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Introduction

Welcome to the BTRS 4.1 User Guide!
This chapter provides you with information about:

BTRS, including what's new for this version
How this guide has been put together
Using this guide and the BTRS portal

What Is Bioterrorism Readiness Suite?

Bioterrorism Readiness Suite™ (BTRS) serves as asingle, central point
of log-on and access for finding, creating, and sharing information
through a browser-based interface. If you have access to the Internet, you
can access BTRS' portal content and collaboration areas, links to
resources and applications, alerts, notification functions, and the role-
based directory. Like any Web site, you simply click on buttons and links
to access content and perform functions.

BTRS enables you to:

Send alerts to and receive alerts from other users within your health
areanetwork (HAN)

Securely share and collaborate on documents
L ocate contact information for other users within your HAN

Read your HAN's |latest news and announcements

What'’s New in This Version?

BTRS 4.1 includes the following additional features and improvements
over BTRS 3.0:

Send alerts to specific BTRS users — In addition to selecting roles or
role groups to receive aerts, on the Send Alert by User page you can
search for individual users by the information in their user profiles,
then select some or all recipientsto receive the aert. Thisfeature
enables you to search the directory for users who are assigned to your
aertable roles or role groups using information entered on the User
Profile page.

Send alerts using templates — You can send alerts using designated
alerting templates that already include the alert’s priority, duration,
subject, and message, as well aswhich roles and role groups will be
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alerted. You only need to click once, and the alert information is
automatically prepared for you to send. Each template that you have
permission to use appears on the Send Alert by Role page. Templates
can also be used for the new phone-based alerting functionality in this
version as well. For more information, see “ Sending Alerts Using
Templates’ in Chapter 5, page 94.

Launch alerts via telephone — BTRS users can now activate alerts
over the telephone by entering a Call-in PIN Code, then selecting an
Alert Scenario template to send the alert. Each template contains
aerting information predetermined by a BTRS Administrator; once
you select the template, BTRS activates the alert using this
information to send to selected users.

Resend alertsto unconfirmed users— BTRS now provides the ability
to resend Alerting Profile and Work Email Only alerts to users who
did not confirm from any of their designated locations. In addition,
Work Fax Only alerts are resent to all fax numbers that did not
successfully receive the fax. With one click, you can quickly resend
the original alert only to those users who need to receive the alert an
additional time without the hassle of determining which usersto send
it to.

Alert profile scheduling — You can now assign which days and times
each alerting profile will be active, enabling you to create an
automated daily schedule for receiving alerts. Alert notifications will
be sent to the devices you choose anytime, day or night, based on
your active profile. BTRS automatically changes activates/
deactivates the alerting profile at the time you designate in your
schedule. For example, BTRS can automatically switch your active
aerting profile on Friday at 6:00 pm to “Out of Office”. On Monday
morning at 7:00 am, BTRS then switchesto your “In Office” aerting
profile.

Expanded e-mail confirmation ability — Alert recipients can now

confirm an aert by replying to an email directly rather than going
through the portal. This is particularly useful when using handheld
devices that cannot access the Internet.

Include recorded alert messages — You can now record an alert
message on their local workstations and attach it to alerts you send to
roles and through templates. For each alert, you can upload a.wav file
(up to 10MB) that will be read as the message in alerts sent to phone
devices.

Customizable alert signature — BTRS users sending alerts by role or
through templates can now choose to include an alerting “signature”
that includes the user’s name, organization, and e-mail address within
the body of the alert message. The information can beincluded in the
message for e-mail, fax, and portal notifications, as well asread as
part of the message in phone notifications.

Enhanced alert reporting — On the Alert Details pages, users can
choose to view either abasic or extended version of the user
confirmation information. The basic view includes each user’s name

© 2005 Global Secure Systems Corp.
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and User ID, and enables you to click the user’s name to view the
details of that user’s alert notification. The extended view continues
to display all detailsfor each user and location notified asin previous
versions of BTRS, and now includes User ID and therole'sor user’s
Alert Priority aswell. In addition, with asimple click, both versions
of the report can easily be exported to a .csv file.

+ Resend Document Faxes— BTRS now provides the ability to resend
document faxes that were not successfully sent, without having to
resel ect the document and role(s) to send it to.

« Password and profile update reminders — You may now receive e-
mail notificationsto remind you to update your profile or change your
password in accordance with your organization’s requirements.

About This Guide

To make the learning process more efficient for you, information in this
guideis presented in aformat different from previous versions of BTRS.
The organization of the book helps you easily gain access to what you
need, and then move on with your job.

Deciding Which Book to Use

We decided that the best way to organize and format the documentation
was to divide the information into two books — a User Guide and an
Administrator Guide. While both books provide step-by-step instructions,
the focus of each is directed at accomplishing different types of tasks.

The User Guide is aimed at the day-to-day operations for those with
BTRS Collaboration licenses working through the BTRS portal to
collaborate on and post documents, and to send and receive aerts. The
User Guide contains an overview of BTRS, provides descriptions of its
functionality, and shows you how to accomplish specific tasks.

The Administrator Guide focuses on more advanced and technical
operations, including:

«  Setting up user accounts and permissions
» Managing portal content, folders, documents, and discussions

« Generating reports

© 2005, Global Secure Systems Corp.
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Standards and Conventions Used in This

Guide

This BTRS guide uses several conventions to help make accessing
information easy and efficient. These conventions include:

« Standard user-friendly terminology
o Step-by-step instructions for completing processes
« Notes, tips, and cautions for using the BTRS portal

» A glossary of termsand an index for easy information lookup

Standard Terminology

This section describes both the technical and common terms used in this
guide. Wherever possible, we have attempted to use familiar language
that accurately reflects the functions it represents.

Microsoft® Technology Terminology

The BTRS system shares many terms with the product Mi crosoft®
SharePoint Portal Server, as the SharePoint® product has been used to
create the portal environment in which you’ Il be working. Although these
terms may be unfamiliar to you, they represent elements of Internet
browsers and windows that you likely already recognize. In addition to
the following terms, please see the Glossary for additional definitions.

Thefollowing table “translates” some of the more technical termsinto
everyday language:

Microsoft® or technical term

Definition

What this means in BTRS

Dashboard

A page on a dashboard site.
Each dashboard contains a
collection of Web parts in a
modular view that can be
presented to users in a Web
browser.

Microsoft developed the term
“Digital Dashboard” to reflect
different areas and components
of the page, similar to that of a
car’s dashboard.

This term is used to represent
two things:

+ The menu of choices you can
select from on the Web page
to access another area of the
portal. Physically, this bar
appears near the top of each
page in the BTRS portal. This
guide also refers to the
“dashboard” as the “BTRS
navigation bar.”

» The page of the portal you are
viewing or accessing, such as
the Document Library or
Directory dashboard. This
guide also refers to this
definition as “page” or “Web
page.”

© 2005 Global Secure Systems Corp.
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Microsoft® or technical term

Definition

What this means in BTRS

Dashboard site

A Web site created by using
Digital Dashboard technology.
The dashboard site contains a
number of pages, or
dashboards, and includes
customization pages and
custom Web part forms. The
dashboard site is used to
distribute information to
workspace users through a Web
browser.

The entire Web site or portal.

This guide also refers to
“dashboard site” as “portal.”

Portal A Web site considered as an Rather than representing an
entry point to other Web sites, entry point, the entire Web site,
often by being or providing or all the dashboards put
access to a search engine. together.

The BTRS portal provides you
with access to other users’
contact information, important
documents and news, and
alerts.

This guide uses “portal” as the
primary term to define how
BTRS functions.

Web Part A customizable, reusable A section of a Web page
component used to display containing information organized
specific information on a by function or type, such the
dashboard. Web parts are used | Announcements section on the
to associate Web-based content | home page, or document
(such as XML, HTML, and folders.
scripting) with a specific set of This guide also refers to “Web
properties in an organizational part” as “section” or “area.”
framework.

Workspace An organized collection of The entire Web site or portal.

documents, content sources,
management folders,
categories, document profiles,
subscriptions, and discussions.
It provides a central location to
organize, manage, and publish
content.

This guide also refers to
“workspace” as “portal.”

Common Actions Terminology

This BTRS guide uses use common terms for actions and maneuvers you
might perform while using BTRS. If you are new to using Microsoft®
Windows® or a mouse, these terms may seem unfamiliar to you, but as
you become more familiar with the Microsoft® Windows® environment,
you can quickly become a skilled user.

© 2005, Global Secure Systems Corp.
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Thefollowing table provides instructions on how to perform the most

common actions.

Term

Action

Click

Point to the item you want, and then quickly press
and release the left mouse button.

Expand

In the tree view, click the + (plus sign) next to the
item.

Open

Point to the item you want, and then quickly press
and release the left mouse button twice (also
referred to as “double-click”).

Point

Move the mouse until the mouse pointer is
positioned over (pointing to) the item you want
(also referred to as “roll over”).

Right-click

Point to the item you want, and then quickly press
and release the right mouse button.

Scroll

Click the scroll box in the vertical or horizontal
scroll bar and drag the drag the scroll box to see
different portions of the page that are not currently
visible. Scrolling only changes what is displayed.

Select

Click the item you want. A selected item usually
appears in a different color or with a frame around
it to indicate that it is selected.

To select multiple items, press CTRL or SHIFT

while you click. To deselect one or more items,
press CTRL or SHIFT and click the item again.

Step-by Step Instructions

Each time you need to complete an operation using BTRS, this guide
provides easy-to-follow instructions to walk you through your task. Each
set of instructions has a step title that describes what the task can help you
do. The steps needed to perform the task are numbered in sequence.

The following table describes the different formatting conventions you
might encounter when you follow the step-by-step instructions.

Formatting
Convention

Description

Triangular bullet

Identifies a step-by-step instruction to complete a
task. The step title occurs after the triangular bullet
and the steps are listed in sequence below the
step title.

© 2005 Global Secure Systems Corp.
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Formatting Description

Convention

SMALL CAPS Identifies a keyboard action. Keys can be used
alone, in combinations, or in sequences. For
example, CTRL + P means to hold down the
CTRL key while pressing P.

ALL CAPS Identifies a particular URL or path name.

Bold type Identifies the name of a BTRS button, field, list, or
menu item in a step-by-step instruction.

Italics type Identifies the name of a window, page, dialog box,
or form.

Courier type Identifies specific text for you to type in a field or
on a page.

Note, Tip, and Caution Boxes

Throughout this guide you'll find information in special boxes called
Note, Tip, and Caution. Margin icons are displayed next to this
information that can help make you a smarter and more effective BTRS

user.

Note - Thisinformation adds to or further explains atopic, to help you
become more familiar with how BTRS works.

Tip - These are hints and shortcuts that can help increase your productivity as

aBTRS user.

Caution - We tell you the dos and don’ts of working with BTRSto help you
avoid damaging files or losing data. Often this information is essential to the
completion of the task on which you are working.

© 2005, Global Secure Systems Corp.
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Understanding Page Elements in the

BTRS Portal

The BTRS system has been designed so that you can easily navigate
throughout the portal. While each page in the BTRS portal contains
specific information and instructions, the layout of the page remains
constant so that you can become familiar with the portal in a short period

of time.

This section identifies some of the elements you' Il see throughout the

portal, and how each functions.

I8
1 File Edit Wiew Favorites Tools  Help | ?.'
@Back - J - d Ii' ’z‘] | /.-\'Saarch %Favor\tes @Media {_‘3| <= = =
2 = Address I@ https:ffyourhan, org j Go
-

3 — ‘J GLOBALSECURE SYSTEMS™

ONE FOCUS. ONE RESULT,

ofile | BTRS Admin

.5 | Dacument Libra Lagaff

5 —f Search | Go | Advanced search

Active Alerts

Help

for Brooke Manly

8/25/2004 10:10:16 &M Chris Edwards Potential Chemical Release
8/25/2004 10:14:10 &M Harriet Oldenburg Preparation for Chemical Release Investigation

Medium

1 Low

= Communicable Diseases
= Health Advisories
= Response Plans

require medical care,
Lightning—The Underrated Killer
Few people really understand the dangers of lightning, Many people don't act

Quick Links promptly to protect their lives, property _and the lives of others !Je:a_use they qnn‘t

understand all the dangers associated with thunderstorms and lightning. The first
QSend New Alert step in solving this problem is to educate people so that they become aware of the
- behavior that puts them at risk of being struck by lightning, and to let them know

NACCHO Web site

Dept. of Homeland Security what they can do to reduce that risk,

CDC Web site Hot Weather Bulletin for Adult Care Facility Dwners and Managers
Using Quick Links This bulletin is being sent to vou as guidance on handling heat-related ilinesses,
Using Search and how to prepare for the hot summer months.,

Welcome to Yirtual Alert BTRS
Checked Out Frovides an introduction to using the Yirtual Alert BTRE dashboard site

Using News
IChECkEd out =l Provides infarmation on how to configure the News Wweb Part,

M rnstehinn dacurnante wara fannd

Categories News Subscription Summary
= Bioterrorism Estimating Time and Size of Bioterror Attack You do not have any subscriptions,
= BTRS Training In the event of a bioterror attack, rapidly estimating the size and time of attack

enables shart-run farecasts of the number of persans wha will be symptomnatic and ARROUNCEments

First Responder - Basic Course
Available
Register online for the upcoming FIRST
RESPONDER - BASIC training course
offered by the OEMS,

Webcast - Public Health Training
Network
Register online for this upcoming —
webcast, Topics include: Epiderniologic
clues that might suggest the covert
release of a chemical agent; public
health strategies for responding to the
release of a cherical agent; and
reporting requirements when a
chemical release is suspected, Click the
link for time and date.

Using Announcements LI

&1
Elements of the Home Page

’7 ’7 ’7 [&J Local intranet

Using this example of the BTRS portal home page, ook for the following

standard elements:

Number Description

1 The browser window’s Menu bar and Standard Buttons
toolbar (you may choose to view any or all of Internet

Explorer’s toolbars). Use these menus and buttons to

print pages, open and close windows, and move back
and forth between Web pages.

© 2005 Global Secure Systems Corp.
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Number

Description

2

The browser window’s Address bar. You can type the
URL of your portal here, or view a list of recently-
visited pages.

The BTRS portal title bar. This area may display your
HAN'’s custom logo or other graphics, and displays the
name of the page you are currently viewing.

The BTRS navigation bar. You can click these links to
visit other areas of the portal. The area you are
currently viewing is displayed on the navigation bar in
a different color.

The BTRS Search bar. This section enables you to
search in either simple or advanced mode for items in
the portal using keywords, author name, date, file
name, or title.

© 2005, Global Secure Systems Corp.
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2 Getting Started

Using the BTRS system is as easy as accessing the Internet. The BTRS
portal islike any other Web site; once you access it, you can easily move
about to view news, announcements, and alerts, documents, and other
items posted for your organization’s use.

