document.


	


Security, continued.
	Functions
	Details
	Icons

	What are the options as an Editor?
	Anyone who has edit access to the document can modify the reader and editor rights. 

Any Users in any role can be given reader or editor access by adding their name to the appropriate list of named readers or editors. 

Anyone in the Limited Users role can be given access to read the document with the click of a checkbox. 

Likewise, if the box is unchecked it removes access for everyone in the limited role except those explicitly listed as above.


	


No matter what settings you select, Managers will still have at least read access and the document creator will still have read and edit access.

VPO Registration 

VPO access is controlled via registration.  Users must register separately for each VPO site they are required to access.  The Registrar of each site to ensure security of the information will view registration requests individually. 

New Users who do not yet have a VPO account should go to the VPO Information Center: https://vpo.spawar.navy.mil. This site is also useful to Users who already have a VPO account.  The Information Center provides the opportunity for first time users to register or users with VPO accounts, to request additional sites, to view a complete site listing, to view their list of sites, to see a VPO Demonstration, participate in a discussion and a resource for help, such as Frequently asked questions.  User may also make suggestions on ways to improve their VPO. 
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Figure 1  VPO Entry Page

Registration Page
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Figure 2  Account Admin Option page

	Functions
	Details
	Icons

	What are the Registration Options?
	Option 1:  First-time Registration

Click this option if:

You have never registered to the VPO.

You do not have a userid and password.

Option 2:  Additional Site Registration

Click this option if:

You have successfully registered to the VPO.

You want to request access to an additional VPO site.

Option 3:  Change your password

	


VPO Registration, continued.
	Functions
	Details
	Icons


	First Time Registration?
	Use your browser to go to the site https://vpo.spawar.navy.mil.

If you have never used a VPO before, there is a one-time procedure of obtaining a VPO account.  

Click the “Registration” button.

Click Option 1 button.

Follow the instructions.


	

	Register for Additional VPO Site?
	Use your browser to go to the site https://vpo.spawar.navy.mil.

Click the “Registration” button.

Click Option 2 button.

In the list of VPO site, click one of the sites you would like to register.

Fill in the requested information about the person who can verify your requirement to gain access to this specific VPO site. 

State the nature of your request for access to this VPO in the comments block. 


	


VPO Registration, continued.
	Functions
	Details
	Icons

	Additional VPO Site Registration?
	Your comments will enable the Registrar of this VPO to assess your security level requirements.


Click Submit
The system will email your request automatically to the appropriate Registrar.

You will be notified by email, when permission is granted.

When you receive email approval, you may enter the VPO site. 

Use the UserID and password you entered on the registration form to login to the VPO sites for which you have access.

Remember your UserID and password are case sensitive. 

Your password for the VPO is the same for all sites.


	


VPO Registration, continued.

Special Registration Note:  When registering for the VPO, whether for the first time or for additional sites, the browser knows who is logged in (if someone is logged in).  

For example, let’s say that John Doe is working on his VPO site and Mary Jones asks him what he is working on.  John takes her to the Information Center on his computer and has her create a new VPO account for herself under her name.  When the confirmation screen comes up, they will be seeing John Doe’s name instead of Mary Jones’ name.  This is a safety feature that will not allowing the same person to accidentally create multiple accounts.  In order for Mary to create a VPO account or to register for additional sites, John would have to exit all browser windows and then reopen them.  This procedure would clear out the memory of John’s account information and allow Mary to create her own account.
	Functions
	Details
	Icons

	VPO Site List
	The Site List button provides Users who already have a VPO account to access a complete list of VPO Sites.  

When a User clicks on a VPO site name, the system checks to see if that User already has access to that VPO.  

If they do, it will ask them if they would like to go to that specific site.  

If they do not already have access to that site, the system will open up the form for the User to request access to that site.


	

	I Am Having A Problem
	Help button provides Users with resources for help:

A list of Frequently Asked Questions (FAQs) regarding passwords and logging in.

A complete listing of Registrars to contact regarding forgotten passwords.

Information about how to contact the Help Desk.


	

	Context Help
	Each of the VPO pages has a Help button.  

Click this Help button to see information about that page.
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VPO Navigation (Overview)
On the main entry page of the VPO, you will see several buttons:  Account Admin, Site List, My Sites, VPO FAQs, VPO Demo, Discussions, and Suggestions. The following is an overview of information contained in these pages.
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Figure 3  VPO Entry Page with VPO Navigation Buttons

	Functions
	Details
	Icons

	Account Admin
	VPO access is controlled via registration.  

Users must register separately for each VPO site they are required to access.  

To ensure security of the information,  the Registrar of each site will view registration requests individually.
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	Site List
	The Site List button provides Users who already have a VPO account to access a complete list of VPO Sites.
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	My Sites
	Click on this button to view all VPO site you have been granted permission to access.
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	VPO FAQs
	This feature provides the Users with answers to commonly asked questions.  

It also is where Users can gain access to the on-line training manual.
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	VPO Demo
	This interactive demo guides you through a comprehensive view of the VPO, demonstrating many of the new feaures.
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	Discussions
	The purpose of the Discussion feature is to provide an area where a group of VPO members may collaborate in a private discussion area within the VPO environment, accessible only by UserID and password.  

Documents and discussions posted within the Discussion area do not need security controls since the area is available only to individuals selected by the Discussion creator.  

For more information, see the main topic for Discussions, the applet.
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	Suggestions
	This is where Users can make recommendations for improving the VPO.
	[image: image12.jpg]" Suggestions






VPO Registration, continued.
	Functions
	Details
	Icons

	Logon to the VPO


	Web address:  If you do not know the exact address of your VPO, you can visit the main VPO website which has a comprehensive listing of all VPO sites.  

This website address is https://vpo.spawar.navy.mil/.


	


Using the VPO

One strength of the VPO is the consistency of layout between the various sections.  Whether you are creating a Project or adding a document to the VPO Library, the steps you will need to follow are very similar.  
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	Functions
	Details
	Icons

	Standard VPO Home Page


	Since each VPO Home Page can be customized for various looks, the following discussion will be based on the look of a standard VPO Home Page.  

If your VPO page differs from this, see your onsite VPO administrator for additional information.


	


Using the VPO, continued.

	Functions
	Details
	Icons

	List of VPO Sections
	Click one of these links to open the folder.

News

Project

Calendar

Collaborative Docs

Docs Library

Discussions

Links

Phone List

Help

E-mail

Tools

Site Configuration
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	What are the VPO Sections?
	These are various tools that are organized into folders, shown listed down the left hand column of the standard VPO home page.


	

	News Section


	The purpose of the News feature is to broadcast team communications.

For example, create News items when a deadline is approaching or to remind people of upcoming events.
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	Project Section
	This function is used to track active projects and their work orders.

For more information, see the main topic for Project, the applet.


	

	Calendar Section
	This Calendar should be treated as a Team Calendar, and not used as a personal calendar.  

The purpose of the Calendar is to announce events and meetings that will affect a group of people.

When you post an event or meeting on the calendar, you can also attach briefing files for attendees to read before attending.  

You can also post meeting minutes on the Calendar after the event.
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Using the VPO, continued.
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	Collaborative Docs Section
	The purpose of the Collaborative Docs feature is for team members to work together to create and edit documents.  

Once the document is final, it should be moved to the Library where it will serve as reference material or as a delivered document.  

The Collaborative Docs feature allows users to communicate the reasons behind the changes, which is useful both while the document are being created, and as a history of the document.

When creating budgets and other documents, you can ensure that only one person is editing the file at a time because each User must "check-out" the document to modify it.  

Also, all Users who have READ privileges will know who is currently working on the document.
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Using the VPO, continued.
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	Docs Library Section
	The purpose of the Docs Library is to store final documents, briefings and papers.   

If a document needs to be edited by multiple users, it should be moved to the Collaboration section of the VPO.

The Docs Library will contain documents such as budgets, contracts, and reports that will need to be accessed by users either inside or outside of our organization.  

The author of the document or the Manager can control, on an individual basis, who can read or edit any document posted on the VPO.
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	Discussion Section
	This is one of the powerful features of the VPO, containing threaded discussions.

For example, several members of a VPO have a work assignment of a sensitive nature and do not want the documents and discussions to be accessible to the general VPO membership.  

The Team Leader creates a VPO Discussion and selects the individuals allowed access.

For more information, see the main topic for Discussion, the applet.
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Using the VPO, continued.
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	Links
	Click on this location to see your computer links you define.
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	Phone List Section
	A list of telephone numbers of members of the VPO.  This allows you to update your information as necessary.


	

	Help Section
	This section is used to provide the user with assistance, in an effort to answer questions or give emails and helpful links for additional information.
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	Email Section
	The purpose of the E-Mail feature is to provide Users who are traveling access to Outlook email via the Web. 

Use your network UserID and password to access your e-mail account.  This e-mail program is web driven and cannot perform all of the features available in Outlook.

Users who are not traveling should continue to use Outlook for their e-mail and personal calendars.

VPO Users should avoid having lengthy conversations via email when a record of their conversation would benefit others within their organization. 

