Workspaces Part | — Web Files

This document provides instructions on how to use Web Files (new term: Library,

part of Workspace)
User ID and password required.

Step 1. Log in at URL

http://ocs.nclt.us:7778/portal/page? pageid=33,1& dad=portal& schema=PORTAL

ORACLE" Collaboration Suite

Welcome to &
Orade Administration
Collaboration

SUI te To create and manage users, log on to the provisioning
console,

Tao manage and monitor Oracle Collaboration Suite, log on ko
Oracle Collaboration Suite Control.

Documentation

For the latest Collaboration Suite documentation, see the
Documentation Portal.

Training

Collaboration Suite Administrators' training is awvailable through
DOracle University,

Support

support information, or participate in our free support
seminars ko learn more about Oracle's Support Services,

S

Visit the Collaboration Suite Development Center for
information and resources you need to extend, integrate, and
customize your collaborative applications.

Log on ta Metalink for up-to-date Collaboration Suite technical

Click this item (CSP)

Applications

SEETERE T Al ona) /e jte applications, log on to the
Collaboration Suite’Portal.
Use the Following links ko access specific Collaboration Suite
applications:

» Dracle Web Access Client

» Dracle Mail

» Dracle Calendar

» Dracle Content Services

» Dracle Real-Time Collaboration

» Dracle Discussions

» Dracle Workspaces

» Dracle Collaboration Suite Search

» Dracle Mobile Preferences

Downloads

Download Oracle desktop clients and taals from the Oracle
Desktop Access page.

ORACLE' Collaboration Suite

ml : 0N computer

e Sign in using your username and password.

Sign In Help

* Signin using your username and passwaord to access
protected information and features,

» You may change your display language by clicking on the
appropriate link in the Language section. (Mote that your
browser may not support al languages. )

» To access Cracle Collaboration Suite, your browser must
support JavaScript,

e To access Collaboration Suite Portal, your browser must support JavaScript.

Notes:

The following pages illustrate only the basic features for immediate needs in workgroup

collaboration. You are welcome to explore features that may be useful and bring your

ideas to the discussion forum.
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Useful Tips:

1.

o~ DN

Mouse-over a hyperlink or icon usually displays its function.
* denotes compulsory entry.
Use the “Back” button on the browser to close a document.
Use the “Cancel” button on the CPS interface to return to the previous page.
If you log in with the same browser that you logged out with, CSP remembers where
you logged out, i.e., next login brings you to the page where you last logged out. You
can:
Click “Return to Portal” at top right corner to log out.
b. Open a new window to login at
http://ocs.nclt.us:7778/portal/page? pageid=33,1& dad=portal& schema=PORTAL

(use NCLT website hyperlink or bookmark the URL on your browser)
If at any point, you want to return to portal page but do not see “Return to Portal”,
backtrack URL to portal page
http://ocs.nclt.us:7778/portal/page? pageid=33,1& dad=portal& schema=PORTAL

CSP services are organized in a hierarchical structure. When logging out, if any
interface is contained in a separate pop-up, reverse the order of logging in when

logging out. This may avoid error messages. See below:

Portal is a PUBLIC A Workspace is
space & contains PRIVATE & contains
services that can be private contents
wgwed by everyone Only selected members Not yet open —
Portal > with ID & password »  ofaworkspace can [~ Content

All CSP members can enter a specific Services
see the contents (e.g., workspace to view, edit

discussions) in this & discuss

space

| Log in >
< Log out |
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Step 2. Portal (public) - Go to Workspaces (private)

% Check your ID

0 open, O overdue

I Tas|

A oconces)

'%I Discussions

I@ Web Conferencing

@ Mailing Lists

Last updated 2:57:35 AM CDT Tew Link

A Friday, October 13, 2006 »
GoTo  Today Mew Appt

Services
& tools

Time
5100 AM
900 AM
10:00 AM
11:00 AM
1200 PM
1:00 PM
2,00 PM
3:00 PM
4,00 P
5:00 PM

Appointment

Learning and Teaching |
te and Engineering

6:00 FM

Eciit

Search People Search I

I mail ¥ Calendar M Cantent Services [ web Home  Logout

NCLT news and announcements

Conference Title Host Date and Time Join

Title/ID I Key I

ﬂ Last updated %:57:35 AM CDT

FAQ/HELP

Stark  Jain Mew

Click Here Go To FAQMELP

Step 3. Private workspaces

ORACLE" Collaboration Suite Workspaces

Return To Porkal Preferences Logouk Help

My Workspaces

‘ Search IAIIWorkspace Cantent j I / ou are logoged in as: YOUI’ ID ‘

My Workspaces _ |ReumtoStep2 |
e
Star means new

Favorite Workspaces all Workspaces

activity or new

Select items and ... | Remave From Favorite Worky?” content

Select sl | Select None

T

 Description dBy |Last Modified |

MCLT Cormunity of Learners... £3%

Collaborative space for community of... Oct 13, 2006 10:47 AM

—
Member last worked

Favorite Wurkspal:erx “yorkspaces

Click workspace

in this space

Mew Workspace
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Step 4. Go to Library (file sharing service)