Before you get started using BTRS, take a moment to learn more about
how BTRS security is set up. The BTRS system is used by many types of
users, including those who create and manage user accounts, those who
post and collaborate on documents, and those who use BTRS only to
receive alerts. Each set of users may have different levels of accesswithin
the portal. If you work with documents in the Document Library, you may
also have various levels of permission within folders and documents,
based on whether you create, edit, or read document content, or if you
must approve or have your document approved before it can be posted.

When you'reready, log in to BTRS, and begin your adventuresin the
BTRS portal on the home page, which serves as the central area and
starting point for many of the step-by-step instructionsin this guide.

If you get stuck and cannot find the answer to a question either in this
guide, the Administrator Guide, or in the online help, contact your
organization’s BTRS administrator.

Understanding Types of Users and Roles

The BTRS system uses a combination of permissionsto create a secure
environment within the portal. These permissions are assigned through
different types of user licenses and application rights, and Document
Library permissions, which may vary from user to user.

If you are unsure what license and permissions you have been assigned,
check with your BTRS administrator.

Types of User Licenses

Each BTRS user is assigned a particular type of user license when his or
her account is created. Your BTRS administrator determines which
license you receive — either BTRS Administration, BTRS Collaboration,
or BTRS Alerting.
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The following table shows the kinds of functions you can perform with

each license:
What you can do BTRS BTRS BTRS Alerting
Administration Collaboration
Update your user profile X X X
Update another user’s profile X
Receive alerts X X X
Send alerts X X
Cancel alerts X X
Read information and documents posted X X
on the home page
Use document collaboration tools X X
(discuss, check-in/out or publish, and fax
documents)
View the role-based directory X X X
Manage users, roles, role groups, and X
folders
Generate reports X

Roles, Role Groups, and
Organizational Units

In BTRS, each user can be assigned to one or more roles, and these roles
may be assigned to one or more role groups within Organizationa Units
(OU). This enables you to save valuable time in emergencies by quickly
identifying users by the function(s) they perform, rather than searching
for an individual user. In addition, security and permissionsin BTRS are
often assigned to roles or role groups, rather than to individual users, to
help adminstrators maintain an organized environment.

For more information about what roles, role groups, and OUs are, see the
Administrator Guide.

© 2005 Global Secure Systems Corp.
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Thefollowing table briefly describes what roles, role groups, and OUs
are, and how they function in BTRS.

This group Denotes this
User An individual user in BTRS (e.g., Peg Simpson)
Role The function that one or more users perform (e.g.

Peg Simpson and Jack Underhill both are
assigned to the role Springfield Public Health

Officers)
Organizational A way to organize one or more roles that fall under
Unit a single jurisdiction, or that work as a team (e.g.,

Epidemiologists, HAN Coordinators, and
Emergency Services Coordinators who all work in
Hudson County)

For organizational purposes, this unit is often
created to group roles working for the same
organization or in the same area

Role Group Several roles that can be assigned or collected
into a single group (e.g., All workers in all roles in
the city of Springfield, or all California HAN
Coordinators)

For alerting and security purposes, this unit is
often created to group roles in similar job functions
or locations

Types of User Permissions

In addition to user licenses, BTRS administrators can also assign various
Security permission levelsto each user account. These permissions can be
assigned either to your role or role group, or to a particular folder in the
Document Library. Therefore, when you use the BTRS portal, you may be
able to see and access areas and items that other users cannot, and vice
versa.

Role-based Permissions

Permissions assigned to your role can include the ability to:

« Alert usersin other roles and receive aerts from other users
« Belong to one or more role groups

» Assign certain application rights

» Access certain folders as either an Admin, Author, or Reader
« Assign certain management rights

To help maintain a secure environment within the BTRS portal, most
users do not work with role-based permissions; instead, these rights are
generally handled by BTRS administrators. Permissions assigned to roles
are covered in detail in the Administrator Guide.

© 2005, Global Secure Systems Corp.
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Document Library Permissions

If you have either aBTRS Collaboration or BTRS Administration license,
you can view and access the Document Library, Subscriptions,
Categories, and Search sections of the BTRS portal. Userswith BTRS
Alerting licenses do not see these links on the BTRS navigation bar.

For more information about permission levels in the Document Library
section of the BTRS portal, see “ Understanding Document Library
Permission Levels’ on page 49.

Logging on to the BTRS Portal

To access the BTRS software, you must log on to a secure portal. You will
need the following information from your BTRS administrator before you

begin:
« Theuser name and password you will use to log on
+ TheWeb address (URL) of your BTRS portal

3P Thefirst timeyou log on to the BTRS portal, you need to complete your
profile information. For more information, see “Logging on for the First
Time” on page 33.

» To log on to the BTRS portal
1 Open Microsoft® Internet Explorer.
2 Inthe Address bar, type the Web address of your BTRS portal.

|-°-E|E|I’BSS Ifé"l httpe fftraining. virtualalert, com brs j ‘l

3 PressENTER or click .

The Connect to dialog box opens.

Connect to training.¥irkualalert.com ed A

kraining. wirtualalert, com

Liser name: I 7 iuser j

Password: I TIITIIIL

[~ Remember my password

Ik I Zancel
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You may change your
password after successfully
logging in for the first time. For
more information, see
“Changing Your Password” in
Chapter 3, page 47.

You may also choose to close
the browser by clicking the X in
the top right corner of the
window; however, your session
will not end until you have
closed all browser windows.
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4 Inthe User namefield, type the user name provided by your BTRS
administrator.

Your user name is case sensitive. Make sure it appearsin thefield
exactly asit was given to you.

5 Inthe Password field, type your password.

Your password is case sensitive. Make sure it appearsin thefield
exactly asit was given to you.

If you forget your password, contact your BTRS administrator.
6 Click OK.

The Connect to dialog box closes and the BTRS portal appearsin
your browser window.

Logging off of the BTRS Portal

When you are done accessing information through the BTRS portal, you
may log off and close your browser window.

» To log off of the BTRS portal
1 Onthe BTRS navigation bar, click L ogoff.

BTRS displays a message reminding you to close your browser
window to complete the log off process.

2 Click L ogoff.

Microsoft® Internet Explorer displays the message, “ The Web page
you are viewing is trying to close the window. Do you want to close
this window?’

3 Click Yes.

The browser window closes.

Navigating through the BTRS Portal

One of thefirst steps toward becoming an experienced BTRS user is
learning how to navigate through the BTRS portal. Several pagesin the
portal contain standard elements to help you become familiar with the
format and layout of the pages, including the BTRS navigation bar, and
search and help functions. In addition, you can move between pages
within the portal to return to a previous view easily using one of several
methods.
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Using the Navigation Bar

The BTRS navigation bar isthe primary feature that enables you to
quickly access al areas of the portal. On each page of the portal, the
navigation bar provides links to other pages and sections.

earch | Categories | Document Library | Subscriptions | Alerts | Directory | My Profile | BTRS Admin | Logoff

BTRS navigation bar

3 Your navigation may appear differently than the oneillustrated above
depending on the type of user license you have.

The area of the BTRS portal that you are currently viewing appears on the
navigation bar in adifferent color. Clicking any of the navigation bar links
takes you directly to that section’s main page.

Asyou move to other pages within the BTRS portal, the navigation bar’s
appearance may change to reflect the contents of that section, and a
section menu may appear. For more information about using section
menus, see “Using Section Menus’ on page 17.

Using Bookmarks

You can create a bookmark to your BTRS Home page by logging into the
Home page and using the “Add to Favorites’ feature on your Browser.

Due to the security restrictions of a web portal, once you add the portal page
to your favorites, you must enter the bookmarks properties and delete any
text that appears after the .gov, .org, .com, etc.

For example: http://www.microsoft.com/isapi/gomscom.asptarget=/
should be edited to say http://www.microsoft.com.

» To edit the bookmarks properties

1 FromtheFavoritesmenuinyour browser, navigate to the Home page
bookmark and right-click it.

2 From the sub-menu, select Properties.
The Bookmark Properties dialog box displays.

3 OntheWeb Documentstab, the URL field, highlight the Web
address of the portal.

4 If anything appears after the .gov/.com/.org, etc. deleteit.
Click Apply.
The browser saves the edit to the bookmark.

6 Click OK.
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Moving between Pages

If you inadvertently access the wrong page or are finished viewing a page
and want to return to the previous page you were viewing, you have the
flexibility to select different methods of moving between pages, based on
the page you are viewing.

Clicking the Back Button

BTRSdoesallow you to click Internet Explorer’s Back button to return to
the previous page you were viewing.

O Back -

Back button in the Internet Explorer window

Clicking "Up One” Links

In the Document Library and Categories sections, you can click the Up
One Folder and Up One Category links, respectively, to return to that
folder’s or category’s parent fol der/category.

? Up One Faolder

Up One Folder link

Using Section Menus

In the Alerts, Document Library, and BTRS Admin sections of the BTRS
portal, menus pertaining to each section appear when you access a
secondary-level page. These menus enable you to select other pages
within the section, or return to the home page.

o Zend Alert By Role
® Send alert By User
® \iew My Sent alerts

Alerts menu

To access the section menu, on the BTRS navigation bar, click the arrow
next to the section title, then click the page you want to view.

Using Search

BTRS enables you to search for published documents, folders, and
categories within your BTRS portal using both simple and advanced
searches. Simple searches allow you to look for items by keyword.
Advanced searches enable to add query elements such as data, author,
title, file name, and category. In addition to searching within the entire
BTRS portal, while viewing pages in the Document Library or in the
Categories sections, you can also perform searches within afolder or
category.

The BTRS Search bar appears on many pages in the BTRS portal,
including the Categories, Document Library, and home pages, as well as
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the Search page. By default, the Search bar appearsin simple search
mode.

> 4 The Directory section of the BTRS portal uses a separate search function to
locate users within the directory. For more information about this feature, see
“Searching for Usersin the Directory” on page 104.

Using Search Engine Parameters

Any search isonly effectiveif you are able to locate the item you are
looking for, and often, part of the reason you are searching is because you
do not know when the item was created, what it is called, or what type of
fileitis. In these cases, you can use severa different methods to locate
what you are looking for.

> 4 Only published documents appear in search results. In addition, only
documents and folders you have permission to view appear in the results of
your search.

While most search engines use similar methods to perform queries, the
following table lists some common and basic search methods to help you
locate folders, documents, and categories:

For example, type this To do this

regional, director, meeting Search for items that contain the
words “regional,” “director,” and
“meeting”

“regional director meeting” Search for items that contain the

phrase “regional director meeting”

regional or director or meeting Search for items that contain the
words “regional,” “director,” or
“meeting”

*.doc Search for all files with a .doc
extension

reg*.doc Search for all .doc file names that

begin with “reg”

Performing Simple Searches

Using the simple search method allows you to look for folders,
documents, and categories quickly, by entering one or more keywords
that are a part of the document, folder, or category’s title or contents, or
the document’s file name.

You can perform a simple search either from the Search bar on any page
in the BTRS portal, or by accessing the Search page.
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» To perform a simple search

1 Perform one of the following functions:

If you are viewing Do this

Search page In the Search list, select This
Site

Document Library page In the Search list, select This

Site or This Folder

Categories page In the Search list, select This
Site or This Category

If your Search bar is currently in advanced search mode, you can return to
the simple search mode by clicking Simple search.

If your Search bar is currently 2 Using the key in “Using Search Engine Parameters’ on page 18, in
in advanced search mode, you the for field, type the word or words you want to use in the search.
can return to the simple search

mode by clicking Simple 3 Click Go

search. )

BTRS searches for your terms. When the search is complete, BTRS
displays the search summary and matching documents.

To organize your search results, follow the stepsin “Viewing Search
Results” on page 20.

Performing Advanced Searches

When you want to provide more information to narrow the results of your
search, you can use the advanced search method.

» To perform an advanced search
1 Inthe BTRS navigation bar, click Search.
—or—
On the Search bar, click Advanced search.
The advanced search features appear.

2 Perform one or more of the following tasks:

In this field or list Do this

Search Select This Site, This Folder, or
This Category

for Type the word or words you want
to use in the search

Search by profile Select a profile that the file is
assigned to, including
Announcement, Base
Document, News Item, or Web
Link
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In this field or list

Do this

Search by properties

Create one or more search
parameters by:

+ Selecting a data source, such
as Author, File size,
Description, or Title

+ Selecting an operand, such as
“equals,” “less than,” or
“contains”

+ Typing the value you want to
include

Search by date

Select one of the following to
search:

« All documents

« Documents created or modified
within your specified date range

3 When you are done, click Go.

BTRS searches for your terms. When the search is complete, BTRS
displays the search summary and matching documents.

To organize your search results, follow the stepsin “Viewing Search

Results” on page 20.
Viewing Search Results

After you complete your search, you can organize the resultslist in
several ways, including by date, title, author, and match ranking.

» To sort search results

1 Follow the stepsin “Performing Simple Searches’ on page 18 or
“Performing Advanced Searches’ on page 19.

2 Onthe search results page, under Matching Documents, click one of

the following:

Click this

To do this

Best Match

Sort matching documents starting
with highest ranking match results

Author

List matching documents
alphabetically by the first letter in
the author’s name

Title

List matching documents
alphabetically by the title of the
document

Date

Sort matching documents by the
date last modified
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For information about clearing
subscription notifications, see
“Clearing Subscription
Notifications” on page 30. For
information about deleting
subscriptions, see “Deleting
Subscriptions” on page 31.
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3 To change the order the search results are listed in from ascending to
descending, click the appropriate link again.

Thetriangle indicator switchesfrom ™ to “* .
Subscribing to Search Criteria

If you want to be notified when changes are made to documents or when
new documents are published to the portal, you can create search criteria
and then subscribe to it. When any documents meeting the criteriain your
search string are published or modified, a notification is posted on the
BTRS home page in the Subscription Summary section. In addition, you
can include your e-mail addressin the subscription, and BTRS will also
send you an e-mail notification.

» To create a search subscription

1 Follow the stepsin either “ Performing Simple Searches’ on page 18
or “ Performing Advanced Searches’ on page 19.

3 Your search does not need to actually return any matching documents to

complete this task.

2 Onthe search results page, under Search Summary, click Subscribe
to this sear ch.

The New Subscription page appears, with your search information
listed in the Type a name for this subscription field.

3 If youwant BTRS to send you an e-mail notifying you of changes,
type your e-mail address in the E-mail notification field.

4 If you opt to have BTRS send you an e-mail notification, in the How
Often list, select When a change occur s, Once a day, or Once a
week.

5 Click Ok.

BTRS creates the subscription, which appears on the BTRS home
page and on the Subscriptions page.