 Instead, they should use the VPO Discussion feature to track important conversations.  
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Using the VPO, continued.
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	Tools Section
	The tools area is where Users can change their own passwords.  It also provides a convenient link to register for additional VPO sites.
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	Configuration
	Used by the Site Manager to configure the VPO page.

You may not be able to view this page without special permissions.


	


A note about passwords: The VPO Registrar cannot retrieve your password if you forget it.  They can, however, assign you a temporary password.  Since they will then have knowledge of your password, you should change it again using the help features inside the VPO.  You should only have to do this once, even if you have access to multiple VPO sites, because your user name and password should be the same for all of the sites.  

Please note the new guidance for passwords:  your VPO password should be a minimum of 8 characters and contain at least one special character, one number, and one upper case letter.

Working with your VPO

This section of the manual will give you an overview of creating, reading and editing entries posted on the VPO. 

	Functions
	Details
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	How to access my VPO site
	1. Open your browser.

2. Type: http://vpo.spawar.navy.mil to open the VPO site.

3. Click My Sites button.
The system displays a list of all site for which you have access.

4. Select your desired VPO link.
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My VPO Sites

This provides a link to other VPO sites, which are based on the name of the person currently signed into the VPO.  All VPO sites with which you have access, will be listed here.
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Figure 4  My Sites

Working with your VPO, continued.

	Functions
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	Icons

	Adding New Items
	Click My Sites

Click on VPO link.

In the left column, click on a section, such as Collaboration Docs or one of the other sections.

Click Add New File.  A form opens for you to complete.

Depending on which section you are adding the new items, some of the fields include Content, Details/Structure, Description, Attached Files, Security, and Notification.  

When complete, Click Submit


	

	What is Content?
	The content of every entry includes the Title/Subject and categories. 

The title should specifically identify the content of this one item while the category(s) should reflect the broad topic of the item.  

Viewing by category allows users to view multiple items at the same time regarding the same general topic.  

One way to design the categories is to think of a filing system.  

Each file folder would represent one category.
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Working with your VPO, continued. 
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Figure 5  Content Entry Form
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	Steps for Adding Content
	1. Enter Content Information

2. Type the title or the subject of the entry in the Title/Subject box.  

3. Select an existing category or select multiple categories by holding down the Ctrl button on your keyboard while selecting.   


	

	Add New Category
	1. Users can also create new categories on the fly by typing in the new category name in the Enter New Category box. 

2. To add multiple new categories to be associated with the entry, enter the category name followed by semicolon and space. 

For example: local; world; budget.


	

	Details/Structure - Overview
	The details section of creating new items is different for each type of entry.

For example, to add a new News items, you must have been granted permission.
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Working with your VPO, continued. 
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	Details/Structure - News
	Click the Broadcast box.

Enter an ending date.

Broadcasting will scroll the subject line of the News across the top of the front page of the VPO continually until the end date.
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	Add Structure Priority
	Click the down arrow on the drop down box.

Click on the priority:  Low, Medium, High.

Priorities help users determine the urgency or the importance of the News item.

The “Uploaded by” and “Uploaded on” fields are system generated. Note that your name and today's date are displayed automatically.  These fields are not editable.


	

	Add an Assignment
	When adding a new item to a project, you may want to assign it to a staff member.


Click the Add Names button to assign responsible individual(s).

Follow the instructions on the form that appears.

The selected names will appear in the “Assigned to” field.
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Working with your VPO, continued. 
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Figure 6  VPO Detail

	Functions
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	Adding Details/Structure for Group Calendar
	1. Fill in the event location; i.e., city, building and room.

2. Select the entry type--meeting or event.

3. Select to repeat weekly if this is a recurring item you want displayed.

4. Enter start date.

5. Enter start time (meeting only).

6. Enter duration (meeting time or event days).
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Figure 7  VPO Structure

	Adding Details/Structure for Collaboration / Library
	1. Select the file type from the drop down list.

2. Select the entry status.


	


Working with your VPO, continued. 
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	What is a description?
	The description field explains the purpose of each item added to the VPO.  

Use the description field to: 

· Communicate details about the item,

· Summarize the attached document(s),

· Create a history of why changes were made to a document,

· Request specific responses about an item, etc.  
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Figure 8  VPO Description

	Adding New Item Description 
	Entering a Description

Enter a long description for the entry.

Check “Consider the above HTML” if you have typed in a URL link and wish it to be an active link that users can click on to go directly to a website.
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	What are Attachments?
	Under every section of the VPO you will have the option to attach files.  

When you attach a file to a Project, Work Order Item, Collaborative Document, the Library or anywhere else in the VPO, a copy of that document is being copied to a Domino database. 

The technical term for this is “Uploading the Document”.  


	


Working with your VPO, continued. 
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	Rules for Attachments
	Documents in a database work differently from documents on a shared drive.  

2. Documents posted on the VPO should be of interest to more than just one individual.  

3. You should not use the VPO for all of the documents you use to perform your job, especially if you are the only person who needs to see that document.  The only exception to this rule is if you are on travel and need access to specific files.

4. Most items in the VPO should only contain 0-3 attachments.  

5. If you find the need to add more than 3 attachments to a single item, perhaps it would be better to create a category for the group of documents.  

6. By creating multiple items containing a single attachment with the same category, Users will be able to see the group of documents at once by viewing by category.  

7. Also the author of the documents gains more manageability and control over the permissions and responses of each document.

8. Documents that are a work in progress should be stored under the Collaborative section.

Documents that are for communication only should be stored under the Library section.


	


Working with your VPO, continued. 
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	Adding Attached files
	1. Select the number of files you wish to add from the drop-down menu. This action provides additional boxes for you to add multiple files. 

2. Press the Browse button to select files from the appropriate drive and directory.

3. The File Upload window will appear for the user to select a file to open. The default file type extension is HTML.  The user will need to change it to “All Files *.*” to see file listings other than html documents.

4. Click on the file to attach.

5. Click OK.
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	What is the security section?
	The security section allows authors to control who can read and edit the item that is being created.  

Security options can be set by group of people - Users and Limited Users - or by individuals.

Keep in mind that Managers and some Site Directors can read and possibly edit all documents posted to the VPO.  

They also have the ability to change the security settings that the author selects.  

The default Security options are set so all Users can read the item, all Limited users cannot read the item and only the creator of the item is able to edit the item.


	


Working with your VPO, continued. 
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Figure 9  VPO Security section
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	Adding Security field to new item
	1. Enter document security parameters (Optional) 

2. Click the Add Names button to add individuals who may edit/delete the attached files.

3. Click the Add Names button to add individuals who may read this entry.  You might also add specific Limited Users to this list if you do not want all Limited Users to read the files.

4. De-select the checkbox to deny all Users read access, if applicable. 

5. Select the checkbox to allow Limited Users read access, if appropriate.
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Working with your VPO, continued. 
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	What is notification?
	The Notification section allows the creator of an item to send an email message to specific individuals that a new item has been posted to the VPO.  

The message includes some default text, a place to add your own message and a link to the specific entry.

Note the default is 'Do Not Notify'
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Figure 10  VPO Notification Screen

Working with your VPO, continued. 

	Functions
	Details
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	Send email notification 
	1. Select 'Send Notices' if you wish to activate this feature.

2. Click the  'Add Names' button to create a list of people to receive notification of the new entry. 

3. Optional--enter a message in the message box in place of the words [your message goes here].  Note the default message appears above your comments.

4. If you select 'Send Notices', the system sends automatic email notification to the addressees when you press the Submit button.
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VPO Search function
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	Searching for Items
	There is a Search feature under each section of the VPO.  Use search to locate items containing the words in your search criteria.
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Figure 11  Full Text Search

	Functions
	Details
	Icons

	Searching the VPO
	1. Enter a text string.

2. Click the Search button or press Enter.

3. The system displays all entries and documents containing the selected criteria. 

4. Control the information viewed using the Expand, Collapse, Next, and Previous buttons at the bottom of the View frame.
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VPO Search function, continued. 

	Functions
	Details
	Icons

	To search for a Discussion Topic 
	The VPO Discussion feature has a search function that will allow you to search in several ways:  Text String, Date posted, Exact word matches.

1. Click Search, once you are in the Discussion Topic portion of the VPO. 

2. The system will display the screen for you to enter information about your search.

3. Type the title of the discussion

4. Click Search button.

The results of the search will be listed 
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	Advanced Search Options
	Complete the following fields to be more specific about your Discussion Topic search:

1. Under Advanced Search Options, 
Click the drop down box for selecting the posting dates.

2. Choose a starting point for the search:  ON, AFTER, BEFORE.
(default – Before)

3. Next, enter the date for your search, using the format mm/dd/yy.

4. Click the drop down box for limiting the number of results that will be returned.  Limiting the results will give you a much faster search.

5. Mark the checkboxes that you would like to choose for the Word options: 
- Find exact word matches only 
- Find word variations as defined by thesaurus

6. Next, click the drop down box for sorting your search results: 
- Relevance
- Oldest first by date
- Newest first by date.

7. Once you have the information entered for your search, 
Click Submit.
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Reading items 

You must be the owner of the entry, designated reader, or have the appropriate Role access (User/Manager/Site Director) allowing read access. If you do not have read access to an item, you will not see the entry.