{ Breadcrumbs: shows
ORACLE" Collaboration Suite Workspaces where you are lofortsl Brefererces logout teb
e
r My Workspaces > MNCLT Commurity of Learners (Col) 2006 = You arz loaged in YOUT ID - vaur writer :
| Qverview
| Lollahorative space for community of leamers . . . 717
..................... I Lihrarv Activitv as Announcements 'I
| Search
| Al - Last * MO ARROUNCEMETS |
I Name Parent Folder |Last Modified * |Modified By l
(2] 'E There has been no recent library... & 4 % I
—_— | R My Pending Tasks
8 e tsions Actun Hepondig sk
o | Discussions Activity * Mo Pending Tasks |
® |ibrary Last
Oa Qame Forum Last Modified © [Modified By | l
D . . tdiscuss. .. =] My Upcoming Meetings |
O Click Library for
S A Web Fil * [0 Upcoming Meetings |
< e 1es
% 5 phelhcomg |Last Modified © |Last Modified By | I
¢ Discussions I There has been no recent inbox a... - . P |
: " | Overview: workspace activities at a glance |
| ® Inbox
____________________________ .|
| * Yiews —
B> Merbers 1

Step 5. File management (same starting point for 5a, b, ¢ and d)

ORACLE" collaboration Suite Workspaces Rotun ToPortd froforonces Loomt Hel
My Workspaces
My Workspaces = MCLT Cornmurity of Learmers (Col) 2006 > You are logged in ssYOUF 1D wr role iswriter

(1) Information
1 files have been uploaded.

o G
L | | Current Fo “brary ~

{Go) 5c New Folder ) (Upload ) ((Go to Corpefit Servces )
el Filter By Marme (Go)

Library Quota Used: 0% (0 of 50 MBY
Select items and ... (_Acd To View ¢ Capy ) Move ){ Delete )| Natify |
* Meetings

Select Al | Select Mone

» Tasks Select Name |A|:ti|:|n Status Size ILaSt Modified By [Last Modified Description
I© @ Trash member Oct 13, 2006 10:47 AM
. ts
hmun_cemen @ =) 109 test document Ldoc it 5% 19.0 kB [Member Oct 13, 2006 1:42 FM
* Discussions
A Ggg Mo existing linked conk @ Cnntaiﬂ\
L Click to view Click to link a file to meeting,
& Members a file file’ discussion or task pload ) ( Go 1o Content Services )
5a. Add a new folder
Shows where you are Click OK to
7 Create a new
My itdoekepaces = WCLT Comrmunity of Learners (Col) 2006 = LK Yo ‘ou are logged in as: Waur rol fOIder
_—
MNew Folde Z
| Cand
_J General l Links
(Optional) Link to = Mew Folder Name Itest folder one ~—1
. . . . Id ipti .
meeting, file, discussion | " = Pe=rten | go;ri\g)#allls.o?r:teernctjeers (]:(r)ildt?g r:wtme
or tasks. Note: create p ' p
contents (task, discussion ;I
forum) before linking
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5b. Upload a file from your local folder

My workspaces > MCLT Community of Learners (Col) 2006 = Library > 2. Click OK to Upload the file &

Upload Files to: Library
| Cancel ) [ OK )

Files to Upload

Please select the files you wish to upload, You can rename each file by editing the "Rename" field, vou can also enter a brisf description of
each file in the "Description” field.

If File Exists Rename (optional) Description File

ICanceI Upload j | |
|Cance| Upload j | l / |
|Cance| Upload j | 1. Look for the file on Browse... |

your local folder. Enter
Cancel Upload hd .. Browse...
! ; =l new name & description e

|
|
|
|
|Cance| Upload j | I if required ml
|
|
|

|Cance| Upload j | Browse... |
| Browse... |
| Browse... |

| Cancel Upload j |

| Cancel Upload j |

5c. Click the check box to select afile, add to Views & notify members to view new

item

My Workspaces > MCLT Coromnunity of Learners (Col) 2006 = Library = Yfou are logged in as: ‘four role is
Add Ttems to View

|File selected in Step 5 (Cancel) (OK)

Items to Be Added

Mame Size Last Modified By Last Modified Description
19.0KB | member Oct 13, 2006 1:42 PM