Using Help

On each page of the BTRS portal, you can access online help that pertains
to the topic you are working on. For example, if you click the Help link
on the My Profile page, the help system opensto the “My Profile” section.
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Elements of the Home Page

The BTRS home page contains several elements that provide you with a
quick overview of current alerts, news, and events within your
organization, as well asto updates and documents posted on the BTRS
portal. These areas include:

« ActiveAlerts

« Categories

* Quick Links

+ Document Status

« News

»  Subscription Summary

« Announcements

> 4 Because your BTRS portal can be customized so that it represents the needs
of your organization, your portal pages might appear differently than those of
another user, and from the graphics included in this guide.

Active Alerts

The Active Alerts section of the BTRS home page displays all active
alerts sent to you, even if you have aready confirmed the alert. Once the
alert expires, the alert no longer appears on the page, even if you have not
confirmed the aert.

hlertTime —[sentFrom lsubject _______________________|priorit
/242004 1:43:23 PM Chris Edwards Investigation Results Mediurm
Active alert on the BTRS home page
To sort active alerts, click any column title. Clicking the date and time
link for an active alert displays the alert’s details, including time sent, the
alert sender’s name, the alert message text, and the alert’s expiration time;

you can aso confirm receipt of the alert. For more information about
sending and receiving alerts, see “Using the Alerting System” on page 79.

Categories

The Categories section of the BTRS home page displays the highest-level
categories established for your portal. Categories provide another useful
method to quickly access documents.

Categories

® Bioterrorism

" BTRS Training

= Deployment Plans
®" Health Advisories
" Response Plans

= Surveillance

Sample Categories section of the BTRS home page
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If you have permission to do
S0, you can create categories
that cross-reference content by
topic to locate documents you
use frequently. For more
information on creating
categories, see the
Administrator Guide.

Category : Health Advisories
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Depending on how you assign categories when you post your documents,
Categories folders may or may not contain the same documents and
subfoldersas your Document Library folders. For more information about
assigning categories to documents, see “ Adding Documents to the
Library” on page 58. For more information about Document Library
folders, see “Working with Folders and Categories’ on page 52.

Clicking any of the category links takes you directly to the category’s
page and displays al documents assigned to that category. If available,
you can read additional information about the category by placing your
cursor over the link.

& Categories | Health Advisories

Motices from local, state, and federal agencies

Subscribe to this category

= Federal = Local = State

Documents

Hide Descriptions
Sort by author | Title « | Date

|CDC Web Site Modified: 7/9/2004 Author:
link.doc
Center for Disease Control Web site home page
Discuss | Subseribe | Fax
About the West Nile ¥irus and How It Affects You Modified: 7/20/2004 Author: Dept. of Health
WestMile2004, pdf
Brochure prowides an introduction to the West Nile Virus, what it is, and how you can awoid
contracting the disease,
Discuss | Subscribe | Show Actions | Fax
Jefferson County West Nile ¥irus Updates Modified: 71942004 Author: Jefferson Co. Dept. of Health
wiest Mile Wirus Updates.mht
Provides list by city of tests performned and positive test results for West Mile Yirus as of
10/03/03.
Discuss | Subscribe | Show Actions
ﬂMosquito Control Program Maodified: 7/9/2004 Authar: DOH

mosquito control program.pdf

Provides reponse and awareness guidelines for defense against mosquito-spread WEN in

South Dakota.
Ciscuss | Subscribe | Show Actions | Fax

Category page displaying all documents assigned to that category
Quick Links

The Quick Links section of the BTRS home page can provide quick
access to other areas of the BTRS portal, as well as Web sites your

organi zation frequently accesses, such asyour local or state HAN site, the
Centersfor Disease Control and Prevention, or the Department of
Homeland Security.

Quick Links

@Send Mew Alert

State Department of Health Services
Department of Homeland Security
Centers for Disease Control and
Prevention

Using Quick Links

Using Search

Quick Links section of the BTRS home page

Clicking any link takes you directly to the designated folder, category, or
Web site. If the person who created the link entered a description for the
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item, you can read additional information about the designated location
by placing your cursor over the link.

Document Status

The Document Status section of the BTRS home page displays alist of
documents that:

« You have checked out of the Document Library (Checked Out)

« Another user wantsto publish to the Document Library, and that must
first be approved by you (Awaiting Your Approval)

» You want to publish to the Document Library, and that must first be
approved by another user (Pending Approval)

Pending Approval

IF‘enu:Iing Approval ;I

| Module 2: Planning and
Implementing
Interventions
Waiting an:
BTRES TRAMNING \Ftrckett |
Show Actions

'@ Smallpox Control
Program
W aiting on:
EBTRESTRAINING \brmaniey |
ETRETRAINING \fschubert
| Show Actions

Document Satus section of BTRS home page (Pending Approval view)

Thetitle of the section reflects the option you select in the list. By default,
the section displays documents checked out to you.

Viewing Documents Checked Out to You

Selecting Checked Out in the list on the BTRS home page displays the
list of documents currently checked out to you.

For each document, you can perform the following functions:

Click this To do this

The name of the document Displays the document’s
contents.

Check In Displays the Check In Document

page. For more information about
checking in documents, see
“Checking In Documents” on
page 58.

Show Actions Displays the Document Inspection
page. For more information about
document properties see
“Working with Documents” on
page 55.
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Viewing Documents Awaiting Your Approval

Selecting Awaiting Your Approval in the list on the BTRS home page
displaysthelist of documents that you must approve before the document
can be posted to the portal.

For each document, you can perform the following functions:

Click this To do this

The name of the document Displays the document’s
contents.

Approve/Reject Displays the Document Inspection

page. For more information about
document properties see
“Working with Documents” on
page 55.

Viewing Documents Pending Approval

Selecting Pending Approval in thelist on the BTRS home page displays
the list of documents you have posted that are awaiting another user(s)’s
approval before being successfully published. Under each document, a
list of users who need to approve the document displays.

For each document, you can perform the following functions:

Click this To do this

The name of the document Displays the document’s
contents.

Show Actions Displays the Document Inspection

page. For more information about
document properties see
“Working with Documents” on
page 55.

News

The News section of the BTRS home page displays documents posted to
your BTRS portal that reflect your organization’s current news. These
items are posted and managed by users with rights to publish BTRS home
page content. For more information about publishing content on the
BTRS home page, see the Administrator Guide.

Clicking any of the News links displays the contents of the article, or
takes you to a designated Web page.

Subscription Summary

The Subscription Summary section displays alist of documents, folders,
categories, and/or search criteriato which you currently subscribe,
followed by the number of new updates posted to the portal.
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Subscription Summary

Folder Subscriptions

Jefferson County {0)

Anthrax Workgroup (1)

'@ anthrax Safety
Training Materials

Category Subscriptions

Agents of Bioterrorism
{1)

T anthrax Safety
Training Materials

Subscription Summary section of the BTRS home page

When achange is made to a published document that affects a folder,
category, or search criteria you subscribe to, that document appears on the
BTRS home page under the name of the subscription. In addition, the
number next to the subscription title reflects the number of notifications
you have yet to clear.

3P Documents must be published for a subscription notification to occur.

Clicking a subscription notification link displays the document that has
been changed or added. Clicking the subscription name link displays the
Subscriptions page.

For more information about subscriptions to categories, documents, and
folders, see “Creating Subscriptions’ on page 28. For more information
about creating subscriptions for search criteria, see “ Subscribing to
Search Criteria” on page 21.

Announcements

The Announcements section of the BTRS home page displays documents
posted to your BTRS portal that reflect your organization’s current
announcements, in the order they were posted. These items are posted and
managed by users with rights to publish BTRS home page content. For
more information about publishing content on the BTRS home page, see
the Administrator Guide.

Clicking any of the Announcements links displays the contents of the
announcement, or takes you to a designated Web page.
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If asingle document or set of documents cover atopic that you are
particularly interested in or need to keep abreast of, you can subscribe to
either the individual document, or afolder or category in which the
document resides. When changes are made or new documents are added,
you will automatically be notified of the changes.

You can subscribe to categories, folders, documents, and search criteria.
Use the following table to determine how each subscription works:

This type of subscription

Generates a subscription
notification when

Category

Changes are made to published
documents assigned to that
category

New published documents are
assigned to that category (but not
any subcategory)

Document

Changes are made to the
document and it is republished

Folder

Changes are made to published
documents in that folder or any
subfolder

New documents are published to
that folder

Search

Changes are made to published
documents returned by your
search

New documents are published
that meet your search criteria

Subscription notifications appear on the BTRS portal home page. In
addition, you can also request that notification be sent to your e-mail
address; you have the option to receive e-mail notifications as changes
occur, or to receive daily or weekly notifications.

On the Subscriptions page, you can view a list of your current
subscriptions, along with active notifications. From here, you can also
clear notifications you no longer need to appear on the BTRS home page.
In addition, if you no longer want to be notified when changes occur to a
document, or in afolder or category, you can delete the subscription

entirely.
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Home Search Categories Document Library Alerts Directory My Profile BTRS Admin Logoff

Subscriptions for bmanley

Delete all subscriptions

Jefferson County

Folder Subscription, E-mail notifications are not sent for this subscription.
Delete subscription

Mo notifications found.

Anthrax Workgroup

Folder Subscription. E-mail notifications are not sent for this subscription.
Clear all notifications | Delete subscription

‘Ennthrax Safety Training Materials action: Modified
a5achemicalflyer.pdf Modified By BTRETRAINING kbarnes
Produced by the South Central Center for Public Health Preparedness in partnership with  Time: 7/21/2004 2:34:40 PM
the Capitol Departrnent of Public Health PREPAREDNESS UPDATE Chemical Agents of
Opportunity for Terrorism: The Medical and Psychological Consequences of Toxic
Industrial Chemicals and Toxic Industrial Materials
Clear | Subscribe | Discuss | Show Actions

Agents of Bioterrorism

Category Subscription. E-mail notifications are not sent for this subscription.
Clear all notifications | Delete subscription

Ennthrax Safety Training Materials Action: Modified
3s6chemicalflyer.pdf Modified By BTRSTRAIMING kbarnes
Produced by the South Central Center for Public Health Preparedness in partnership with  Tirme: 7/21/2004 2:34:40 PM
the Capitol Departrnent of Public Health PREPAREDNESS UPDATE Chemical Agents of
Opportunity for Terrorism: The Medical and Psychological Consequences of Toxic
Industrial Chernicals and Toxic Industrial Materials
Clear | Subscribe | Discuss | Show Actions

Back to top

Subscriptions page

Creating Subscriptions

Creating subscriptions to When you want to know when updates are made to a single document, or
search criteria is covered to documents in afolder or category, you can create a subscription.
separately in “Subscribing to

Search Criteria” on page 21. After you create a subscription, the subscription name appears on the

BTRS home page in the Subscription Summary section, and on the
Subscriptions page. On the BTRS home page, you can click the name of
the subscription to view that subscription’s notifications on the
Subscriptions page.

» To subscribe to a folder or category

1 Inthe Document Library, open the folder to which you want to
subscribe.

On the Categories page, open the category to which you want to
subscribe.

For example, if you want to subscribe to the Emergency Services
folder, click the link for the Emergency Services folder to display its
contents. The current folder name displaysin bold.

2 Under the path of the category or folder, click Subscribe.
Docurnent Library ¢+ Documents @ Hansworth County - Region 1 : Emergency Services

Subscribe | Rename | Delete | Add Sub-Folder | Add Document

The New Subscription page appears.
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New subscription

subscribe to this folder:

[ff] Documents : Hansworth County - Type a name for this subscription: (Required)
1 : Emergency Services : |Ernergency Services
Emergency Services

You can request to be notified when documents in E-mail Inotification (optional)
the folder change. vou will also be notified of Send ta:
changes to documents in subfolders, as well as the |kbarnas@btrshan.org

creation of new subfolders. (For exarmple, sormeone@rmicrosoft.com)

Subscription notifications are automatically How Often:

displayed in the portal, If you provide an e-mail Iﬁ
address, you will be notified by e-mail as well. "hen a change occurs x

Carn::EII
New subscription page

3 IntheTypeanamefor thissubscription field, type a name for your
subscription.

By default, the name of the folder or category appearsin thisfield.
This title appears on the BTRS home page and on the Subscriptions

page.

4  |f you want to receive an e-mail notification when updates occur, in
the E-mail notification field, enter your e-mail address.

If you only want notifications to appear on the portal, skip to step 6.

5 Inthe How Often ligt, select the how frequently you would like to
receive e-mail notifications: When a change occurs, Once a day, or
Once a week.

This option does not affect notifications displayed only on the portal.
6 Click Ok.

BTRS creates the subscription. The subscription title appearsin the
Subscription Summary section of the BTRS home page, aswell ason
the Subscription page.

» To subscribe to a document

1 Inthe Document Library, open the folder that contains the document
to which you want to subscribe.

2 Under the name of the document, click Subscribe.
The New Subscription page appears.

3 IntheTypeanamefor thissubscription field, type a name for your
subscription.

This title appears on the BTRS home page and on the Subscriptions
page.

4  |f you want to receive an e-mail notification when updates occur, in
the E-mail notification field, enter your e-mail address.

If you only want notifications to appear on the portal, skip to step 6.
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5 Inthe How Often ligt, select the how frequently you would like to
receive e-mail notifications: When a change occurs, Once a day, or

Once a week.

This option does not affect notifications displayed only on the portal.

6 Click Ok.

BTRS creates the subscription. The subscription title appearsin the
Subscription Summary section of the BTRS home page, aswell ason

the Subscription page.

Receiving Subscription Notifications

When you receive notification, either by e-mail or by viewing it on the
portal, that a change has occured to a document, category, folder, or
search criteria you subscribe to, you can view the document and/or the

subscription information.

Click this To do this
Document name Open the document for viewing
Subscription name Display the Subscription page

Clearing Subscription Notifications

After reviewing the changes to a published document sent to you through
a subscription notification, you can clear the notification so it no longer
appears as anew notification on the BTRS home page or the
Subscriptions page. You can clear individua notifications, or all the

active notifications for a subscription.

» To clear subscription notifications

1 Onthe BTRS home page, click the name of the subscription.

On the BTRS navigation bar, click Subscriptions.

The Subscriptions page appears.

2 Perform one or more of the following functions:

In this area

Click this

To clear a single notification

Under the name of the document
you want to clear, click Clear

To clear all naotifications for a
subscription

Under the title of the subscription
you want to clear, click Clear all
notifications

The documents are removed from the Subscriptions page and BTRS

home page.
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Deleting Subscriptions

If you no longer need to be notified when changes occur to a document,
category, folder, or search criteria you subscribe to, you can delete the
subscription on the Subscriptions page.

> 4 Deleting the subscription does not affect the document in any way.

P To delete a subscription
1 Onthe BTRS home page, click the name of a subscription.
—or—
On the BTRS navigation bar, click Subscriptions.
The Subscriptions page appears.

2 Perform one or more of the following functions:

In this area Click this

To delete a single subscription Under the name of the document
you want to delete, click Delete
subscription

To delete all subscriptions Under the title of the subscription
you want to delete, click Delete
all subscriptions

The subscription(s) are removed from the Subscriptions page and the
BTRS home page, even if you have active notifications.