	Functions
	Details
	Icons

	What views are available?
	From the Navigator frame on the left, you have a selection of views to see the current entries.  Each section of the VPO has a different list of views, depending on the section selected.

Items are displayed in the following views:

Author

Category

Date Modified

Priority

Status

Calendar

Title


	

	To read an existing entry
	1. If applicable, expand the appropriate category in the main window to see the individual files.  

2. To expand a category you can click the Expand button at the top of the screen. 

3. You can also use the Previous or Next buttons at the top of the screen to see additional entries.

4. Click on the title of the item you are wishing to read.
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Reading items in the VPO, continued.
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	Reading attached files
	When you open an attached document to read it, you are opening a copy of it.  This function allows multiple people to read the same document at the same time.


1. When you open a document to read it, you will be able to modify it on your own computer, but you will not have permission to save the changes back to the VPO, without being given specific edit rights.

2. To open an attached document, click on the document name.

3. It is your choice whether you choose to Open it or Save it to disk.  

4. If you open it, a copy of the file will be placed in your C:/temp folder.


	


Responding to an Entry

	Functions
	Details
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	About Responding to an Entry


	Within the VPO you may find documents that you would like to add a comment or make changes to, but you may not have the authority to make the changes to that document.  

You can post your comments, notes or other documents as a response to a document posted on the VPO.

Posting a response will allow you to read the attachment and post a copy of the attachment with your changes for others to review.


	


Responding to an Entry, continued.
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	To Respond to an Entry
	1. Locate the document that contains the attachment to which you wish to respond.

2. Click on the document link.
The system will display the document database with its information and attachment(s).
3. Open an item.
4. Click on the Respond button at the top of the screen. 
5. Enter comments and/or attach documents the same way you would if you were creating or editing an item. 

6. Click Submit button. 
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Note: The response is displayed, with a RE: showing the original attachment as a link at the end of the response entry.  (See example below)
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	Respond to a Response:


	You can also respond to a response, making a sub-sub-entry to the original attachment.

1. Select the document to which you would like to respond.

2. Click the Respond button. 

3. Enter comments and/or attach documents the same way you would if you were creating or editing an item. 

4. Click the Submit button.
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Note:  The response-to-response is displayed, with a RE: showing the response attachment as a link at the end of the response entry.  (See example below)
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Editing Items

You must be the owner of the entry, designated editor, or have the appropriate Role access (Manager/Site Director) allowing edit access. If you do not have edit access, the edit button will not be presented.

	Functions
	Details
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	To Edit an Existing Entry


	1. From the Navigator frame on the left, select an appropriate view to see the current entries.  Each section of the VPO has a different list of views, some samples are view by: Author, Category, Date Modified, Priority, Status, Calendar, Title, etc. 

2. Select the entry you want to edit.

3. Press the Edit button at the top of the screen. 

4. Make field changes to entry fields if desired. (Like adding comments to the description field or modifying user access to the document).
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	About Attached Files
	When you edit an attached file, whether you open it or save it to your hard drive, you are saving a copy of the document onto your computer.  

You are NOT working on the original file on the VPO.  

If you make changes to a document, you will want to replace the old document on the VPO with the changes you made on your computer.

For more information, see Updating an attachment.
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Edit items in the VPO, continued.
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	To open an attachment
	From the VPO Entry page:

1. Click on My Sites.

2. Click on the VPO link.

3. Click on Collaborative Docs.

4. Click on view by author or other view.

5. Click on the folder to view the list of documents.

6. Click the link to view the item.

7. Scroll down to the attachments.

8. Double click on the attachment you would like to open.

9. The document is displayed.
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Edit items in the VPO, continued.
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	To Update an attachment 
	You are going to delete the old attachment and replace it with the updated attachment.

From the VPO Entry page:

1. Click on My Sites.

2. Click on the VPO link.

3. Click on Collaborative Docs.

4. Click on view by author or other view.

5. Click on the folder to view the list of documents.

6. Click the link to view the item.

7. Click the Edit button at the top.

8. Scroll down to the attachments.

9. Click the check box next to the attachment you would like to delete.

10. Select the number of files you wish to add from the drop-down menu. This action provides additional boxes for you to add multiple files. 

11. Press the Browse button
to select files from the appropriate drive and directory.

12. The File Upload window will appear for the user to select a file to open. The default file type extension is HTML.  The user will need to change it to “All Files *.*” to see file listings other than html documents.

13. Click the file to attach.

14. Click OK.


	[image: image58.jpg]





	Attachment Link Name
	When you replace an attachment, even if the new document has a different name, the link name in the item will remain the same as the previous link file.
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Figure 12  Collaborative Document

Deleting files

You may delete the entry only if you are the author, designated editor, or have the VPO Role access level for deletions (Manager or Site Director Role). If you do not have edit privileges, the delete button will not be presented.

When deleting a document, the system marks the document in the database with a deleted status, but it is not immediately removed from the database.  Deleted files will be retrievable for 30 days after they are deleted.  After that, they will be moved into an archive database or permanently deleted.
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	To Delete a VPO Document:


	1. Open the file that contains the document you wish to delete.

2. Click Edit to revise the document.

3. Locate delete button for the document, found at both the top and bottom of the page.  Choose either.

4. Click to confirm changes.
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	Functions
	Details
	Icons

	Delete an attached file


	5. Open the document that contains the attachment you wish to delete.

6. Click Edit to revise the document.

7. Scroll down and locate the attachment you would like to delete.

8. Mark the checkbox beside the attachment you wish to delete. 
This will mark the attachment, as one you want to delete.

9. Click Submit to save the changes.
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	Delete an Entry


	You may delete the entry only if you are the author, designated editor, or have the VPO Role access level for deletions (Manager or Site Director Role). If you do not have edit privileges, the delete button will not be presented.

1. Open the item

2. Click the Edit Button 

3. Click the Delete Button

4. Confirm Deletion
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Projects - Applet

Within the VPO is an application that is used to track active projects and assigned work orders.  For example, a work order can be tracked from conception to final completion, maintaining deadlines, re-assignments and weekly reports showing percentages of completion.  Lots of information to keep a project on line and on time.

VPO Site Map (Right Column)

Similar to the items shown here under the SPAWAR logo, the right side of the screen shows the Site Map of the VPO site.  This has the major headings of the site with links to the various sub-headings:  News, Project Management, Document Management and Site Features.

At the bottom is displayed the number of times the site has been accessed.
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Figure 13  VPO Site Map

Screen Description (Left Column)

As you can see, the Projects folder is open, showing the sub-topics:  The links that are shown on the left side are described in the following table.

Project Overview, continued. 

	Functions
	Details
	Icons

	Project
	· Allows you to track work orders, staff assignments on active projects.

· Lists work orders by priorities.

· Displays weekly reports that can be copied for use in Word documents.

· Tracks deleted documents.

· Allows review of resolved and completed work orders.
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	Current Projects
	· Click this link to see the list of currently active projects.  
· You can also see the details of a specific project, showing the tasking that make up the project.
· For more information see the section on Current Projects.

	

	Completed Projects
	· Projects that have been completed are located here. 

· Click this link to see the list of completed projects.  

· You can also see the details of a completed project.


	


	My Assignments
	· Click on this link to see active work orders that have been assigned to you.  

· As the assignee, you will then be able to accept the assignment or re-assign the task to another, listing reasons for transfer.  

· You can access your assignments to edit, update and close, by clicking on this link. 

· If you are also the Project lead, you will see any active projects that are assigned to you as a Project Leader.


	


Project Overview, continued. 

	Functions
	Details
	Icons

	All Assignments
	· This link displays all assignments, listed by assignee, by date, by project.  

· You can choose how you would like the listing displayed.


	

	Work Order (W.O.) Priorities
	· When projects are created, they may have a priority assigned.  

· If it is a High Priority, the projects will be given a numerical ranking by importance. 

· This link displays work orders sorted by various priorities of your choosing.
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	Resolved & Completed W.O.
	· Projects that have been processed, using the Q&A will be listed here.
	

	Weekly Reports
	· Click on this link to obtain a summary of projects, showing Total Open, Total Closed, New, Assigned, Started, Rework, Resolved, Recheck and QA.  

· These are all displayed on a weekly basis.


	

	Deleted Documents
	· Displays projects that have been deleted.  

· If you are not the Site Director, you will not see this category.


	


Projects - Current 
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Figure 14  View of Current Project

	Functions
	Details
	Icons

	New Project 
	If you wish to create a new project, click the New project button, located at the upper left of the screen.  
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	Search 
	Type the characters you wish to find.  Click the Search button.  VPO Project will search this listing for items that match your request.  The search will look in all titles, text and documentation for the information, not just what you see on the screen.


	[image: image69.jpg]Search





	Navigate To:
	This dropdown list shows a list of topics similar to those listed currently on the left side of the screen.  This is just another way to navigate through the VPO Project function.  

1.
Click the down arrow to display the list.  

2.
Make your selection by clicking once on a topic.  

3.
The screen will display the information concerning the selected topic.


	


Using Current Projects, continued.