View to which items should be added Create a title to list the

item in Views
Select Name Last Modified By Last Modified Description
Mo item found.
ORACLE’ Collaboration Suite Workspaces AeturnTo Portal Preferences Logout Help
My Workspaces > MCLT Community of Learners (Col) 200@ ‘fou are lagged in as: . Your role is
Create New View Click to list this item. Check
e Views on the |eftpane| Create
Search
m Enter the attributes of the view you want to create:
| Go * Vigw Hame | Compulsory: enter
© mmmE Descripton - tlt_le to be listed in
o Library Views
* Westings Optional: e.g., explain =
® Tasks why members need to
* aorouvements view this file
® Discussions
* Inbox
S | Cancel J | Create
v
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(continues 5c.) At Views, notify member to view the new file

ORACLE" cCollaboration Suite Workspaces

Return To Portal  Preferences Logout Help

My Workspaces

My Workspaces = MNCLT Cornrnunity of Learners (Col) 2006 =

‘ou are logged in as: Wour role is

Search

Views Click to notify members

Al ]' Select an item and ... | Properties n@/

| Go) Select Name |Last Modified By |Last Modified

| e e

Description

e & st view member oct 17

Library

Meetings
* Tasks

Announcements

Discussions

* Inbg
—
b METT
-

, 2006 12:06 PrM

|_Mew Yiew |

5d. Select afile to copy or move into a subfolder i

n the same Library. (requires

more than 2 Library folders for this function to work)

My Wiorkspaces = MWCLT Cornrnunity of Learners (Col) 2006 =
Current Folder: Library

Must have at least 2
folders in the library (Go)

to copy & move files Eiew ( Copry ) Move ) Delete ) Motify )

Select Al | Seley Click folder one

‘ou are logged in as: Your role is

(Mews Folder ] (Upload ) ( Goto Content Services |

Library Quota Used: 0% {0 of 50 ME)

Last Modified Description

Select Name tion ===t Modified By
C A folder onef: [

member X
FN\D folder two? member Y
G Trash member Z

G
aF Mo existing linked content @ Contains linked content

Oct 17, 2006 1:50 PM
Oct 17, 2006 1:50 PM
Oct 13, 2006 10:47 AM

ariginal folder

destination folder

My Workspaces = MCLT Community of Learners (Col) 2006 = Library =

Current Folder: folder one

You are logged in as: our role is

Select the file & click Copy

Mew Folder ) (Upload ) (Go to Content Services |

Filter By Marme | (]

Select items and ... [ Add To Wiew ) Copy’J( Mowe J( Delete J( Motify )
Select All | Select None

Library Quota Used: 0% (0 of 50 ME)

Select Name * |A|:ti|:|n Status Size |Last Modified By  |Last Modified IDescriptinn
@ ‘E 10g test docurnent 1.doc i} @4} @ 19.0 KE 'member Y oct 17, 2005 1:50 P
EEP{F Mo existing linked content @ Contains linked content
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My Workspaces = WCLT Community of Learners (Col) 2006 = Lbrary > folder one =

‘ou are logged in as: ‘our role is
Copy Items
(Cancel ) (0K )
=g copied 1o the selected destination folder.
Items to Be Copied
Name Size Last Modified By Last Modified Description

test document 1.dg 19.0 KB member Y Oct 17, 2006 1:50 PM

Destination Folder | Click Library to view all the folders
Current Falder: NCLT Comm ; e >

Select Name /| _— st Modified By |Last Modified

Description
. -
[ DL_y_Ibrar member X Oct 17, 2006 1:59 PM
My Warkspaces = MNCLT Cormmunity of Learners (Col) 2006 = Library = folder one = You are logged in as: our role is

Copy Items
(Cancel ) [ OK ) [ MNew Folder )

The listed files,folders are copied to the selected destination folder. .
. Click OK
Items to Be Copied

Mame Size Last Modified By Last Modified Description
10g test docurnent 1.doc 19.0 KB member Y Oct 17, 2006 1:50 Pk

Destination Folder

Current Folder: NCLT Co . ibrary =

Select Name / 4|£|,|Ck folder two ILast Modified Description

& | Jfolder one member X Oct 17, 2006 1:50 AW original foldar
@ [folder two member Z

Oct 17, 2006 150 PM

destination folder

‘ou are logged in as: our role is

("Mew Folder ) (Upload ) ( Goto Content Services |

Filter By Name | (G

Select items and ... _Add To Yiew ) ( Copy )| Move ) Delete ) Notify |
Select &l | Select Mone

Sele
™ | 109 test document 1.doci

Library Cuota Used: 0% (0.1 of 50 ME)

|A|:tiun Status Size |Last Modified By  |Last Modified
Cﬁ{? & 19.0 KB | member X Oct 17, 2006 2:25 PM

Description

4F Mo existing linked content # Contains linked content

Follow the same sequence to move a file within the same Library.

Select a file in the same way to delete.