© 2005, Global Secure Systems Corp.



32 BIOTERRORISM READINESS SUITE™ 4.1 USER GUIDE

© 2005 Global Secure Systems Corp.



3 Creating and
Managing Your
Profile

Logging on

You can also change your
password (see “Changing Your
Password” on page 47) and set
up your alert profile schedule
(see “Scheduling Alerting
Profiles” on page 44) after you
complete your profile.

AsaBTRS user, you need to create a profile that contains information
about you, where you work, what type of work you perform, and how you
want to be contacted in the case an aert is sent to you. In addition, you
can set and update passwords and codes to log on to BTRS and to confirm
aerts as part of your individual profile.

Keeping the information in your profile up-to-date is critical to the
success of the BTRS alerting system. As phone numbers, e-mail
addresses, and job locations often change, BTRS prompts you
periodically to verify your information. In addition, you may receive e-
mail reminders to change your password or update your profileif your
BTRS administrator requires you to do so.

When your system or BTRS administrator initially creates your account,
he or she may provide some or all of your profile information. When you
log on for the first time, you need to confirm and/or compl ete the
information in your profile so that other BTRS users in your HAN can
contact you and send you aerts.

for the First Time

Thefirst timeyou log onto the portal, you must verify and complete the
information in your profile before continuing.

You will need to do the following to complete your profile:

» Verify and/or enter your profile information — see “Maintaining Your
Profile Information” on page 33

« Set an alerting security code —“Using Alerting Security Codes” on
page 38

» Create an alerting profile—“Using Alerting Profiles” on page 40

A separate page automatically appears to assist you in entering the
information for each of these profile elements.

Maintaining Your Profile Information

Your profile is one of the most important elements of BTRS. Use the My
Profile pages to enter information about you, including your background,
and your work and home contact information. When you enter
information in your profile, you can receive alerts from othersin your
aerting network. In addition, information you enter on this page appears
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in the My Directory page so that othersin your network with permissions
can view your profile information to contact you.

When you complete and save your profile information, either for the first
time or when you make changes, BTRS sends you an e-mail (to the e-mail
address you specify) to confirm your changes.

Creating Your Profile

When you log on to BTRS for the first time or after not modifying your
profile for 30 days, the Profile Confirmation Required page appears.
Enter information on this page to complete or update your profile.

» To create your profile

1 Logontothe BTRS portal using the stepsin “Logging on to the
BTRS Portal” on page 14.

After you successfully log on, the Profile Confirmation Required

Cateqgories | Docurnent Library | Subscriptions Directory My Profile | Logoff

Your password is set to expire in 5 days.

Actions Infoermatien
7 Back to BTRS Home

" Change My Profll.e . Profile Confirmation Required
= Change My Alerting Profiles Our records indicate that you have not changed your profile within the last
» Change My Password 30 days,
s Set My Alerting Security Code . . . .
Please verify that all infarmnation is correct and click Save.

* Indicates a required field

Prefix: Mr.

First Marne: Jerry id
Last Mame: Hernandez [
Business Category: w
Professional Licenses: Educator v

Environrental
Food/Mutrition

Law Enforcement
Medical Doctor %

Specialties: Allergist/Immunalogist ~

Anesthesiologist

Colon & Rectal Surgean

Dermatologist

Ernergency Physician ot

Qrganization:
Title:

Degrees:

3P Missing or incorrectly formatted information is highlighted in yellow on the
Profile Confirmation Required page to assist you in locating errors.

2  Enter the following personal information:

In this field or list Do this

Prefix Select Dr., Mr., Ms., or Mrs.
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In this field or list

Do this

First Name

Type your first name

This is a required field

The only special characters BTRS
recognizes are apostrophe and hyphen.
Accents and other characters used in user
names are currently not supported.

Last Name

Type your last name

The only special characters BTRS
recognizes are apostrophe and hyphen.
Accents and other characters used in user
names are currently not supported.

Main Business
Category

Select the type of industry that you work in

Professional Licenses

Select one or more professional licenses that
you hold

Press CTRL while clicking to select more
than one type

Specialties

Select one or more medical specialties you
practice

Press CTRL while clicking to select more
than one type

Organization

Type the name of your organization

Title

Type your professional title

Degrees

Type any degrees that you hold

3 Enter the following Work Contact information:

In this field or list

Do this

Work Location

Type information about where you work,
such as Building 1045, Intensive Care Wing,
or Sacramento

Work Address

Type the address of the facility you work in

Work City

Type the name of the city in which your
facility is located

Work State/Province

Select the state or province in which your
facility is located
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In this field or list

Do this

Work Zip/Postal Code

Type the ZIP or Postal code for the facility in
which you work

You must enter 5-10 characters

Work Email

Type an active work e-mail address
This is a required field

Enter the complete address; for example:
joe user@ca.gov of
fred.smith@hospital.org

Work Phone

Type your work phone number, including
area code and any extension

You must enter at least 10 digits

Work Fax

Type your work fax number, including area
code

You must enter 10 digits

4  Enter the following Home Contact information:

In this field or list

Do this

Home Address

Type your home address

Home City

Type the name of the city in which you live

Home State/Province

Select the state or province in which you live

Home Zip/Postal Code

Type the ZIP or Postal code for the city in
which you live

You must enter 5-10 characters

Home Phone

Type your home phone number, including
area code

You must enter at least 10 digits

5 Enter the following Alternate Contact information:

In this field or list

Do this

Alternate Email

Type an e-mail address other than your work
e-mail address

Enter the complete address; for example:
joe user@ca.gov of
fred.smith@hospital.org

Cell Phone

Type your cell phone number, including area
code

You must enter 10 digits
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In this field or list

Do this

Alpha Pager

Type the e-mail address of your alpha pager

Enter the complete address; for example:
6498511022@pagerco.net

Numeric Pager #

Type the phone number of your numeric
pager
You must enter 10 digits

Alternate Phone

Type a phone number other than that of your
primary work, home, or cell phones,
including area code

You must enter at least 10 digits

Satellite Phone

Type the number of your satellite phone,
including area code

Other Means of
Contact

Provide information for any additional means
people may use to contact you

This information can be an e-mail address,
or a phone or fax number

6 Enter thefollowing M

iscellaneous information:

In this field or list

Do this

Languages Spoken

Select one or more languages that you
speak

CPR Certified Select this check box if you are certified to
perform cardio-pulmonary resuscitation
(CPR)
7 Click Save.

The User Profile Change Confirmation page appears.

8 Click OK.

The My Profile page appears.

If you are logging on for the first time, the Set My Alerting Security
Code page appears. Follow the stepsin “ Setting Your Alerting
Security Code” on page 39 to set your alerting security code.

BTRS aso sends you an e-mail to confirm the information you just

entered.
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Updating Your Profile Information

You can change your profileinformation at any time if your contact
information changes, such as your office location, phone number, or
e-mail address. In addition, if you do not make any changes to your
profile, every 30 days BTRS will prompt you when you log on to verify
your information and make any necessary updates. You may also recieve
an e-mail notification reminding you to log in and verify your profile
information.

» To update your profile information
1 Onthe BTRS navigation bar, click My Profile.

The My Profile page appears and displays your current profile
information.

2 Under Actions, click Change My Profile.
The Change My Profile page appears.

3 Using the stepsin “To create your profile” on page 34 as a guide,
make any changes to your profile.

4 At the bottom of the page, click Save.
BTRS displays the message, “Profile successfully changed!”
5 Click OK.

The My Profile page appears, and BTRS sends you an e-mail to
confirm the changes you made.

Using Alerting Security Codes

The alerting security code is afour-digit number you enter to confirm an
alert over the phone. When you receive an aert via a phone call at one of
your designated phone numbers, you will be asked to enter this number to
confirm your identity before the alert message will play.

Your aerting security code does not expire, but you can change the
number at any time through the BTRS portal. You may also choose to
have your BTRS administrator change your code for you.

3 Vour alerting security code and your password (which you use to log into
BTRS) have different values and are not used for the same purpose. For more
information on passwords, see “Changing Your Password” on page 47.
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Setting Your Alerting Security Code

As part of the profile confirmation process, the first time you log on to the
BTRS portal, you will be prompted to create an alerting security code.

gories [ Documnent Library | Subscriptions Directary

My Profile | Lagoff

Your password is set to expire in 5 days.

Actions Information

# Back to BTRS Home

= Change My Profile Set My Alerting Security Code

= Change My alerting Profiles Our records indicate that you have not set an &lerting Security Code!

» Change My Password

« Set My Alerting Security Code 70U must set your Alerting Security Code before creating Alerting Profiles.
An Alerting Security Code insures the delivery of secure alerts over
automated voice systerns, The alerting Security Code entered must consist
of exactly 4 numbers,

Mew Alerting Security Code:
Werify Mew Alerting Security Code:

Save | | Cancel

Set My Alerting Security Code page

The Set My Alerting Security Code page only appearswhen you log on for
the first time, after you complete the stepsin “Creating Your Profile” on
page 34. To change an existing security aerting code, follow the stepsin
“Changing Your Alerting Security Code” on page 39.

P To set your alerting security code

1 Onthe Set My Alerting Security Code page, in the New Alerting
Security Code field, type the four-digit alerting security code you

want to use.

2 Inthe Verify New Alerting Security Code field, reenter your
alerting code.

3 Click Save.

The Alerting Security Code Change Confirmation page appears.
4 Click OK.

The Create an Alerting Profile page appears. Use the stepsin
“Creating Alerting Profiles’ on page 41 to create your alerting
profile.

Changing Your Alerting Security Code

You can change your aerting security code at any time to another four-
digit number, either for security reasons, or if you've forgotten the
number.

» To change your alerting security code
1 Onthe BTRS navigation bar, click My Profile.
The My Profile page appears.
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2 Under Actions, click Change My Alerting Security Code.
The Change My Alerting Security Code page appears.

3 Inthe New Alerting Security Code field, type the new four-digit
alerting security code you want to use.

4 Inthe Verify New Alerting Security Code field, reenter your
alerting code.

5 Click Save.

BTRS displays the message, “ Alerting Security Code successfully
changed for [your name]!”

6 Click OK.

The My Profile page displays, showing your current profile
information.

Using Alerting Profiles

Depending on your organization’s alerting procedures and regulations,
your organization may need to contact you with an alert at various times,
even if you're away from the office or at another location. After you set
your alerting security code, you have the ability to create, edit, and
activate several different alerting profilesto meet those needs. In addition,
you can use the Alerting Profile Scheduler to set when each profile will be
active.

About Alerting Profiles

Alerting profiles merely provide away for you to tell BTRS how you
want to be notified in case an dert is sent to you. BTRS allows you to
create an automated list of contact methods, such as cell phone, e-mail,
and pagers, for low, medium, and high profile alerts. In addition, you can
specify which of those contact methods you want to use for each alert,
based on the alert’s priority (low, medium, or high), and the order in
which the alert is sent to each device.

You can create several different profiles that enable you to specify
different scenarios for contacting you. For example, when you are at
work, you may want to be notified of an alert through your work e-mail
address and work phone. When you go home, however, or if you are
called away from your office, you may opt to be notified through other
methods, such as your home phone, cell phone, or pager. In addition, if
you travel or plan avacation, and will not be able to respond to alerts, you
may want to create another profile that sends notifications to your work e-
mail only, or does not notify you at all. By creating several aerting
profiles, you need only to change your active aerting profile and
designating times when each is active, you can automatically receive
alerts at the proper location, 24 hours a day, 7 days aweek.
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Creating Alerting Profiles

Thefirst time you log on to BTRS, you are prompted to create an alerting
profile as part of the profile confirmation process. In addition, you can
create additional profiles at any time. Creating an alerting profile enables
your organization to aert you using the methods you designate. You can
also set an aerting schedule that employs the profiles you create.

3 You may opt to not create an aerting profile when you first log onto BTRS. If
you do not create any alerting profile, you will still receive an e-mail each
time an alert is sent to your role.

» To create an alerting profile
1 Onthe BTRS navigation bar, click My Profile.

If you are logging on for the first time, after completing the stepsin
“To set your aerting security code” on page 39, skip to step 4.

The My Profile page appears.
2 Under Actions, click Change My Alerting Profiles.
The Change the Alerting Profiles page appears.

gories | Documnent Library | Subscriptions

Directory My Profile | BTRS Admin | Logoff

Your password is set to expire in 5 days.

Actions Infermation

Create an Alerting Profile
Qur records indicate that you have not set up an alerting profile!

‘our alerting profile contains the preferred methods of contact in the event an alert is sent to you. Click New button to create an alerting
profile,

Default Alerting Profile: {none})

| set as Default | | Mew | |Edit| | Delete || Scheduler |

If you are logging on for the first 3 Click New.
time, the Create an Alerting )
Profile page appears after you The Profile Name page appears.

complete the steps in “To set
your alerting security code” on
page 39.
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ch | Categories | Document Library | Subscriptions | Alerts | Directory My Profile | BTRS Admin | Logoff

Actions Information

# Back to BTRS Home

= Change My Profile Profile Name:

= Change My Alerting Profiles Set as Default: 0
= Change My Passward

= Change My Alerting Security Cods * High Priority Alerts

Lacation 1! (Mone)
Location 2 (Mone)
Location 3: (Mone)

Lacation 4 (Mone)

L B ER ]S

Location 5: (None)
Medium Priority Alerts
Lacation 1 (Mone)

Location 2: (None)
Lacation 3 (Mone)

Location 4: (None)

LB EAENES

Lacation 5 (Mone)
Low Priority Alerts
Location 1 (Mone)

Location 2! (Mone)
Lacation 3: (Mone)

Location 4: {None)

LY IES BN ES

Lacation 5 (Mone)

Save | | Cancsl

4 Inthe Profile Namefield, type the name you want to give your
alerting profile.

Create a name that accurately reflects the purpose of the profile, such

as“daily,” “weekend,” “on cal,” or “vacation.”
5 To set thisas your default profile profile, select the Set as default
check box.

6 Under High Priority Alerts, in the L ocation lists, select one or more
contact devices you would like BTRS to send alerts to when high
priority alerts are sent to you.

When an alert is sent to you, the device you select in the L ocation 1
list will be contacted first; the device in the L ocation 2 list will be
contacted second, etc.

3 I you create and set as default an alerting profile in which you select (none)

If you are logging on for the first
time, you can now continue to
the portal home page. Under
Actions, click Back to BTRS
Home.

for al locations, you will only receive aerts on the BTRS portal.

7 Repeat step 6 for the Medium and Low Priority Alerts sections.
8 Click Save.

The Change My Alerting Profiles page appears and displays the
profile you created. You can assign the days and times you want the
profileto be active, otherwise, BTRS activates your default profile.
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Editing Alerting Profiles

You have the option at any time to edit your alerting profiles by changing
how you want to be contacted for one or more alerting priorities.