	Functions
	Details
	Icons

	Previous
	Click this button to see the list of previously displayed projects.  If this is the first screen, the Previous button will not be active, since there are no previous listings.
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	Next
	Click this button to see the additional listing projects.  If the first screen displays all the existing projects, the Next button will not be active, since there are no other listings.


	[image: image71.jpg]




	Expand
	If you wish to view all projects and their associated tasks, click the Expand button.
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	Collapse
	If you wish to view all projects without their associated tasks, click the Collapse button.
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	Top
	When the list of current projects is lengthy, the Top button is a quick way back to the top of the screen.
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	Home
	Another way to return to the main screen of your current VPO selection is to click the Home button. 
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Using Current Projects, continued.

	Functions
	Details
	Icons

	Detail
	The rows under the column headings: Start, Number and Title, contain links to specific projects.


	

	Project Numbering System 
	The letter “P” denoting “Project” is part of the numbering system, used to keep track of the VPO Projects.  

If a project number link begins with the letter “P”, the link will take you to the project, showing any work tasks that may have been created for the project.

Work Orders or Taskings will be numbered using the following:

Four digit year

Two-digit month

A sequential number determined when the work order was created.

The work orders will not have a prefix shown. 


	Example Project #

P200108-15

Example Work Order #

200108-17



	Percentages
	· Notes the estimated portion completed on the project.  

· This figure will be manually entered by the project manager or other authorized person.


	%


Project - Detail
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Figure 15  View of Project Details

	Functions
	Details
	Icons

	Log Number 
	· Located in the upper right corner of the Project screen is the number currently assigned to the project you are viewing. 
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	Edit
	f you wish to edit the project you are viewing, click the Edit button to open the project in the Edit mode, allowing you to make the necessary changes.

Note:  If you don’t have permission to make changes to the project or work order, you will not see the Edit button.
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Project Detail, continued. 
	Functions
	Details
	Icons

	Cancel
	 If you wish to close this window and return to the list of projects, click the Cancel button 
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	Title
	 This is the title of the project you are viewing.
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	Start Date
	 This is the start date of the project.  This date can be changed. 


	

	Due Date
	 This is the current due of the project.  This date can be changed.


	

	Project Leader(s)
	 In this field is a list of the person(s) designated as the Project Leader(s).


	

	% Complete
	 This field shows the percentage of completion for the project.  This figure will be manually entered by the project manager or other authorized person.


	

	Status
	 This is a brief description of the condition of the project:  on target, ahead or behind schedule; needs and concerns may be shown here, as well.


	

	Description
	 A description of the project is shown at this location, stating the goals of the project and any details of a general nature.


	


Detail Project - Work Orders
Within the Detail portion of the VPO Project application, you will find the Work Orders section.  The details of the work orders connected with this Project are shown here.

Column headings:

	Functions
	Details
	Icons

	Request #  
	This is the numbering system used to track the work orders associated with this project.


	

	Title
	This is the name of the tasking or work assignment for this project.


	

	Status
	This is the status of the tasking assignment:  Assigned, Accepted, Re-assigned, Completed, Re-Worked.


	

	Requested Completion
	This is the estimated date for completion of the project.


	

	Assigned To
	This field shows the name(s) to whom the work order has been assigned.


	


Detail Project - Attachments
If any documents have been added to the project, they will be shown at this location.  If you wish to view the attachment(s), click on the attachment link.  The attached document will be displayed.  

NOTE:  

· Attachments can be viewed by clicking on the attachment link.  

· Right click an attachment link to save to your hard drive.

Detail Project - Security Section
This section displays the name of those who have the authority to edit and/or read the information regarding the project.

	Functions
	Details
	Icons

	Who Can Edit
	This is a list of people who can edit the project.

	

	Who Can Read
	This is a list of people who can read/review the project.


	

	Top
	Click this link to take you to the top of this project information screen.
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	Home
	Click this link to take you back to the main screen for this VPO.
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Projects - Deleted 
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Figure 16  View of Deleted Project

When you click on the Deleted Items link, this screen is displayed.  If you are not a Site Directory, you will not see the Deleted Projects option.

	Functions
	Details
	Icons

	Search
	Type the characters you wish to find.  Click the Search button.  VPO Project will search this listing for items that match your request.  The search will look in all titles, text and documentation for the information, not just what you see on the screen.
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	New Project
	If you wish to create a new project, click the New Project button.
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	Navigate To:
	This dropdown list shows a list of topics similar to those listed currently on the left side of the screen.  This is just another way to navigate through the VPO Project function.  

1.
Click the down arrow to display the list.

2.
Make your selection by clicking once on a topic.  

3.
The screen will display the information concerning the selected topic.


	


Project Deleted, continued. 
	Functions
	Details
	Icons

	Previous
	Click this button to see the list of previously displayed projects.  If this it the first screen, the Previous button will not be active, since there are no previous listings.


	[image: image86.jpg]




	Next
	Click this button to see the additional listing projects.  If the first screen displays all the existing projects, the Next button will not be active, since there are no other listings.
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	Expand
	If you wish to view all Deleted Projects and their associated tasks, click the Expand button.
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	Collapse
	If you wish to view all Deleted Projects without their associated tasks, click the Collapse button.
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	Project # Item
	In this section, a list of deleted projects is displayed, by project type.  Each project type folder contains a list of projects.  

To view the details of a specifically deleted project:

1. Click the link to the project you would like to view.

2. The deleted project will be displayed, showing details of when it was deleted and who deleted it.

3. When finished, click cancel to return to the Deleted Projects listing.


	

	Top
	Click this link to take you to the top of this project information screen.
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	Home
	Click this link to take you back to the main screen for this VPO.
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Projects - Work Order Detail 
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Figure 17  View of Work Order

	Functions
	Details
	Icons

	Cancel
	If you wish to close this window and return to the list of projects, click the Cancel button 
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	Submit
	Once you have completed this work order, click the Submit button to attach your work order to the project.  This does not assign the tasking – if you wish, this task may be assigned later.
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	Assign
	Once you have completed this work order, click the Assign button to assign the task to the appropriate person you have designated.  

To assign and attach this work order to the project, click the Assign button only.  

To attach this work order to the project and assign later, click the Submit button only.
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Project W.O. Detail, continued. 
	Functions
	Details
	Icons

	Navigate To:
	This dropdown list shows a list of topics similar to those listed currently on the left side of the screen.  This is just another way to navigate through the VPO Project function.  

1.
Click the down arrow to display the list. 

2.
Make your selection by clicking once on a topic.  

3.
The screen will display the information concerning the selected topic.


	

	Date Task 
	This is the date the task was created/started.  

You can click on the calendar icon; then click on a date, within the calendar.  

This will allow you to enter or change a date.  

You may also type in the date, 
using the mm/dd/yyyy format. 


	

	Priority Level
	In the drop down box, you have a choice of High, Medium or Low to describe the priority set for this work order.  Also, you will have the option of ranking the High priority work orders by number, if you choose. 
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	Priority # 
	This is the field that contains the ranking of High priority work order.  (“1” being the highest.)


	


Project W.O. Detail, continued. 

	Functions
	Details
	Icons

	Category 
	In the drop down box, you may choose from a selection.  The project manager or other designated person may change the list of category in the selections. 
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	Status 
	The system supplies the status of “NEW”, until the work order is accepted by the assignee.


	

	Initialized by
	This is the name of the person creating the work order. 


	

	Requested Completion Date
	This will allow you to enter/change the date of the work order completion deadline.  You may type in the date, using the mm/dd/yyyy format. Or, you may enter the date, using the Calendar icon.  First, click on the calendar icon; then click on a date, within the calendar.  


	

	Show on VPO Calendar?  
	( )Yes ( )No – If you would like to have the Due Date of this work order shown in the group calendar, click Yes.  If you click NO, the work order will not be shown.


	

	Requested by
	If you wish to add name(s) to this field, click on the Add Names button.  


	

	Add names 
	Click this button to add names to the Requested by name field, just to the left of the button.
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Project W.O. Detail, continued. 

	Functions
	Details
	Icons

	Description Section
	This part of the work order displays the fields showing the descriptive work order details, explaining what is to be accomplished, with this tasking.  


	

	Project
	This is the link to the project, showing the detailed description of the project, to which this work order is being attached.  You may click on this link to review the project details. 


	

	Title
	In the text box, type the title of the work order.  The work order title will be listed with all the other work orders for this project.  Therefore, a descriptive title is very helpful in locating specific tasks.


	

	Request Description
	In the text box type a detailed description of the work order.  This description will be emailed to the requestor when the work order is resolved.


	


Projects - WO Assignments
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Figure 18  Work Order Assignments

Assignment Section

	Functions
	Details
	Icons

	Task Assigned to
	 To add name(s) to the Task Assigned to field, click the Add Names button.


	

	Add Names
	Click this button to add names to the Task Assigned To: field, just to the left of the button.
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	Assignment Reason 
	Enter the details for the assignment. 

Filling in the assignment reason when reassigning will append it to the history of the work order.  

This is not a required field.
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Figure 19  Resolution Section

Project W.O. Assignments, continued. 

Resolution Section

	Functions
	Details
	Icons

	Date Task Accepted
	Once the work order is accepted, the system supplies the date for this field.


	

	LOE Hours
	Enter the number of hours that were used to complete the assigned work order – the Level of Effort.  


	

	Date Task Complete
	This field is also system generated, once the task has been marked as completed. 


	

	Request Response 
	Enter the activity details for the work order.  When a work order is completed, these responses will be emailed to the requestor, showing the work order resolved. 


	


Projects - New Work Orders
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Figure 20  New Work Order

	Functions
	Details
	Icons

	To add a task to a specific project


	1. Open your VPO

2. Click on the Project folder in the left column.

3. Select Current Project Folder

4. Select a specific Project from the list.

5. Scroll down to the Work Orders section.

6. Click the New Work Orders button.

7. Complete the Work Order form.

8. Click Assign to submit and assign the new work order.

If you would like to assign work order later, click Submit.
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Projects - Work Order Attachments
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Figure 21  Work Order Attachments

Many times you would like to include document(s) that will assist staff members with the project and/or completing work assignments.  Attaching the document(s) to the project or work order is an efficient way of handling the task.

You can attach the documents at two levels: 

· Project

· Work Order

If you have a specific project open and choose the attachments function, you will attach the documents to the Project.

If you have a specific project open and open a Work Order and then choose the attachments function, you will attach the documents to that Work Order.

Projects – W.O. Attachments

	Functions
	Details
	Icons

	To attach a document to a Project


	1. With the VPO open, click on the Current Project link on the left side of the main VPO screen.

2. Click on the link for the selected project.

3. Scroll down to the Attachment Section.

4. Click the drop down box to specify the number of documents you would like to attach.  


You may attach up to 10 documents each time.  There is no maximum of the number of documents that may be attached.  

5. Click the Browse button to locate the document(s).  A dialog box opens to allow you to select the document you would like to attach. 

6. Click OK in the dialog box.  

7. Scroll down and click Submit.
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Projects – W.O. Attachments

	Functions
	Details
	Icons
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Projects - Work Order QA Result
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Figure 22  Q & A Results Screen

	Functions
	Details
	Icons

	Date QA Performed
	The date that is shown in this field can be changed.  


	

	QA Results
	Information concerning the completed Work Order, such as the quality of results and performance.


	


Projects – W.O. Security

The security section allows authors to control who can read and edit the item that is being created.  Security options can be set by group of people - Users and Limited Users - or by individuals.  Keep in mind that Managers and some Site Directors can read and possibly edit all documents posted to the VPO.  They also have the ability to change the security settings that the author selects.  
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Figure 23  Work Order Security view

	Functions
	Details
	Icons

	Who can edit 


	In this field you specify who can make changes to your document.  

· Click the Add Names button to add names to who can edit your document.
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Projects – W.O. Security

	Functions
	Details
	Icons

	Add Names 


	This is the button used to add names of users.  Such as, who can edit or who can read a document.

1. Click the Add Names button.

2. Click Find Name.

3. Enter the Last Name of the user.  

4. Highlight the name in the Available Users field. 

5. Click Add User button. Name will appear in the Selected Users field.

6. For more than one user, continue the steps 2-5.

7. Click OK to complete the Add Names process.
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Figure 24  Add Names View
Projects – W.O. Security

	Functions
	Details
	Icons

	Who can read 


	Similar to the process for adding names shown above in the “Who can edit” process.

1. Click the Add Names button.

2. Click Find Name.

3. Enter the Last Name of the user.  

4. Highlight the name in the Available Users field. 

5. Click Add User button. Name will appear in the Selected Users field.

6. For more than one user, continue the steps 2-5.

7. Click OK to complete the Add Names process.


	[image: image114.jpg]




[image: image115.png]Find Name





[image: image116.png]




	Allow all those with User access to read
	Click this checkbox to allow all users that have the role of USER to view this document.
	

	Allow all those with Limited access to read
	Click this checkbox to allow all users that have the role of Limited User to view this document.
	


Projects – Priorities

To view the list of work orders (Projects are excluded), click on Work Order Priorities.
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Figure 25  WO Priority Screen

	Functions
	Details
	Icons

	Sort
	The listing is sorted by priority (HIGH, MEDIUM, LOW), with high numbered priority listed first.

· Click on the “black” triangle.  It will turn “Blue”.

· Click on the triangle to return to previous sort.
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	Search
	· Type the characters you wish to find.  

· Click the Search button.  

VPO Project will search this listing for items that match your request.  The search will look in all titles, text and documentation for the information, not just what you see on the screen.
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	New Project
	If you wish to create a new project, click the New Project button, located in the upper left portion of the screen.
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Projects – W.O. Priorities
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Figure 26  Navigate To field
	Functions
	Details
	Icons

	Navigate To:
	This dropdown list shows a list of topics similar to those listed currently on the left side of the screen.  This is just another way to navigate through the VPO Project function.  

1.  Click the down arrow to display the list.

2.  Click once on a topic to make your selection.

3.  The screen will display the information concerning the selected topic.


	

	Previous
	Click this button to see the list of previously displayed projects.  If this it the first screen, the Previous button will not be active, since there are no previous listings.
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	Next
	Click this button to see the additional listing projects.  If the first screen displays all the existing projects, the Next button will not be active, since there are no other listings.
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Projects – W.O. Priority

Column Headings

	Functions
	Details
	Icons

	Custom Sort
	The priority listing is sorted by the high, medium, low priority given to the work order by the requestor.  Should you wish to sort by one of the other column headings, click on the small triangle to the right of the column heading.  You will notice the triangle turns “Blue”.  To return to the original sort, click the “Blue” triangle again.


	

	Priority
	This is the importance given to this work order.  These are a selection of high, medium, low designations given by the requestor for the priority of the work order.

NOTE:  If an item has a high priority, it will also be given a number, ranking it with all other high priority items.


	

	Date
	This is the date the work order was accepted.


	

	# 
	This is the numbering system used to track the work orders associated with this project.  This is the same as the Request #, seen on previous screens.


	


Projects – W.O. Priority

	Functions
	Details
	Icons

	Requestor
	This is the name of the person who initiated the work order.


	

	Title
	This is the title of the project you are viewing.  This title was given to the project or work order by the originator, when the project or work order was created.


	

	Status
	This is a brief description of the condition of the project :  

· On target, 

· Ahead or behind schedule

Any needs and/or concerns may be shown here, as well.


	

	Assigned To
	This field shows the name(s) to whom the work order has been assigned.

The assignee may then re-assign this work order to another, giving the reason for the re-assignment.  All this information is kept in the history of the project, which can be viewed by everyone.


	


Projects - Weekly Report

The VPO Project report is automatically system generated every Friday, after 4 pm, displaying information for the projects.


Figure 27  View of Weekly Report

When you click Weekly Reports, a summary of the weekly project activity is displayed.
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Figure 28  Weekly Report Details

Project – Weekly Reports, continued.

	Functions
	Details
	Icons

	Search
	Type the characters you wish to find.  Click the Search button.  VPO Project will search this listing for items that match your request.  The search will look in all titles, text and documentation for the information, not just what you see on the screen.
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	New Project
	If you wish to crate a new project, click the New Project button, located in the upper left portion of the screen.
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	Navigate To:
	This dropdown list shows a list of topics similar to those listed currently on the left side of the screen.  This is just another way to navigate through the VPO Project function.

1.  Click the down arrow to display the list.

2.  Make your selection by clicking once on a topic.

3.  The screen will display the information concerning the selected topic.
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Project – Weekly Reports, continued.

	Functions
	Details
	Icons

	Previous
	Click this button to see the list of previously displayed projects.  If this is the first screen, the Previous button will not be active, since there are no previous listings.
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	Next
	Click this button to see the additional listing projects.  If the first screen displays all the existing projects, the Next button will not be active, since there are no other listings.
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	Week Ending
	The column lists the dates of the weekly reports that were generated.

The next series of columns show totals for the various categories:

Total Open

Total Closed

New

Assigned

Started

Rework

Resolved

Recheck 

QA’d
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	View a Report
	To view a weekly report, click on a specific week that you would like to view.  The report is displayed in categories:

Resolved

QA

Open

A small summary of the weekly activities is displayed at the bottom of the report.


	


Project – Weekly Reports, continued.

	Functions
	Details
	Icons

	To use the Weekly Report information in another application.


	1. Using Internet Explorer, open your VPO.

2. Click on Projects, then click Weekly Reports.

3. Click on the date link for a specific weekly report.  The report is displayed.

4. Scroll down to the portion you would like to use in a Word or Excel document.

5. Select the desired text by dragging the mouse over the text to highlight.

6. With the text highlighted, press the CTRL+C to copy the information into the memory of your computer.

7. Open your application (Word or Excel).

8. Place your insertion point where you would like to have the copied text.

9. Press CTRL+V to paste the selected text.

The information from the Weekly Project Reports is now in your document.  

Note:  you must use Internet Explorer to maintain the formatting when copying the text from the VPO to your application.


	


Projects - Resolve & Completed
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Figure 29  View of Completed WO

To view the list of work order (no projects), click on Resolved & Completed W.O..

	Functions
	Details
	Icons

	Search
	Type the characters you wish to find.  Click the Search button.  VPO Project will search this listing for items that match your request.  

The search will look in all titles, text and documentation for the information, not just what you see on the screen.