» To edit an alerting profile
1 Onthe BTRS navigation bar, click My Profile.
The My Profile page appears.
2 Under Actions, click Change My Alerting Profiles.
The Change My Alerting Profiles page appears.
Select the aerting profile that you would like to change.
Click Edit.

The Profile Name page appears, and displays the profile’s current
information.

Make any necessary changesto your alerting profile.
Click Save.

BTRS saves your changes and displays the Change My Alerting
Profiles page.

Deleting Alerting Profiles

When you no longer need to use a particular alerting profile, you can
deleteit so that it no longer appearsin the aerting profilelist. Deleting an
alerting profile also removes it from your Alerting Profile Schedule.

» To delete an alerting profile
1 Onthe BTRS navigation bar, click My Profile.
The My Profile page appears.
2 Under Actions, click Change My Alerting Profiles.
The Change My Alerting Profiles page appears.
Select the alerting profile that you would like to delete.
4 Click Delete.

BTRS displays the message, “ Are you sure you want to delete [name
of alerting profile]?’

5 Click OK.

The alerting profileis removed from the alerting profile list.
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Scheduling Alerting Profiles

BTRS automatically activates alerting profiles using the days/times you
specify in the Alerting Profile scheduler. During days/times that no
profiles are scheduled to be active, your default profile will be activated.
If you choose, you can opt to not use the Scheduler, and merely set a
different default profile as necessary. BTRS sends alerts to the devices
you select based on your active alerting profile.

3 If you chooseto use the Alerting Profile Scheduler, BTRS will continue to
automatically activate the alerting profiles you include until you remove them
from your schedule.

P To set your alerting profile schedule

1 Usethestepsin“To create an aerting profile” on page 41 to create
one or more alertiing profiles.

2 Onthe Change My Alerting Profiles page, click Scheduler.

The Change Alerting Profile Schedule for [ name of user] window
opens.

Change Alerting Profile Schedule for Jerry Hernandez

# Show Instructions

Monday Tuesday Wednesday Thursday Friday

0:00 AM
0:30 AM
1:00 AM
1:30 AM
Z:00 AM
2:30 AM
3:00 AM
3:130 AM
4:00 AM
4:30 AM
5:00 AM
5:30 AM
6:00 AM
6:30 AM
7:00 AM
T30 AM
G:00 AM
g:30 AM
9:00 AM
9:30 AM
10:00 AmM
10:30 AM
11:00 AM
11:30 AM
12:00 PM

Change Alerting Profile Schedule window
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3 Placeyour cursor over the day/time you want to activate an aerting
profile, then click and drag to the time you want to deactivate the
profile.

You can change the time period during which the profile is active at
any time.

The Add Alerting Profile Schedule dialog box opens.

600 &AM
G130 AM
100 AmM
F130 AM
g:00 AmM
G130 AM
.00 AM
9:30 &AM
10:00 AM
10:30 &AM
11:00 AM
11:30 AM
1z2:00 PM
12:30 PM
1:00 PM
1:30 PM
2:00 PM
130 PM
(00 P
v30 PM
(oo PM
130 PM

Add Alerting Profile Shedule dialog box

4 IntheAlerting Profileslist, select the profile you want to activate for
thistime period.

5 Click Assign.

A hitp-iivaga virtuslalert. com - Select Alertl... [2 ] ©

Add Alerting Profile Scheduls

Alertimg Prodiles;
werkday
f Bl
i call

.LEEI:T-I =0

& Dore B trbermat

Bl B W] W] e

The Add Alerting Profile Schedule window closes, and the profile
name appears on the schedule.
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00 AM
F130 AM

00 A B w

B30 AM
200 AM |workday
9:30 AM
10:00 &M
10:30 aM
11:00 &M
11:30 AM
12:00 PM
12:30 PM
1:00 PM
1:30 PM
Z:00 PM
2:30 PM
3:00 PM
3130 PM
4
4
5

(00 PM
130 PM
(00 P

Change Alerting Profile Schedule window, with profile added
6 Repeat steps 3-5 to assign additional times.

7 To closethe Change Alerting Profile Schedule window, click the X in
the upper right corner of the window.

» To edit your alerting profile schedule
1 Onthe BTRS navigation bar, click My Profile.
The My Profile page appears.
2 Under Actions, click Change My Alerting Profiles.
The Change My Alerting Profiles page appears.
3 Click Scheduler.

The Change Alerting Profile Schedule for [ name of user] window
opens.

4 Perform one or more of the following functions.

To do this Do this

Move an existing Place your cursor over the header of the

scheduled block block, then click and drag to the desired time
period.

Change the hours Place your cursor over the top of bottom

assigned to an existing | border, then click and drag to adjust the time

scheduled block period.
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To do this

Do this

Remove an existing
scheduled block

Click the X in the upper right corner of the
block

Assign a different
profile to an existing

Select the block, then click to display the
View/Edit Alerting Profile Schedule window

scheduled block —or—

click the [icon graphic] in the header of the
block

5 To closethe Change Alerting Profile Schedule for [name of user]
window, click the X in the upper right corner of the window.

Changing Your Password

When your BTRS administrator creates your user account, he or she
assigns a user name and password that you use to log into BTRS.
Although your user name cannot be changed, you can change your
password after you log on for the first time.

Before changing your password, be sure that you follow your
organization's security guidelines or requirements for your password.
Check with your BTRS administrator if you have any questions.

After you change your password successfully, BTRS requires you to log
in using your new password.

¥ vou password is not the same as your aerting security code, which isthe
four-digit number you use to identify yourself on the phone when you receive
an alert. For more information on alerting security codes, see “ Setting Your
Alerting Security Code” on page 39.

» To change your password
1 Onthe BTRS navigation bar, click My Profile.
The My Profile page appears.
2 Under Actions, click Change My Password.
The Change My Password page appears.

iptions | Alerts | Directory | My Profile | Logoff

Actions Information

# Back to BTRE Home

= Change My Profile

) Change My Passwor d
= Change My alerting Profiles

Enter your current passwors

» Set My Alerting Security Code Current Password:

Mew Passwor dt
Werify Mew Passwor d: IT
Save] cancel

3 Inthe Current Password field, type your existing password.
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4 Inthe New Password field, type the new password you want to use.
In the Verify New Password field, reenter your new password.
Click Save.

BTRS displays the message, “ Are you sure you want to change your
password?’

7 Click OK.

BTRS displays the message, “ Password successfully changed!”
8 Click OK.

The Connect to [BTRS portal URL] dialog box displays.
9 Using your new password, log on to the BTRS portal.
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4 Using the Document
Library

The Document Library section of the BTRS portal acts both as a storage
facility for your organization’s documents and as an arena for drafting,
discussing, working with others on, and approving documents for
publication. In the library, you can share documents as you might on an
Intranet or network, but you can also check in drafts you are still working
on, so that other users will not be able to view those documents. In
addition, each folder in the library can have different levels of security
applied; this means that confidential data is only made available to the
appropriate BTRS users.

The Document Library enables you to:
» Control document access based on role-based permissions

»  Apply descriptions to document properties to help make documents
searchable

« Control document publishing based on user permissions

» UseWeb discussions to incorporate online comments from multiple
document reviewers

« Track and view a document’s publishing history

Before you begin working in the Document Library, take a moment to
read about and understand how the library works and what types of
permissions are available. When you are ready, read on to learn more
about working with both folders and documents.

Understanding Document Library
Permission Levels

If you have a BTRS Admin
license and rights to publish
content to the portal home
page, you can publish
documents to those folders
through the Document Library.
For more information about
publishing content on the home
page, see the Administrator
Guide.

If you have either aBTRS Collaboration or BTRS Administration license,
you can view and access the Document Library section of the BTRS
portal. Userswith BTRS Alerting licenses do not see thislink on the
BTRS navigation bar.

When you access the Document Library, you can search for, read, add,
edit, discuss, and/or delete documents and folders based on your
permission level for that folder. In addition, each folder may or may not
include approval routing, which enables folder administratorsto require
that specific users approve each document before it can be published to
that folder.
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3P Keepin mind that while you may be assigned one type of permission for a

particular folder, you may be assigned another for a second folder, and so on.

The following table describes the kinds of functions you can performin a

folder for each permission level:

This permission
level

Can do this

Cannot do this

In folders In documents In folders In documents
Reader + View folders +« Searchforand | « Add, delete, or | « Check-out,
read published rename folders add, edit, or
documents delete
« Subscribe to documents
folders and + View checked-
documents in versions of
« Participate in documents
document
discussions
Author + Create, + Subscribe to + Change user
rename, and folders and permissions of
delete folders documents folders that
« Participate in they create
document
discussions
« Search for,
read, add new,
edit, and delete
all drafts and
published
documents
Admin + Create, + Subscribe to
rename, and folders and
delete folders documents and
« Assign participate in
approval document
routing for discussions
folders they + Search for,
administer read, add new,
« Assign edit, delete all
permissions for drafts and
folders they published
documents

administer

Approver (can be
either Reader,
Author, or Admin)

« Approve or
reject
documents
submitted to
that folder for
publication
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Putting Document Library Permission
Levels to Work

Thefirst step to working successfully in the library is understanding the
parent/child relationship between folders. While the next section
“Working with Folders and Categories’ covers working with foldersin
more detail, the following diagram shows a sample Document Library
environment with severa folders, each with different permissions
assigned to various roles. Use this diagram as reference for different
scenarios your organization might have.

3 You can confirm what access permissions you have for a particular folder by

looking at the Current Folder Rights section near the top of each folder’s
page.

Epidemiclogy:

HAMN Coordinator - Approver
Epidemiolagists - Approver
Director of Emergency
Services - Author
Emergency Services
Coordinators - Readear

—

¥
— —

L= s

HAN Coordinator - Author
Epidemiologists - Reader
Director of Emergency
Services - Author
Emergency Services
Coordinators - Reader

Epidemiology Workgroup A:

Epidemiology Woarkgroup B:

HAN Coordinator - Reader
Epidemiologists - Reader
Director of Emergency
Services - Reader
Emergency Services
Coordinators - Author

"

Epidemiclogy Waorkgroup C:

HAN Coordinator - Approver
Epidemiologists - Author
Director of Emergency
Sefvices - Author
Emergency Services
Coordinators - Reader

| — L4

Lab Reports:

HAN Coardinator - Author
Epidemiologists - Reader
Director of Emergency
Services - Reader
Emergency Services
Coordinators - Reader

Sample folder directory in the Document Library with assigned folder permissions
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Working with Folders and Categories

For more information about
how categories work, see
“Categories” in Chapter 2,
page 22. For information about
assigning categories to
documents you post on the
portal, see “Adding Documents
to the Library” on page 58.

Both categories and folders provide structure for your documentsin the
Document Library. Planning and maintaining your folder structureisa
very important element of creating an efficient workspace for you and
your coworkers. Depending on the Document Library permission levels
you have, BTRS enables you to create, rename, or delete folders. In
addition, if afolder contains information you particularly need to know
about and stay current with, you can subscribe to that folder and be
notified when new documents are posted or when changes are made.

Understanding Categories

Categories provide another method for you to organize your documents.
You can assign categories to each document you post to the Document
Library, to help locate and sort documents. You can create categories
based on the document’s function (such as calendar, memo, or report), by
the users in arole who need to access the document (such as workgroup,
task force, or management), or the document’s topic (such as smallpox,
homeland security, or emergency services).

Standard and Enhanced Folders

Within the Document Library, two types of folders are available: standard
and enhanced. While both folders enable you to further your document
organi zation, enhanced folders provide additional functionality, including
document check in, publishing, and version history.

The following table shows which document features each folder type
supports:

This folder type

Supports these elements

Profiles Check in/out Publishing Version
history
3 Standard X
] Enhanced X X X X
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Creating Folders

When BTRSisinstalled, the Document Library section contains three
folders. Dashboards, Documents, and Portal Content. While the
Dashboards and Portal Content folders are used primarily by BTRS
administrators, the Documents folder provides access to the entire
Document Library structure. Based on your permission level access for
each folder within this structure, you may be able to create subfoldersin
the library to store your documents.

» To create folders

1 Inthe Document Library, open the folder in which you want to create
a subfolder.

For example, if you want to create anew folder within the Emergency
Servicesfolder, click the Emergency Servicesfolder link to display
its contents. The current folder name displays in bold.

Docurnent Library + Documents @ Hansworth County - Region 1 : Emergency Services
Subscribe | Rename | Delete | Add Sub-Folder | Add Docurnent

The Document Library page updates to reflect the folder’s structure.
2 Under the folder’s path, click Add Sub-Folder.
The Create a new folder page appears.

3 Inthe Enter the namefor thisfolder field, type the name for your
new folder.

4 Click Create.
The Document Library page appears and displays the new folder.

Renaming Folders

In folders where you have permission to do so, you can update the name
of the folder, and your documents will remain in the folder with its new
name.

When you rename afolder, all Web discussions associated with documentsin
that folder are removed. If you want to retain your previous discussions,
delete the documents from the folder, and publish them to the renamed (or
new) folder. For more information about discussing documents, see
“Discussing Documents” on page 69.
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You can confirm what access
permissions you have for a
folder by looking at the Current
Folder Rights section near the
top of each folder’s page.

You can confirm what access
permissions you have for a
folder by looking at the Current
Folder Rights section near the
top of each folder’s page.

4

To rename a folder

1

In the Document Library, open the folder that you want to rename.

For example, if you want to rename the Emergency Services folder,
click the Emergency Servicesfolder link to display its contents. The
current folder name displays in bold.

Docurnent Library + Documents @ Hansworth County - Region 1 : Emergency Services
Subscribe | Rename | Delete | Add Sub-Folder | Add Docurnent

The Document Library page updates to reflect the folder’s structure.
Under the folder’s path, click Rename.

This option does not appear if you do not have permission to rename
the folder.

The Rename a folder page appears.

In the Enter the new name for thefolder field, type the new name
you want the folder to have.

Click Save.
The Document Library page appears and displays the renamed folder.

Deleting Folders

If you have Admin permissionsin afolder (aswell asin all that folder’s
subfolders), you can delete the folder and its contents, including
discussions.

When you delete the folder, you will also delete any documents in that folder,
aswell as subfolders and those folders' contents.

4

To delete a folder

1

In the Document Library, open the folder that you want to delete.

For example, if you want to delete the Emergency Services folder,
click the Emergency Servicesfolder link to display its contents. The
current folder name displays in bold.

Docurnent Library + Documents @ Hansworth County - Region 1 : Emergency Services
Subscribe | Rename | Delete | Add Sub-Folder | Add Docurnent

The Document Library page updates to reflect the folder’s structure.
Under the folder’s path, click Delete.

This option does not appear if you do not have permission to delete
the folder.