	[image: image131.jpg]Search





	New Project
	If you wish to create a new project, click the New Project button, located in the upper left portion of the screen.
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	Navigate To:
	This dropdown list shows a list of topics similar to those listed currently on the left side of the screen.  

This is just another way to navigate through the VPO Project function.  

1.  Click the down arrow to display the list.

2.  Make your selection by clicking once on a topic. 

3.  The screen will display the information 

     concerning the selected topic.


	


Project – Resolved & Completed W.O., continued.

	Functions
	Details
	Icons


	Previous
	Click this button to see the list of previously displayed projects.  If this it the first screen, the Previous button will not be active, since there are no previous listings.
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	Next
	Click this button to see the additional listing projects.  If the first screen displays all the existing projects, the Next button will not be active, since there are no other listings.
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	Expand
	If you wish to view all projects and their associated tasks, click the Expand button.
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	Collapse
	If you wish to view all projects without their associated tasks, click the Collapse button.
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	Custom Sort
	The Resolved listing is sorted by the date the project was resolved.  Should you wish to sort by one of the other column headings, click on the small triangle to the right of the heading.  You will notice the triangle turns “Blue”.  

Note:  By choosing a custom sort, the monthly closings folders disappear.  To return to the original sort, click the “Blue” triangle again.


	

	Resolved
	The projects listed as being resolved and completed will be shown in this information.  The resolved projects are sorted by the month they were resolved and completed.  The number in the parentheses is the total number of resolved projects for the month.


	


Project – Resolved & Completed W.O., continued.

	Functions
	Details
	Icons

	#
	This is the numbering system used to track the work orders associated with this project.  This is the same as the Request #, seen on previous screens.


	

	Requestor
	This is the name of the person who initiated the work order.


	

	Title
	This is the title of the project you are viewing.


	

	Status
	This is a brief description of the condition of the project:  on target, ahead or behind schedule; needs and concerns may be shown here, as well.


	

	Assigned To
	This field shows the name(s) to whom the work order has been assigned.


	

	Category
	This is the designation assigned to the work order when it was created.  


	

	Top
	When the list of current projects is lengthy, the Top button is a quick way back to the top of the screen.
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	Home
	Another way to return to the main screen of your current VPO selection is to click the Home button.
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Projects - Quality Assurance
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Figure 30  Quailty Assurance Screen

	Functions
	Details
	Icons

	Date QA Performed
	The date that is shown in this field can be changed.  


	

	QA Results
	Information concerning the completed Work Order, such as the quality of results and performance.


	


Projects - All Assignments
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Figure 31  VPO All Assignments

	Functions
	Details
	Icons

	New Project
	If you wish to create a new project, click the New project button, located at the upper left of the screen.  
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	Search
	Type the characters you wish to find.  Click the Search button.  VPO Project will search this listing for items that match your request.  The search will look in all titles, text and documentation for the information, not just what you see on the screen.
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Project – All Assignments, continued.

	Functions
	Details
	Icons

	Navigate To:
	This dropdown list shows a list of topics similar to those listed currently on the left side of the screen.  This is just another way to navigate through the VPO Project function.  

1.  Click the down arrow to display the list.  
2.  Make your selection by clicking once on a topic.  
3.  The screen will display the information concerning the selected topic.


	

	Previous
	Click this button to see the list of previously displayed projects.  If this is the first screen, the Previous button will not be active, since there are no previous listings.
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	Next
	Click this button to see the additional listing projects.  If the first screen displays all the existing projects, the Next button will not be active, since there are no other listings.
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	Expand
	If you wish to view all projects and their associated tasks, click the Expand button.
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	Collapse
	If you wish to view all projects without their associated tasks, click the Collapse button.
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Project – All Assignments, continued.

	Functions
	Details
	Icons

	Assigned To
	This field shows the name(s) to whom the work order has been assigned. 


	

	Priority
	This is the importance given to this work order.  The selection is high, medium, or low priority, which is given to the work order by the requestor.


	

	Date
	This is the date the work order was accepted.
	

	# 
	This is the numbering system used to track the work orders associated with this project.  This is the same as the Request #, seen on previous screens.


	

	Requestor
	This is the name of the person who initiated the work order.


	

	Title
	This is the title of the project you are viewing.


	

	Status
	This is a brief description of the condition of the project:  on target, ahead or behind schedule; needs and concerns may be shown here, as well. 


	

	Category
	In the drop down box, you may choose from a selection.  The project manager or other designated person may change the list of category in the selections. 


	

	Top
	When the list of current projects is lengthy, the Top button is a quick way back to the top of the screen.
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	Home
	Another way to return to the main screen of your current VPO selection is to click the Home button. 
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Projects - Email Notification 

The VPO System will automatically send email notifications when you register for a VPO site.
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Figure 32  Email Notification View

Projects - Email Notification, continued.

In the example above, Susan Koch has registered for the NGDS VPO site.  Her request is automatically emailed to the Site Registrar, who then processes her request.
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Figure 33  View of Email Message

Susan has also requested access to another site:  PMW152.  Susan’s request has been verified by the Site Registrar and the system automatically sends Susan an email notification that she has been approved for this site as well.

PMW 152 site has three other sub-sites that Susan would like to have access.  She clicks on one of the sub-sites and receives this message:
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Figure 34  Warning Message

For access to the other PMW 152 sites, Susan must contact the registrar directly.  

Managing a Group Lists 

If you have several users that you email on a regular basis, creating a Group List may speed your process.  The following are steps for managing a Group List.

	Functions
	Details
	Icons

	View existing Group Lists?
	1. Open a VPO site.  Click on My Sites.
2. Choose the VPO site in which you would like to create a group list. 

3. Click Tools.
4. Click Manage Group Lists.  A list of existing groups are displayed.

5. Click on the ling for the group you would like to view.


	

	Create a group list?
	6. Open a VPO site.  Click on My Sites.
7. Choose the VPO site in which you would like to create a group list. 

8. Click Tools.
9. Click Manage Group Lists.  

10. Click Add New Group button.  VPO displays a form for you to complete.

11. Click Submit.


	Add new Group button here

Submit button here.

	Edit a group list?
	1. Open a VPO site.  Click on My Sites.
2. Choose your VPO site.

3. Click Tools.
4. Click Manage Group Lists.  The VPO displays a listing of all the current group lists, both public and private.  

5. Click the name of the list you would like to edit. VPO displays the information on the selected group list.  

6. Click Edit.  Make changes to the group list.

12. Click Submit.


	Edit button here

Submit button here.

	Delete a group list?
	1. Open a VPO site.  Click on My Sites.
2. Choose your VPO site.

3. Click Tools.
4. Click Manage Group Lists.  The VPO displays a listing of all the current group lists, both public and private.  

5. Click the name of the list you would like to delete. VPO displays the information on the selected group list.  

6. Click Delete button.

7. “Are you sure you want to permanently delete this user list?”  Click OK

	Add Delete Button here


Project – Group Calendar
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Figure 35  Group Calendar

	Functions
	Details
	Icons

	View a VPO Calendar
	1. Open a VPO site.  Click on My Sites.
2. Choose the VPO site in which you would like to view the calendar of events. The VPO Entry Page appears.

3. Click Calendar.  

The VPO dispalys a calendar that is used by everyone in the selected VPO.  These VPO calendars are not for personal use.


	

	Add new event
	1. Open a VPO site.  Click on My Sites.
2. Choose the VPO site in which you would like to add an events. The VPO Entry Page appears.

3. Click Calendar  

4. Click New Event  

5. Click Submit.  The event will be displayed on the 


	


Viewing a VPO Calendar, continued.

	Functions
	Details
	Icons

	Edit Calendar
	1. Open a VPO site.  Click on My Sites.
2. Choose the VPO site in which you would like to edit an events. The VPO Entry Page appears.

3. Click Calendar.

4. Locate event to edit.  Click Event Link. The VPO displays a form for you to view.

5. Click Edit.  Make corrections or changes.

6. Click Submit. 


	

	Delete Calendar event
	1. Open a VPO site.  Click on My Sites.
2. Choose the VPO site in which you would like to delete an events. The VPO Entry Page appears.

3. Click Calendar.

4. Locate event to edit.  Click Event Link. The VPO displays a form for you to view.

5. Click Edit. 

6. Click Delete.

7. “Are you sure you want to delete the event?”  
Click OK.  Event is deleted from the calendar. 


	

	View Deleted Documents.
	1. Open a VPO site.  Click on My Sites. 

2. Choose the VPO site in which you would like to view a deleted event(s). The VPO Entry Page appears.

3. Click Calendar.

4. Click Deleted Documents.  The VPO displays a listing of deleted documents, sorted by type.

5. Locate the event or document and click on its link.

6. Document is displayed with the date, time and name of the person deleting the item.


	


Project – Work Order Re-Assignment

	Functions
	Details
	Icons

	
	
	

	
	
	

	
	
	

	
	
	


Projects - New 

	Functions
	Details
	Icons
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VPO Calendar

	Functions
	Details
	Icons

	Viewing the Calendar


	Users can view upcoming meetings and events in a calendar view or in lists by Meetings or Events.  

When viewing the calendar, there are several options to choose from:  Select Go-To-Today, Two-Day, One-Week, Two-Week, or the One-Month View.  

Note the default is a Two-Week View.  

Also, there is a small calendar icon that when selected will display the entire calendar year.  

The next and previous buttons will scroll all calendar views through time.


	


[image: image154.png]@ o To Today ' Two Days = one Week LU Two Weeks

“ Brevious Mesting/Event Calendar

September 1009 September 1009




Figure 36  Selecting Calendar Views

Discussion - Applet

The VPO Discussion section is to allow the tracking of a discussion by topic, among the members of the VPO.  Members may post questions and discussion topics, where others may add their comments (or threads).  This allows everyone to read the discussion, included in the remarks, observations, statements, commentary, and notes of the other members.
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Figure 37  VPO Discussion Entry Page

Figure 38  Adding a New Topic


	Functions
	Details
	Icons

	Add New topics
	When you click on New Topic under the VPO Discussion section, the following fields are shown in the Discussion form, title Topic Definition.
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	Functions
	Details
	Icons

	Topic Title Field
	If you would like to create a NEW Topic, type the name in the Topic Title box.


	

	Add a New Thread to an existing discussion topic
	1. Select a topic area from the lower left frame. 

2. Once a topic area is selected, the discussion thread will appear in the upper right frame.

3. Topic area definitions and postings will appear in the lower right frame. 

4. You may click and drag frame borders to resize particular frames.


	

	Topic Description Field
	Enter a description regarding the topic.
	

	Consider the above HTML Field
	If this field has HTML coding, place a checkmark in this field.
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	Posting Information Field
	Displays the name of the person posting the information and the date on which it was posted.


	

	Topic Default Settings Field
	The default is 30 days.  In this area you set how long a topic will allow new postings.
	


	Functions
	Details
	Icons

	Topic Restrictions Field
	In this section you can specify which members of your VPO can create threads within this topic


	

	To add names to the Topic Restrictions
	1. Click the add names button for the create threads within this topic and the default participants for discussions.

2. Then, follow the directions shown.

3. Mark the checkboxes, if you want to allow: 

· All those with User access to Post Responses 

· All those with Limited access to Post Responses.


4. Submit - When you click on the Submit button, the system notifies you that the topic has been posted.  You will then see the text you typed in the Title field appear on the left hand side under the Topics available for discussion. 
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	About a New Threads
	Once you have created your discussion topic, you will want to add discussion threads.  These are the various responses, notes, text, and opinions regarding the discussion topic, you have created.


	

	To add a New Thread to a Discussion Topic
	1. Click New Topic in the left hand window.

2. Under Topics, located in the lower left hand window, click the topic to which you would like to post a new thread.

Note:  The screen now has changed from adding a new discussion topic to adding a new discussion thread.


	


	Functions
	Details
	Icons

	About Topic Definition
	You have two choices: 

Edit 

New Thread 
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	Edit Field
	Edit will allow you to change and edit the existing Discussion Topic, adding additional descriptive text that may have been missing from the original topic posting.


	

	New Thread
	This will allow you to add your comments to the existing discussion Topic.  

It will be shown under the selected Discussion Topic, with your name and date posted.


	

	To create a New Thread
	1. Click New Thread
2. In Thread Title field, type the title of your note or comments for the discussion topic.

3. In the Thread Description field, type the information about your note or comment.

4. In the “Consider the above HTML” check box field, place an X, if you have entered HTML coding in the Thread Description field.

5. Complete the Topic Setting and Topic Restrictions fields, adding names as needed.
(See New Topic for detailed description of entry)

6. Click Submit to complete your entry.
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Figure 39  Archived Topics
	Functions
	Details
	Icons

	Archived discussion Topics
	When you select this site within the VPO Discussion feature, you see a listing of all discussion topics that have been archived.  Discussion topics are automatically archived when the date that was set in the field Topic Settings is reached.


	

	Archived Topic Settings
	Under the Topic Settings field, you have the following choices:

Indefinite

7 Days

14 Days

21 Days

30 Days

60 Days

90 Days

180 days

When the number of days from the date created is reached, the Discussion Topic is moved to the Archived Topic list.  You must be the creator of the Discussion Topic or the manager/editor to re-activate the discussion topic.


	


	Functions
	Details
	Icons

	To activate an archived document
	1. Open the archived document.

2. Click on Edit
3. Change the Topic Setting field to the appropriate number of days.

4. Click Submit.
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	Functions
	Details
	Icons

	Deleted Discussion Documents
	To keep the discussion area current and cleared of unnecessary discussion topic, it is a good practice to delete unneeded information.  

Usually these old discussion topic are located in the archived topic section of the Discussion topics.

You must be the creator of the Discussion Topic or the manager/editor to re-activate the discussion topic.


	

	To delete existing Thread
	1. Follow the steps to edit an existing Discussion Thread.

2. Click Delete

3. Confirm the deletion.


	

	To delete an archived document
	1. Open the archived document topic.

2. Click on Edit.

3. Locate and click the delete button, under the Edit function.

4. Deleting the original topic will delete all subordinate topic threads.

5. Click OK to confirm the deletion.
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	Discussion Search
	· See the Table of Contents, under Search – Discussion Topics.
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Web Email

Web Mail links to an abbreviated version of Outlook where you may read/edit/delete your mail and send messages.  Note: the VPO programmers do not support this product.

	Functions
	Details
	Icons

	Web Mail
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	Web mail Log In
	1. Type your Novel UserID (this may be different from your VPO UserID) in the login box.

2. Press enter.

3. Type your UserID again and your password for the NT network.  This will open your email editor.
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	New Site Certificate
	The first time you use this system to open your mail from each computer you use, you will need to accept the New Site Certificate.  

This certificate is a security precaution.  

Click Next through all of the screens, selecting “Accept this certificate forever (until it expires)” 

Click Finish at the end of the certificate screens.
	


VPO Help

	Functions
	Details
	Icons

	About VPO
	This link will allow you to view the page giving information about the current VPO version and when it was last released.

This version of the Virtual Program Office is planned to be released in October, 2001 and is version 3.0.
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	VPO Suggestions
	This link to the VPO Suggestion database that will let you view the VPO Suggestions you have submitted, or view a list of all suggestions submitted from other VPO members.  You can learn more about your VPO by viewing the topics provided.


	

	Add VPO Suggestion
	Send a suggestion for improvement to the VPO programmers. 

Upload one or more files, if desired.
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Figure 40  View of VPO Suggestion Screen

	Functions
	Details
	Icons

	Launch VPO Help
	This link will take you to the VPO Help database.  Here you will be given assistance in answering your questions concerning the VPO.  Some of the major topic are:

· Getting Started

· Using the VPO

· VPO Sections 


	


VPO Tools

	Functions
	Details
	Icons

	Tools - Change Password
	1. Be sure your UserID is selected.

2. Enter password.

3. Confirm password.

4. Submit change.
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Figure 41  Change Passwords

A note about passwords: The VPO Registrar cannot retrieve your password if you forget it.  They can, however, assign you a new password.  Since they will then have knowledge of your password, you should change it again using the help feature inside the VPO.  You should only have to do this once, even if you have access to multiple VPO sites, because your user name and password should be the same for all of the sites.  Please note the new guidance for passwords:  your VPO password should be a minimum of six characters and contain at least one special character, one number, and one upper case letter.

	Functions
	Details
	Icons

	Tools - Register for Another Site
	1. When you click this link you will be presented with a list of site names.  Most sites also list the POC for the Registrar.  

2. To request permission to view a specific site, click the Site Name (example, 08) 

3. Complete all of the information requested on the form 

4. Press submit.
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Figure 42  Site registration

	Functions
	Details
	Icons

	
	5. Your request will automatically be sent to the Site Administrator.  You will be notified via email whether your request was approved or not.


	

	Tools - Site Configuration


	The instructions given in this document are meant to be an overview of the Site Configuration feature.  Should you need additional assistance, please contact your VPO Administrator for more detailed directions, concerning your VPO Site Configuration.

Not everyone will be able to access the Site Configuration feature.  Access is controlled by the permission role assigned during the registration process.  The roles that include the Site Configuration feature are Site Director, Manager, and Registrar.  If you don’t see the Site Configuration feature as one of the selections available on the VPO, you do not have rights to this feature.

If you feel that this should have been including in your permission role, contact your VPO administrator.
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VPO Advanced Configuration

All changes to the VPO web pages must be reviewed for approval for public viewing.

	Functions
	Details
	Icons

	To request approval of your VPO page changes
	1. Make changes to your VPO Page.

2. Click Add new Public Pages.

3. In the Title field, type the name of your page.

4. In the Status field, select one:  Draft or Submit for Review.

5. In the Comments field, type the description of the New Public Page.
If there has been any history, the dates and file links will be displayed below the Comments field.

6. In the Page Startup File field, type the location of your home or starting page file name.  (i.e., http://vpo.spawar.navy.mil/pd-16/pmw-164/webpages.nsf/all/buttons/$file/)
7. Add attached files, if any.

8. Click Submit
The VPO Administrator and other authorities will review these changes and notify you of the results.


	


VPO Main Page Configuration
Once you click on the VPO Main Page, under Site Configuration, the system displays the form for you to complete.  The following are descriptions of the Main Page configuration fields and how to use them.