BTRS displays the message, “Are you sure that you want to delete
thisfolder and all of its contents?’
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3 Click OK.

The Document Library page updatesto reflect that the folder has been
deleted.

Subscribing to Folders

For more information about If afolder contains several documents that cover atopic you are

creating subscriptions, clearing particularly interested in or need to keep abreast of, you can subscribe to

subscription notifications, or e i

deleting subscriptions, see that folder and be notified when:

C\Ar{gg(tggz‘fvgggseug;c”puons " . Cr:)e]}nglgcels are made to published documentsin that folder or any
subfolders

« New documents are published to that folder or any subfolders

Subscription notifications appear on the BTRS portal home page. In
addition, you can aso request that notification be sent to your e-mail
address; you have the option to receive e-mail notifications as changes
occur, or to receive daily or weekly notifications. To create a subscription,
see “Creating Subscriptions’ on page 28.

Working with Documents

Within the folders of the Document Library, you can post several types of
filesfor avariety of purposes. You can choose to check in adocument that
isin progress, or publish the document so that other users may view it. In
addition, you can participate in discussions for a particular document, fax
the document to other BTRS users, and edit and update your document’s
profileand file.

Types of Documents

By default, each folder in the Document Library enables you to publish
base — or standard — documents. Base documents can represent several
different types of files, including documents, graphics, databases, and
spreadsheets. In addition, your BTRS administrator may enable additional
types of document profiles that you can use to associate with your files.

I Theweb Link, Announcement, and News Item profilesin the Document
Library are only document types, and do not correlate in any way to the News,
Announcements, and Quick Links sections of the BTRS home page.

For this type of | You can create this kind of profile
document

Base document Standard document in the Document Library (can
be document file, such as .doc, .xlIs, .pdf, .ppt,
.mdb, .htm, or .txt; or graphics file, such as .bmp,

.gif, or .jpg)
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For this type of | You can create this kind of profile
document

Web link Link to a page of a Web site

Announcement Standard document (see above), but does not
include category or description options

News Item Standard document (see above), but does not
include category or description options

Viewing Documents in the Library

If you have permission to do so, you can view folders and documents in
the Document Library and Categories sections of the BTRS portal.
Depending on what document profile is assigned to the document, and
whether the document is stored in an enhanced or standard folder, you can
also view information about the document, including its status and
publishing history. In addition, you may be able to check in or out,
rename, update the profile for, and/or publish the document.

Understanding Document Library Icons

While working in the Document Library section you may see documents
in various stages of publication. Look for the following icons under
document names to easily recognize these stages:

This symbol Means this
G The document must be approved by one or more
designated approvers before any action can be
taken
@ The document has been published to the

Document Library

@ The document is currently checked out to a user

, Checked-in documents do not have an associated icon.

In addition, each document posted in the library displays the icon of
application in which it was created.

For example, documents created using Microsoft Word display the W)
icon next to the document title.

Showing Available Actions

For every document checked in or published to the Document Library,
you can perform one or more functions, including checking out, deleting,
or viewing the document’s publishing history. What actions you can
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perform are determined by your permissions in that folder, and the
document’s status.

The following table describes each possible action you can select for a
document, and the results of selecting that action:

Click this To do this

Back to previous | Return to the folder or category in which your
view document is stored

Delete Remove the document from the Document Library
(no recovery)

Rename Display the Rename a document page
Check Out Display the Check out a document page
Check In Display the Check in a document page

Undo Check Out | Restore the document to the portal in its previous
state (no changes saved after check out)

Publish Display the Publish a document page

Version History Display the Version history page

Viewing Document Version History

For each document checked in or published to an enhanced folder in the
Document Library, you can view both the document’s publishing history
and the document’s contents at each stage of the publishing process.

» To view a document’s version history

1 Inthe Document Library, open the folder that contains the document
for which you want to view document history.

For example, if you want to open the Emergency Services folder,
click the Emergency Servicesfolder link to display its contents. The
current folder name displays in bold.

Docurnent Library + Documents @ Hansworth County - Region 1 : Emergency Services
Subscribe | Rename | Delete | Add Sub-Folder | Add Docurnent

2 Under the name of the document, click Show Actions.
The Document Inspection page appears.
3 Under Actions, click Version History.

The Version history page appears, displaying the publishing history of
your document.

4 Toreview the contents for any version of the document, click the link
for the version number you wish to view.
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Check in and publishing
features are only available in
enhanced folders. For more
information about standard and
enhanced folders, see
“Standard and Enhanced
Folders” on page 52.

Adding Documents to the Library

You have the ability to post documentsto the Document Library in one of
two ways: either by checking in a draft version of your document, or by
publishing it to the portal. Checking in adocument enables you to save a
working version of the document on the portal without publishing it for
all readers of that folder. Only those with permission to access checked in
documents are able to view the document. When you are ready to present
your final version, you can publish your document in the folder. All users
with permission to view the folder can then view your published
document.

Using either method, you can provide information about your document
that helps those with permission to view your document to | ocate the
document on the portal and determine the document’s purpose.

Checking In Documents

You can check in your document drafts to enhanced folders asyou are
working on them to save versions and enable other usersto provide
feedback using Web discussions. Only those users with Author or Admin
permissionsin the folder may view checked-in documents.

You can either check in a new document to the library, or check in a
document you have already checked out.

3  vou must have Author or Admin permissions for the folder to check in
documents (and view checked-in documents).

4

To check in a new document

1 Inthe Document Library, open the folder you want to check the
document into.

For example, if you want to check a document into the Emergency
Servicesfolder, click the Emergency Servicesfolder link to display
its contents. The current folder name displays in bold.

Docurnent Library + Documents @ Hansworth County - Region 1 : Emergency Services
Subscribe | Rename | Delete | Add Sub-Folder | Add Docurnent

2 Under the path of the folder, click Add Document.
The Add a document page appears.

3 Next to the Document file name field, click Browse.
The Choose file dialog box opens.

4 Navigate to and select the file that you want to check in.
Click Open.

The Choose file dialog box closes, and the document path appearsin
the Document file namefield.
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Add a document

Add a docurnent to this falder:

(1] Documents for Our Group Only Dacument file name:

CAD and Settings\F prevention.p: _Browse... |

Select the document to add to the workspace folder. Then chaose

whether you want to check in or publish the document,
@ check in the document
Authors in the folder can view and edit it. It will not appear in search results or categories
until it is published,

' publish the document

Readers in the folder can see it if no approval process is pending, It will appear in search
results and in categories when published.

Select the Check in the Document option.
Click Continue.

The Document Profile page appears.

Version comments

Enter comments abaut this version of this document. .
Enter your version c:

Reviewed and edited section on safety for children =
Document profile
Checking in this document:
i) Lightning—The Underrated Killer Select a profile:
Lightning Safety(1.1).doc |E*55E Docurnent =l
The information you provide in the document profile will ensure —

quality search results for other users of this workspace

Lightning—The Underrated Killer
* Indicates required information

Author

[mational weather Service

Description

Provides information avoiding injury during heavy thunderstorms that =]
include lightning.

Categories
(BTRS Training

al
:Health Advisories:State
Use Ctrl+Click to select multiple values

Keywords
[lightring; prevention; safety; emergency services; weather; storm
Use semi-calons to separate multiple values,

Concel

Under Version comments, in the Enter your version comments
field, type any information about this draft that will help other users
know the status of your document.

This information appears on the Version history page.

Under Document Profile, in the Select a profile list, select Base
Document from the avail able options.

You may also select Web Link, News Item, or Announcement if the
profiles are available for that folder. For more information about
document types, see “ Types of Documents’ on page 55.

Inthe Title field, type the document name you want to display in the
library.
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If you enter document
properties information in
Microsoft® Word, Excel,
PowerPoint, and Visio, the
information automatically
populates the Title, Author,
Description, and Keywords
fields on this page.

11

12

13

14

15

To

3

Inthe Author field, type the name of the person who either created or
isresponsible for this document.

In the Description field, type any comments or introductory
information about this document that will help others to identify it.

This information displays under the name of the document wheniit is
posted.

In the Categories list, select one or more categories to which this
document should be assigned.

To select more than one category, press the CTRL key while clicking.
To deselect a category, press CTRL and click the category again.

In the Keywordsfield, type one or more words that users can type to
search for your document.

Type a semicolon between entries.
Click Save.

The Document Library page appears and displays your document as
checked in.

check in a checked out document

In the Document Library, open the folder that contains the document
you checked out.

Under the name of the checked out document, click Show Actions.

The Document Inspection page appears.

Actions Information

? Back to previous view ) Lightning—The Underrated Killer

R — Lightning Safety.doc

" Delete

® Rename working copy version 2.1

: g:‘:”mclf':k out Status: Checked out to USERTRAINING\bmanly

. Modified:  7/22/2004

+ Version History todified By: bmanly
wersion: 21
Falder: /Documnets/Hansworth County - Region 1/2mergency Servizes
URL: hittp:/ftraining virtualalert com/BTR S/ SHADOW/D: 20C ounty ¥ 20-

201/Emergency#20Services/Lightning%203afety(2.1).doc

Profilz: Base Document

Title: Lightning—The Underrated Killer

Author: Hational Weather Service

Description: Provides tips and awareness for protecting yourself against lightning during psriads of severe weather
Cateqories: :Respanse Plans; tHealth i dersl; :Health Ad ies: 1 tHealth adviscries:Lacal
Keywords: | ghtning; severe weather

Crested:  7/22/2004

Qwner: USERTRAINIMG D Tanly

Size: 30.50 KB

Published version

URL: hittp:/ftraining virtualalert com/BTR S/Documents/Hznsworth% 20 Couty % 20-%2 0R e gion %201 /Emergency %
0Services/Lightning% 205 afety .doc

Under Actions, click Check In.

The Check in document page appears.
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Check in document

Check in this documnent:
W] Lightning—The Underrated Killer ' Copy the decument from my computer to the workspace
Lightning Safety doc

1f you have copied the dacument to your cornputer and made Decument file name: _
changes, you need to copy it back o the warkspace in rder to [c\Documents and Settings\Lightning Safety.doc Browse.
check in'a version with your changes

4 Make sure the Copy from my computer to the workspace check

box is selected.

If you do not select the check box, the updated file on your computer is not
uploaded to the portal.

5

9

Next to the Document file name field, click Browse.
The Choose file dialog box opens.

Navigate to and select the file that you want to check in.
Click Open.

The Choose file dialog box closes, and the document path appearsin
the Document file namefield.

Click Continue.
The Document Profile page appears.

Version comments

Enter cornments about this version of this document
Enter your version comments:

Reviewed and edited section on safety for children, =]
Document profile
Checking in this document:
W) Lightning—The Underrated Killer Select a profile:
Lightning Safety(1.1).doc [Base Dacument JE |
The information you provide in the document profile will ensure Title

quality search results for other users of this workspace.

Lightning—The Underrated Killer
* Indicates required information

Author

National Weather Service

Description

Pravides information avoiding injury during heavy thunderstarms that =
include lightning. =

Categories

e edera
‘Health Advi tate
Use Ctrl+Click to select multiple values,

Keywords
lightning; prevention; safety; emergency services; weather; storm
Use semi-colons to separate multiple values,

Concel

Make any necessary changes to the document’s profile and version
comments.
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10 Click Save.

The Document Inspection page appears and displays your document
as checked in.

Publishing Documents

When you are ready to, you can publish your document to enhanced
folders so that other users can view it and provide feedback using Web
discussions.

» Only those users with permissionsto view the folder may view the document.
Even if you add document profile information, users without permission will
not see the document in any category or search results.

You can either publish a new document to the library, or publish a
document you have already checked in. You can also publish a document
you have checked out, but not yet checked back in.

I Youmust have permission to add documents to the folder before you can
publish documents. In addition, if the folder has been assigned approval
routing, the document must be approved before it can be published. For more
information about folder permissions, see “Putting Document Library
Permission Levelsto Work” on page 51. For more information about approval
routing, see “Approving and Rejecting Documents” on page 64.

» To publish a new document

1 Inthe Document Library, open the folder to which you want to
publish the document.

2 Under the path of the folder, click Add Document.
The Add a document page appears.

Add a document

Add a document to this folder:
Documents for Our Group Only

C:ADn
Select the document to add to the workspace folder. Then choose
whether you want to check in or publish the document,

" Check in the document
Authors in the folder can view and edit it It will not appear in ssarch results or categaries
until it is published.

3 Next to the Document file name field, click Browse.
The Choose file dialog box opens.

4 Navigate to and select the file that you want to publish.
Click Open.

The Choose file dialog box closes, and the document path appearsin
the Document file namefield.

6 Select the Publish the Document option.
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Click Continue.

The Document Profile page appears.

Version comments

Enter comments abaut this version of this document,
Enter your version commen: ts:

Reviewed and edited section on safety for children, =
Document profile
Checking in this document:
) errated Killer gelect a profil

[Base Documen it =l

dacument profile will ensure
ace.

ers of this workspace itle)

[Lightning—The Underrated Killer

Author
[national weather Service

ion; safety; emergency services; weather; stors
s to separate multiple values

Under Version comments, in the Enter your version comments
field, type any information about this published document that will
help other users recognize the status of your document.

This information appears on the Version History page.

Under Document Profile, in the Select a profile list, select
Announcement, Base Document, News Item, or Web Link.

Depending on the profiles assigned to the folder, one or more of these
options may not appear in the list.

If you selected Web Link instep 9, intheLink field, type the URL
that you want to display when the user clicks the name of the
document.

Inthe Title field, type the document name you want to display in the
library.

Inthe Author field, type the name of the person who either created or
isresponsible for this document.

In the Description field, type any comments or introductory
information about this document that will help others to identify it.

This information displays under the name of the document wheniit is
posted.

In the Categories list, select one or more categories to which this
document should be assigned.

This list only appearsif you are posting a Base Document or Web
Link.

To select more than one category, press the CTRL key while clicking.
To deselect a category, press CTRL and click the category again.
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If the document is currently
checked out, the Publish
document page appears.
Follow the steps in “To publish
a new document” on page 62
to complete the publishing
process.

15 Inthe Keywordsfield, type one or more words that users can type to
search for your document. Type a semicolon between entries.

Thisfield only appearsif you are posting a Base Document.
16 Click Save.

The Document Library page appears and displays your document as
published.

To publish a previously posted document

1 After completing either set of stepsin “To check in a new document”
on page 58 or “To publish a new document” on page 62, open the
folder that contains the document you want to publish.

2 Under the name of the document, click Show Actions.
The Document Inspection page appears.
3 Under Actions, click Publish.

BTRS displays the message, “Are you sure that you want to publish
this document?’

4  Click OK to publish the document.

The Document Library page appears and displays your document as
published.