	Functions
	Details
	Icons

	VPO Parameters
	This is the first section you will need to complete.  Note the order of precedence for areas with multiple options is HTML, Graphics, then Text.


	

	VPO Banner area
	Following the same procedures as shown below to view the approved files for the disclaimers, images and other files associated with your VPO page.


	

	Banner Background Filename
	This field contains the name of the graphic that is shown in the background of the Main banner page.  Your graphic file and any others need to be uploaded to the folder where your files for your VPO site will be maintained.
	


	Functions
	Details
	Icons

	Banner HTML Options
	This is the field that is marked to indicate that you want to use the information in the Banner HTML field.
	

	Banner HTML
	If you have HTML coding that you want to use, copy the HTML code and paste it in this field. (Used with Banner HTML Option)


	

	Banner Title Filename
	If you have a graphic for the Banner Title, list the name for that file here.

If you have both, a filename and text in these two fields (Banner Title Text, Banner Title Filename), the Title Filename field will overrule the Title Text field.


	

	Banner Title Text
	Type the text for the title in this field.
	

	Logo Section
	The following section specifies the graphic for the logo area top left under the VPO Banner area.


	

	Organization Logo Filename
	Enter the name of the graphic you are using for your logo.  Don’t forget to upload the file to your VPO Web page storage folder.
	

	Main Page Configuration Section
	The following section control the configuration of the VPO Main Page area
	


	Functions
	Details
	Icons

	Main Page Title Filename
	Enter the name of the file you are using for your main page title.  Don’t forget to upload the file to your VPO Web page storage folder.

Note:  If you have both, a filename and text in these two fields (Title Filename, Title Text), the Title Filename field will overrule the Title Text field.


	

	Main Page Title Text
	Type the text for the title in this field.
	

	Main VPO Page Content
	You are given several choices for the view of the right side of your Main VPO Page:  Standard Icons, Enhanced Icons, Blank Page, and Html Code.  Notice these are radio buttons, which means you must choose one.  

To view the various choices:

1. Click on a radio button for a choice.

2. Click Submit

3. Click Refresh at the top of your browser.

4. Repeat the process, until you find one that suits your needs.


	

	Hide News Scroller
	Below the list is a checkbox for you to choose Hide or unhide News Scroller.  If a checkmark is in the box, the News banner that scrolls across the top of your VPO Main Page will not appear.
	

	Main Page HTML
	If you plan to provide your own HTML coding for the right hand side of your VPO Main page, be sure to also choose the HTML code in the previous field: Main VPO Page Content. (Used with HTML content choice)
	

	SUBMIT
	After you have made all your choices, click SUBMIT and the system processes your request.  You may want to click the Refresh button at the top of your browser as you go, to review your progress.
	


News Page Configuration

Once you click on the News Page, under Site Configuration, the system displays the form for you to complete.  The following are descriptions of the News Page configuration fields.

	Functions
	Details
	Icons

	Container Parameters Section
	The following section control the configuration of the VPO News Banner content.
	

	Document Title
	(Mandatory) enter the name of the news bulletin.
	

	Document Parameters Section
	The following section control the configuration of the posted documents on the VPO News Banner.
	

	Default Document Categories
	(Mandatory) Enter the News categories, separating each entry with a semicolon.
	

	SUBMIT
	After you have made all your choices, click SUBMIT and the system processes your request.  You may want to click the Refresh button at the top of your browser as you go, to review your progress.


	


Calendar Page Configuration

Once you click on the Calendar Page, under Site Configuration, the system displays the form for you to complete.  This calendar is for sharing activities that are of mutual interest to other members of the VPO group.  The following are descriptions of the Calendar Page configuration fields.

	Functions
	Details
	Icons

	Calendar Parameters Section
	The following section control the configuration of the VPO Calendar.  
	

	Calendar Document Title
	(Mandatory) enter the title of the Calendar Document.
	

	Container Parameters Section
	The following section control the configuration of the container that holds the documents for the VPO Calendar.  


	

	Default Document Categories
	(Mandatory) Enter the calendar categories, separating each entry with a semicolon.
	

	SUBMIT
	After you have made all your choices, click SUBMIT and the system processes your request.  You may want to click the Refresh button at the top of your browser as you go, to review your progress.
	


Collaboration Page Configuration

Once you click on the Collaboration Page, under Site Configuration, the system displays the form for you to complete.  The following are descriptions of the Collaboration Page configuration fields.

	Functions
	Details
	Icons

	Library Parameters Section
	The following section control the configuration of the VPO Collaboration page.  
	

	Library Title
	(Mandatory) Enter the title of the Library for the Collaboration page.


	

	Collaboration Parameters Section
	The following section control the configuration of the VPO Collaboration page.  
	

	Collaboration Title
	(Mandatory) Enter the title for the Collaboration page.
	

	Container Parameters Section
	The following section control the configuration of the container that holds the documents for the VPO Collaboration page.  


	

	Default Document Categories
	(Mandatory) Enter the Collaboration categories, separating each entry with a semicolon.
	

	Default Document Types
	(Mandatory) Enter the Collaboration types, separating each entry with a semicolon.
	

	SUBMIT
	After you have made all your choices, click SUBMIT and the system processes your request.  You may want to click the Refresh button at the top of your browser as you go, to review your progress.
	


Library Page Configuration

Once you click on the Library Page, under Site Configuration, the system displays the form for you to complete.  The following are descriptions of the Library Page configuration fields.

	Functions
	Details
	Icons

	Library Parameters Section
	The following section control the configuration of the VPO library page.  
	

	Library Title
	(Mandatory) Enter the title of the Library page.
	

	Collaboration Parameters Section
	The following section control the configuration of the VPO library page.  
	

	Collaboration Title
	(Mandatory) Enter the title for the library page.
	

	Container Parameters Section
	the following section control the configuration of the container that holds the documents for the VPO library page
	

	Default Document Categories
	(Mandatory) Enter the library categories, separating each entry with a semicolon
	

	Default Document Types
	(Mandatory) Enter the library types, separating each entry with a semicolon.
	

	SUBMIT
	After you have made all your choices, click SUBMIT and the system processes your request.  You may want to click the Refresh button at the top of your browser as you go, to review your progress.


	


Public Pages Configuration

Once you click on the Public Page, under Site Configuration, the system displays the form for you to complete.  The following are descriptions of the Public Page configuration fields.

	Functions
	Details
	Icons

	VPO Public/Private Pages Parameters Section
	The following section control the configuration of the VPO Public and private pages
	

	Organization Name
	(Mandatory) Enter the name of your organization.  Remember to make it as clear as possible, since some people that visit your site may not be familiar with some of the acronyms.  Don’t abbreviate.


	

	SUBMIT
	After you have made all your choices, click SUBMIT and the system processes your request.  You may want to click the Refresh button at the top of your browser as you go, to review your progress.


	


Phone List Page Configuration

Once you click on the Phone List, under Site Configuration, the system displays the form for you to complete.  The following are descriptions of the Phone List configuration fields.

	Functions
	Details
	Icons

	VPO Phone List Parameters Section
	the following section control the configuration of the Phone List page.  
	

	Organization Name
	(Mandatory) Enter the name of your organization.  Remember to make it as clear as possible, since some people that visit your site may not be familiar with some of the acronyms.  Don’t abbreviate.


	

	Default Phone List Categories
	(Mandatory) Enter the phone list categories, separating each entry with a semicolon.
	

	SUBMIT
	After you have made all your choices, click SUBMIT and the system processes your request.  You may want to click the Refresh button at the top of your browser as you go, to review your progress.


	


Appendix

Index

(List of words to be used in the Concordance file to create Index.)

	activate
	E-Mail 
	Refresh

	Add Names 
	Encryption 
	Registrar

	Administrator
	Events
	Registration

	Advanced Search 
	Expand
	Relevance

	Approval
	FAQs
	replace

	Archive
	Filename
	Response

	Assigned
	Graphic
	Retrievable

	Assignment
	Help
	Save

	Attached
	History
	Search

	Attachments
	HTML
	Section

	Author
	individuals
	security  

	Background
	Library
	Site Director

	Banner
	Limited User
	storage

	Briefings
	Manager
	Structure 

	Broadcast
	Meetings
	Subject

	browser
	messages
	Suggestions

	buttons
	multiple items
	Team Leader

	Calendar 
	My Sites
	Telephone

	Category
	Navigation
	thesaurus

	certificate
	Navigator
	threads

	Checkbox
	New Users
	Topic

	Checkmark
	News
	tracking

	collaboration  
	Notification
	Upload

	communication
	Notify
	UserID

	configuration
	original file
	VPO Demo 

	Content
	Outlook
	Web Mail 

	conversion
	password
	Work Order

	Create Access Rights 
	Permission
	

	Default 
	Phone
	

	Deleted 
	Previous
	

	Deleting 
	Priority
	

	Description
	Procedures
	

	disclaimer
	Program Office 
	

	Discussions
	Project
	

	Domino database
	Question
	

	Duration
	radio button
	

	Edit
	read access
	

	Editor
	Reading
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