Approving and Rejecting Documents

Asyou complete your documents, you may want to publish those finished
documents to the BTRS portal. Depending on your organization’s
structure and preferences, some foldersin the Document Library may be
assigned approval requirementsfor al documents published to that folder.
Folders may have one or more users assigned as approvers. Each
approver has the ability to approve or reject each document added to the
folder.

Approval routing is the only type of permission in BTRS that is set by
individual user, rather than by role or by role group.

About Approval Routing

In enhanced folders, users who have been selected as approvers for that
folder act asreviewersfor al documents published to the folder. Before
any content can be published, each designated approver must approve the
document; when the final approval is made, the document is
automatically published.

© 2005 Global Secure Systems Corp.



For more information about
setting approval routing for a
folder, see the Administrator

CHAPTER 4 - USING THE DOCUMENT LIBRARY 65

For each enhanced folder, the folder administrator(s) can select one of
four reviewing methods:

Guide. ]
For this method

Approval must follow this order

No approval
required

None (set by default)

Everyone must
approve
(parallel)

All persons selected must approve the document,
in any order

Only one
approval needed

Any one of the selected persons must approve the
document

All must approve
in assigned order
(serial)

All persons selected must approve the document,
in the order they appear in the Approvers list

As the document is approved, only one approver
at a time will see the document in the Awaiting
Your Approval list on the home page

Special icons appear under documents that have been published, those
waiting for approval, and those that are checked out. For more
information about what the icons represent and what they look like, see
“Understanding Document Library Icons’ on page 56.

Approving Documents

When you review a document waiting for approval and make the decision
to publish it, you can approveit for publication on the portal.

» To approve a document for publication

1 Onthe BTRS home page, under the name of the document waiting to
be approved, click Approve/Reject.

The Document Inspection page appears.

Actions

Information

# Back to previous view

" Approve
" Reject
= Version Histary

m Lightning—The Underrated Killer
Lightning Safety.doc

Draft version 0.1

Status: Pending approval

Modified: Tlezfe0nd

Modified By:

Version: 0.1

Falder: fDocuments/Hansworth County - Region 1/Emergency Services

URL: hitp: /#training. virtualalert.com/BTRE/Documents/Hansworth
Z0County % 20-%20Reqion% 201/Emergency % 205 ervices/Lightning %
z0safety.doc

Prafile: Base Documnent

Title: Lightning—The Underrated Killer

Author: National Weather Service

Description: Provides tips and information for safety and injury prevention during
lightring storms.

Categories: :Health Advisories; :Response Plans

Keywords:

Created: 7/2zf2004

Owner: USERTRAIMINGkbarnes

Size! 30.50 KB

Approval Status: Pending anyone's approval

Appravers: © USERTRAINING brnanly
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2 Under Actions, click Approve.

BTRS displays the message, “ Are you sure you want to approve this
document?’

3 Click OK.

If you are thefinal (or only) approver for the document, the
Document I nspection page updates to reflects the published
document.

If the document requires additional approval, at the bottom of the
page, the Approval Status and names of the document approvers

displays.
In either case, the document no longer appearsin the Awaiting Your
Approval section of your BTRS home page.

Rejecting Documents

If you review a document waiting for approval and make the decision not
to publishiit, you can reject the document.

When you reject a document, regardless of how many approvers are
designated, the approval processis canceled. The document displaysin
the Document Library as checked in until the author attempts to publish
the document again; at that time, the document must go through the
approval process again.

» To reject a document for publication

1 Onthe BTRS home page, under the name of the document waiting to
be approved, click Approve/Reject.

The Document Inspection page appears.
2 Under Actions, click Reject.

BTRS displays the message, “ Are you sure you want to reject this
document?”’

3 Click OK.

The Document Inspection page updates to reflects the document as
checked in. The document no longer appearsin the Awaiting Your
Approval or Pending Approval sections of the BTRS home page for
any user.

Editing Documents

After adocument has been checked in or published, you can make
changes to the document’s content or to its profile as needed. To make
changes to a document’s content, you can check out the document, work
on thefile on your computer, and then check in or publish the updated
document. You can a'so collaborate with other usersto discuss a
document online. In addition, you can change both the name of the
document file and the document’stitle.
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W Tomake any changes to the document or its profile, you must be assigned
Author or Admin permissions for the folder in which the document is stored.

Checking Out Documents

4

When you need to make updates to adocument already posted on the
BTRS portal, you can check the document out. Checking out a document
allows only that user to make changes. While other users may still view
the previous version of the document, only the user who has checked out
the document can save changes to the BTRS portal .

To check out a document

1

3

In the Document Library, open the folder that contains the document
you want to check out.

Under the name of the document, click Show Actions.

The Document Inspection page appears.

Actions Information
# Back to previous view m Lightning—The Underrated Killer
Lightning Safety.doc
= Delete
= Rename Published version 1.0
® Check Out Modified:  7/22/2004
= \ersion Histary Folder: JDocuments/Hansworth County - Region 1/Emergency Services
URL: http:fftraining virtualalert, com/BTRE/Documents/Hansworth%20C ounty %

20-%20Region%201/Emergency %2 05ervices/Lightning% 205 afety . doc

Profile: Base Document
Title: Lightning—The Underrated Killer
Authar: National Weather Service

Description: Provides tips and information for safety and injury prevention during
lightning storms.

Categories: :Health advisories; (Response Plans

Keywords:

Created: Tizz2fe00nd

Owner: USERTRAINIMNGYkharnes
Size: 30.50 KB

Under Actions, click Check Out.

The Check a document out page appears.

Right-click the name of the document and click Save Tar get As.
You may see similar options instead, such as Save As or Save.

The Save As dialog box opens.
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savens 21|
Save in: I |5) Saved Files j 0 ? i
File name: ILightning Safety(1.1).doc ﬂ Save I
Save as fype: I Microgoft Word Document j Caneel /l
5

5 Locate the folder in which you want to save the file, and click Save.

By default, BTRS includesthe version number of document in thefile
nameto assist in tracking the document’s version history.

6 When the file download is complete, in the Download Complete
dialog box, click Open to view the document.

Click Close to close the Download Complete dialog box.

Editing Document Profiles

When you check in or publish a document, you can include document
profile information, including the name of the document and author, as
well as assign category, description, subject, and/or keyword information
to make the document easily searchable.

3P 1o make changes to a document’s profile after it is posted, you must either
check the document out and back in, or republish the document, to access the
Document Profile page.

Use the stepsin the following sections to edit a document’s profile:

To edit the document profile by:

Follow these steps:

Checking out, then checking in
the document

+ “Checking Out Documents” on
page 67

» “Checking In Documents” on
page 58

Checking out, then publishing the
document

+ “Checking Out Documents” on
page 67

+ “Publishing Documents” on
page 62
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If your organization manages document profiles in Microsoft® Word, Excel,
PowerPoint, etc., you can check the document out, make the document
properties changesin the original application, and then resubmit your
document, as the information in the document properties automatically
populates the Title, Author, Description, and K eywords fields.

Renaming Documents

If you have permission to do so, you can change the name of the
document file after it has been checked in or published.

This process does not cover changing the title of the document (such as
“2004 Schedule of EMT Required Training Courses’), but rather the name of
the file (such as “2004 class schedule.doc”). For more information about
changing the title of adocument, see the previous section, “ Editing Document
Profiles” on page 68.

» To rename a document file

1 Inthe Document Library, open the folder that contains the file you
want to rename.

2 Under the name of the document, click Show Actions.
The Document Inspection page appears.

3 Under Actions, click Rename.
The Rename a document page appears.

4 Inthe Enter a new name for this document field, change the file
name.

5 Click Save.

The Document Inspection page appears and displays the updated file
name.

Discussing Documents

Using Web discussions, you can post online comments about a document
without modifying it. Instead of using e-mail to discuss or capture
feedback for a document, authors and reviewers can communicate with
each other through Web discussions on the portal. Even if another user
has checked out the document, you can post comments or work with
others to provide feedback that other reviewers or the author can usein
making changes to the document. BTRS stores comments as threaded
conversations, showing comments and replies together for easy review.

The discussion threads you create for a document remain with the
document until you clear them, even if you rename, check in/out, or
republish the document. Discussions are removed, however, if the folder
containing the document is renamed. For more information, see
“Renaming Folders’ on page 53.
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When you have a document open for discussion, you can also choose
which elements of a comment to view, as well as which comments you
want to see.

® If you are using M icrosoft® Office X P, make sure your computer is properly
configured before using this feature. If you are unsure about your computer’s
configuration, check with your BTRS administrator before continuing.

Adding Discussion Comments to a Document

The Discussions feature in BTRS enables you to both efficiently work
with other users aswell astrack others' comments on a document
checked in or published to the BTRS portal. When you post a document,
users with permission to view your document can open the document, add
discussion comments, and respond to others’ comments quickly, without
modifying the document itself.

» To add discussion comments to a document

1 Inthe Document Library, open the folder that contains the document
you want to discuss.

2 Under the name of thefile, click Discuss.

The document opens in a new window, and displays the Discussions
pane at the bottom of the window.

3P Depending on the applications you have installed on your computer, you may
be prompted to either open or save thefile to your computer before
continuing. Click Open to display the document in the Discussions window.

Lightning—The-Underrated-Killer-{

Lightning—The-Underrated-Killer{

- Inthe-United-States, there-are-an estimated- 25 million-cloud-to-groun d-ightning flashes-eachyear -Lightning-can-be

fascinating towatch, butitis also-extremely-dangenus.-During-the past-30vears, lightning kiled-an-average of- 67

people-paryearinthe-United States-based on-documented-cases This-is maore thanthe-average of-65 deaths-per:

wearcaused-bytornadoes and-the-average of-16 deaths-peryearcaused by-hurricanes However,-because-lightning:

usually-clairms-only-one-ortwovictims-at-a-time -and-becavuse-lightning-does-notcaus e the mass-destruction- eft-in-the:

wake-oftornadoes-or-huricanes, lightning-generally receivesmuch-less-attentionthan-the-more- destructive-weather- -

N related killers. While-documented lightning-injuries-inthe-Unite d - States average-about 300-peryear, undocumented EY

m imjuties-caused by lightning-are-likely much- higher @
F

= n[@s 4] »

%stcussxons about htip:/fraining virtualalert.comBTRS/Documents/Hansworth County - Region 1/Emergency Services/Lighining
Safety.doc

subjet: lightning safety awareness section

From: bmamly /2004 1:52 BM
Flease add a section geared toward safety awareness for children (slementary and middls school ages). ¢ 1 7]

Insert Discussion | Wiew | Filter | Clnsel

3 Inthe Discussion pane, click I nsert Discussion.

The Enter Discussion Text dialog box opens.
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4} Enter Discussion Text - Microsoft Internet Explorer o ]

Discussion Subject:

|Iightning safety awareness section
Dhscussion Tezt:

Please add a section geared toward safety awareness for ;I
children (elewentary and middle school ages).

Cancel |

4 Inthe Discussion Subject field, type abrief subject for this comment.
This text appearsin bold in the Discussion pane.

5 Inthe Discussion Text field, type the text of your comment.

6 Click OK.
The Enter Discussion Text dialog box closes. The message subject,
text, author name, and date and time appear in the Discussion pane.

% Discussions about hitp:/firaining virtealalert.com/BTRS/Documenis/Hansworth County - Region 1/Emergency Services/Lighining
Safity doc

subject: lightming safety awareness section
From: binanky
Please add a section geared toward safely awareness for children (elementary and middle school ages). Q J—a X_ZJ

7/22/2004 1.52 PM

Editing Existing Discussion Comments

After posting a discussion comment, you can change the subject and/or
text of your comment without deleting and retyping the comment.

» To edit a discussion comment

1 With the document you are discussing open, in the Discussion pane,
locate the comment you want to edit.

2 Totheright of the discussion text, click .

The Enter Discussion Text dialog box opens.
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# Enter Discussion Text - Microsoft Internet Explorer 1Ol x|

Discussion Subject:

|Iightning safety awareness section
Discussion Text:

Flease add a section geared toward safety awareness for ;I
children (elementary and middle school ages).

i Cancel |

3 Makeany changesto your discussion subject or text, and click OK.

The Enter Discussion Text dialog box closes. The changes are made
and the discussion comment is updated.

Replying to Existing Discussion Comments

If another user posts a discussion comment or question that you need to
reply to, you can add a reply within the discussion thread to record and
track progress made.

» To reply to a discussion comment

1 With the document you are discussing open, in the Discussion pane,
locate the comment to which you want to reply.

2 Totheright of the discussion text, click .
The Enter Discussion Text dialog box opens.

3 IntheDiscussion Subject field, type abrief subject for this comment.
This text appearsin bold in the Discussion pane.

4 Inthe Discussion Text field, type the content of your comment.
Click OK.

The reply message subject, text, author name, and date and time
appear indented under the original comment (or, if one or more
replies have been posted, the last reply) in the Discussion pane.

Deleting Discussion Comments

When adiscussion comment has been closed or you no longer need to
track it, you can remove it from the discussion thread.

W Ddei ng a comment does not remove all replies to that comment; each
comment and reply must be deleted separately.
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To delete a discussion comment

1 With the document you are discussing open, in the Discussion pane,

locate the comment you want to delete.
. . . -
To theright of the discussion text, click .

BTRS displays the message, “ Are you sure you want to delete this
entry?’

Click OK.

The comment is removed from the discussion thread. All subsequent
entries move up in the Discussions pane.

Customizing and Filtering Discussion Comments

4

4

For each document you discuss, you can customize how the discussion
thread appears. You can choose to view the comment’s author, subject,
text, and/or date and time. You can also filter discussion comments by

author or when the comment was posted.

To customize the appearance of discussion comments

1 With the document you are discussing open, in the Discussion pane,

click View.

The Show discussion fields dialog box opens.

<} Show discussion fields - Web Page Dialo — 0] x|

Select which discussion fields to display

¥ Author ¥ Subject
W Text M Time
024 | Cancel |

2 Select one or more of the following check boxes. Author, Subject,

Text, or Time.

Clearing the check box removes the item from the comment display.

3 Click OK.

The Show discussion fields dialog box closes. The options you
selected display in the discussion comments for the document.

To filter discussion comments

1 With the document you are discussing open, in the Discussion pane,

click Filter.

The Filter discussions dialog box opens.
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For more information about
clearing subscription
notifications or deleting

subscriptions to documents,

see “Working with

Subscriptions” in Chapter 2,

page 27.

Z Filter discussions - Web Page Dialog =0 =]

Show Discussion Items

Created by: Ikharnea

Creation titne: I in the last 24 hours = |

Cancel |

2 Inthe Created by field, type the name of the author as it appearsin
the discussion thread.

You may skip this step if you want only to search by when the
comment was posted.

3 Inthe Creation timelist, select the range of dates you want to be
displayed in the discussion thread.

You may skip this step if you want only to search by who posted the
comment.

4 Click OK.

Matching discussion comments are displayed in the Discussion pane.

Subscribing to Documents

If you need to track changes to a particular document, you can subscribe
to that document and be notified when changes are made and the
document is republished. To create a document subscription, follow the
stepsin “Creating Subscriptions” on page 28.

Subscription notifications appear on the BTRS portal home page. In
addition, you can aso request that notification be sent to your e-mail
address; you have the option to receive e-mail notifications as changes
occur, or to receive daily or weekly notifications.

Faxing Documents

BTRS enables you to send faxes directly from the portal to other BTRS
usersinyour HAN. You can fax Microsoft Word (.doc) documents,
Microsoft PowerPoint (.ppt) presentations, rich text (.rtf) files, standard
text (.txt) files, and Portable Document Format (.pdf) files. After you send
afax, you can review the current status of the fax, and search for and view
other documents you have faxed.

You can send faxes to any role or role group that you have permission to
alert. For more information about alertable roles, see “ Understanding
Alertable Roles’ on page 89.
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» To fax a document

1 Inthe Document Library, open the folder than contains the document
you want to fax.

2 Under the name of the document, click Fax.
This option does not appear if the document cannot be faxed.

The Fax Documents page appears.

Back to Docurnent Library | Home

- fBRole Directory You've chosen to fax the following docurnent:

E---’{}Culural’u State Committee of Public Health Meeting -
- fliRegions July 21
=] ’zndams County Fax Recipients:
£irc Local HAN Coordinatar
=] ,}DPS Aadams Co Public Health Murse
i ieosdams Co Sheriff Adams Co Sheriff
g $REMA

. fPublic Health
i L. adams Co Epidemiologist
i i Adams Co Public Health Nurse Remove Recipient
B ﬂHAN Coordinator
i i~ HAN Coordinator Send Fax I
i L Local HAN Coordinator
- ERETACS Region 1

.BRefresh Role Directory

3 Intheleft pane, expand the tree to locate and select the rolesto which
you want to fax the document.

To select all the roles within a particular OU, right-click the name of the OU
and click Select All Rolesin OU. To select al of therolesthat reside within a
particular OU and all sub-OUs, right-click the name of the OU and click
Select All Rolesin OU and Sub OUs.

In the right pane, the role names appear in the Fax Recipientslist as
you select them.

4 Click Send Fax.

BTRS displays the message, “ Are you sure you want to send this
fax?’

5 Click OK.

The Generating Fax page displays while the fax is being sent. When
the process is complete, the Fax Confirmation page appears,
displaying the name of each user who is scheduled to receive the fax,
and the current status of the fax.
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Fax Confirmation

The following fax has been sent:
Cocurnent Title:  Chemical Emergencies: How to Keep Your Family Safe
Drocurnent Url: http:/fyoursite . gov/btrs/Documents/Cherical Emergencies.doc

Roles Activated: @ ¥iew Roles Notified
(2 roles resulting in 2 users)

Sending Fax To:

Contact Type Location Status Reason Attempts Time Stamp
Jill weatherby Fax {916 640-1476 Pending Added to gueue u} 2/17/2005 9:40:04 AM
Alex Guerrera Fax  ({916) 640-1473 Pending Added to queue 1] 21772005 9:40:04 AM

okl

Viewing Sent Faxes

The My Sent Faxes page enables you to search for specific documents you
have faxed either to a particular role, during a specified date range, or
both.

P To search for sent faxes
1 Inthe Document Library, in any folder, click View My Sent Faxes.

The My Sent Faxes page appears.

Search Criteria

Sent on or after date: My Sent Faxes
I FH mm/dd/yyyy © Help with this form
i Use this form to view all of the faxes you've sent
sent before date: E ¢ and the current status of those faxes. vou can filter
mm/dd/ i results by selecting a specific date range as well as
Y : by selecting a specific Role. Choose Selsct All to

Role sent to: ¢ return all Roles you've faxed. Click on the time the
- ¢ fax was sent to view detailed information including

[=elect all |

Select A = : what Roles it was sent to.

Search | :

Found Z records
1

> Date/Time Sent Document Title

1/23/2005 8:47:15 AM Bioterrarism Preparedness Brochure

21772005 9:40:04 AM Chemical Emergencies: How to Keep Your Family Safe

1
To view all the faxes you have 2 Inthe Sent on or after datefield, type or select the date on or after
click Search. )

Click the calendar icon next to the field to view and select from dates
on the calendar.

3 Inthe Sent before date field type or select the date on or before you
sent the fax.

Click the calendar icon next to the field to view and select from dates
on the calendar.
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4 Inthe Role sent to list, select the role or role group to which you
faxed the document.

Only those roles and role groups you have permission to alert appear
inthelist.

Choosing the Select All option display faxes sent to al rolesand role
groups you have permission to alert.

5 Click Search.
BTRSreturnsalist of faxes that meet your criteria.
» To view sent fax information

1 After performing the previous stepsin “To search for sent faxes,” on
the My Sent Faxes page, click the date and time link of the fax for
which you want to see more information.

The Fax Details page displays.

Fax Details

# Back to Previous View

Time Sent: 2/17/2005 2151113 AM

From: Cennis Hubbrman

Title: Chemical Emergencies: How to Keep Your Family Safe
Document Url:  hitp:/fyoursite.gov/btrs/Documents/Chermical Emergencies.doc
Status: Pending

Roles Activated: F ¥iew Roles Notified
(1 roles resulting in 1 users)

Faxed Contacts: (1)

Contact Type Location Status Reason Attempts Time Stamp

Jill weatherby Fax  {916) 640-1473 Sent Message delivered, 1 21772005 9:51:14 AM

2 Perform one or more of the following functions:

Click this To do this

Back to previous view Return to the My Sent Faxes
page

Refresh Fax Details To re-load the Fax Details page

with the latest data

Resend Fax To resend a failed fax
Document Url link View the document you faxed
View View the list of all roles and/or

roles groups who are scheduled
to receive the faxed document
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Deleting Documents

If you have permission to do so, you can delete documents you no longer
need to post or share with other users on the portal. You must be assigned
Author or Admin permissions for that folder to delete the file.

You can delete a document through its folder in the Document Library
section, through the Categories section of the portal, or from the search
resultslist on the Search page. Deleting the document from the Categories
section or the Search page also removesit from its host folder in the
Document Library. If you want to remove a category from the document
profile without deleting the file completely, check out the document
instead and assign new category information to the document. For more
information, see “Checking In Documents” on page 58.

@ Take care in selecting documents to be deleted, as documents cannot be
recovered. If you are unsure about deleting a particular document, check out
and save a copy of the document on your compuiter first.

» To delete a document

1 Inthe Document Library, Category section, or in the search results
list, locate the document you want to delete.

2 Under the name of the document, click Show Actions.

The Document Inspection page appears.

This option does not display if 3 Under Actions, click Delete.
you do not have permission to ) )
delete the document. BTRS displays the message, “ Are you sure you want to delete this
document?’
4 Click OK.
The document isremoved from its host folder aswell as any category
folders.
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5 Using the Alerting
System

The alerting feature in BTRS provides a powerful and efficient method to
inform one or more users, or roles and/or role groups, in your HAN of
important eventsin your area. Alert messages can be sent to users e-mail
addresses, phones, fax numbers, and/or al pha pagers.

Receiving and confirming alertsis simple and takes only a few moments
to do. You can choose how you are alerted so that you don’t miss any
critical information. In addition, you can quickly send notifications to one
or more roles, role groups, or specific users throughout your HAN.

3 I auser hasaBTRS Alerting license, he or she can receive, but not send or

cancel, alerts. As such, when he or shelogsin, BTRS will not display the
Alerts section described in this chapter, although he or she can confirm and
view alertsjust as other users do.

Viewing Active Alerts

For more information about
setting and modifying your
alerting profile, see “Using
Alerting Profiles” in Chapter 3,
page 40.

When an alert is sent, you can be contacted in one of three methods:
» Through the devices you specify in your active aerting profile
»  Through your work fax only

»  Through your work e-mail only

In addition, the aert isalways posted on the BTRS portal for the duration
of the alert, even if you have already confirmed receipt of the alert.

When sending any alert, you can also view the status of communication
with the alert recipients to determine who the alert was sent to, what
devices the aert has been sent to, and if each user has confirmed
receiving the alert. You can also resend any active alert to only those users
who haven't confirmed the aert.

Viewing Active Alerts on the BTRS
Home Page

The BTRS home page displays all active alerts sent to you by another user
(or by you, if you send the alert to yourself). In addition, you can view the
aert’s priority, the name of the user who sent the alert, and the subject of
the alert. All alertsremain on the BTRS home page for the duration of the
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aert (determined by the user sending the alert), even if you have aready
confirmed the aert through any device (phone, e-mail, portal, etc.).

g/24/2004 14323 PM Chris Edwards Investigation Results Medium
Active alert on the BTRS home page
Viewing Active Alert Details

From the BTRS home page, you can view additional information about an
aert by clicking the date and time link in the Alert Time column. Doing
so displays the Alert Details page.

By default, alerts appear in the order sent to you. To sort the alertsin
ascending order by sender or subject, click the column once. To sort the
results in descending order, click the column again. An arrow appears
next to the column’stitle to indicate the order in which the derts are
sorted.

The Alert Details page displays detailed information about the alert,
including the date/time the alert was sent, the date/time the alert will
expire, the name of the alert sender, the text of the alert message, the
alert’s status, and the roles, role groups, and/or selected users notified.
You can also listen to recorded messages the sender included with the
alert.

» To view the details of an alert you received

1 Onthe BTRS home page, inthe Alert Time column, click the link
that contains the date and time for the alert you want to view.

The Alert Details page appears.

2 Perform one or more of the following functions:

Click this To do this

Back to previous view Return to View My Sent Alerts
page

Confirm Receipt of Alert If you haven'’t already done so,
confirm that you have received
the alert

email address link Send an e-mail message to the

alert sender (only if Enable
Signature was selected for the

alert)

recorded message link If included, listen to an attached
wav file

View Display the list of each role and/or

role group you sent the alert to
(only if alert was sent by role)
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Viewing Alerts You Have Sent

At any time after you send an alert, you can review the details of the alert,
including the list of users who received your alert, aswell asthe
confirmation status and which devices were notified. You can search for
alerts you have sent by user or role, using a specific date range or the
name of the role you sent the aert to.

. If necessary, you can resend the aert information to those users who have not

kd yet confirmed. For more information about resending alerts, see “Resending
Alerts’ on page 100. You can aso use the My Sent Alerts page to cancel an
aert that is still in progress. For more information about canceling aerts, see
“Canceling Alerts’ on page 101.

P To view sent alerts
1 Onthe BTRS navigation bar, click Alerts.
The Alerts page appears.
2 Under AlertsMenu, click View My Sent Alerts.
—or—

From the Alert Confirmation page, on the Alerts submenu, click
View My Sent Alerts.

The My Sent Alerts page appears.

alerts werw > Jeoreel |

Search Criteria

Sent on or after date: My Sent Alerts
i rrm/dd/¥¥yy | Help with this form
{ Use this form o view all of the alerts you've sent
Sent before date: ¢ and the current status of those alerts, vou can

search for results by selecting a specific date range,
as well as by selecting a specific role, Choose
Select all to return all alerts you've sent by role or

i user, Click on the time the alert was sent to wiew
Select Al i ¢ and export detailed alert information, or to confirm,

" resend, or cancel active alerts,
Search

mm/dd/yyyy

Role sent to:

Found 2 records

1

B/30/2005 10:51:57 AM  6/30/2005 11:51:57 AM  Explosion at Growright Fertilizer

£/30/2005 10:42:08 AM  6/30/2005 11:42:08 &M  BioHazard Spill

View Sent Alerts page

To view all the alerts you have 3 Inthe Sent on or after datefield, type or select the date on or after
sent, leave all fields blank, then which you sent the alert

click Search. )

Click the calendar icon next to the field to view and select from dates
on the calendar.
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4 Inthe Sent beforedatefield, type or select the date before which you
sent the alert.

Click the calendar icon next to the field to view and select from dates
on the calendar.

3P Thedate you enter in thisfield is not included in the search.

5 IntheRolesent tolist, select therole or role group to which you sent
the alert.

Only those roles and role groups you have permission to alert appear
inthelist. Choosing the Select All option generatesalist of aertsyou
have sent to users, or roles and/or role groups.

To sort the search results, click 6 Click Search.
the column’s title. To view ) o
alerts on subsequent pages, BTRSreturnsalist of aerts that meet your criteria.

click the page number above or

below the search results. — - - - —
3P If an alert recipient confirms an alert viaemail by clicking “Reply”, there

could be adelay between hig'her actual confirmation and BTRS's receipt of
the confirmation, depending on the speed of the user’s email provider. Once
BTRS recieves the aert confirmation email, it will update the confirmation
information.

» To view sent alert details

1 After performing the previous stepsin “To view sent alerts’ on page
81 click the date and time link of the alert for which you want to see
more information.

The Alert Details page displays.
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arch | Categories | Docurnent Library | Subscriptions  Alerts | Directory

Alert Details

83

My Profile | BTRS Admin

# Back to Previous VWiew % Refresh alert Details  ® Resend alert

Explosion at Growright Fertilizer

Medium

Time Sent:

6/30/2005 10:51:57 AM

At 10:35 a.m. a processing tank at Growright Fertilizer, Co. exploded, emitting hazardous material into the air.

Expires: 6/30/2005 11:51:57 AM
From: Dawn iy att
Message:
the Alerts section of your HAN portal.
Status: Complete
Confirmed: 0% (0,/5)

Roles MNotified: @ view

(9 roles resulting in 5 users)

Switch to Extended Wiew
Export to CSV

Unconfirmed Users: (5)

Contact User Id
Richard Bosco rbosco
Peter Hendersaon phenderson
Francis Jones fiones

Bob Srmith bsmith
Brandon Weslowski bweslowski

Alert Details page (viewed from

BTRS Admin)

2 Perform one or more of the following functions:

Sevweral water sources are contaminated, as well as a subdivision. For more information on this incident, check

Click this

To do this

Back to previous view

Return to View My Sent Alerts
page

Refresh Alert Details

Display the current status of
notifications being sent to users

Confirm Receipt of Alert

If you haven't already done so,
confirm that you have received
the alert

Resend Alert

Resend the alert information to
users who have not confirmed

email address link

Send an e-mail message to the
alert sender (only if Enable
Signature was selected for the
alert)

recorded message link

If included, listen to an attached
.wav file
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Click this To do this

View Display the list of each role and/or
role group you sent the alert to
(only if the alert was sent by role)

Switch to Extended View/Switch Display either the complete or
to Basic View simplified alert details for each
alert recipient

Export to CSV Export the alert recipient list to a
CSV file

Understanding Alerting Statuses

After an alert is sent, you can check the current status of the alert to see
whether the aert notifications are complete or not, or confirm if an alert
recipient has received and/or confirmed notification through one or more
devices.

Alert Statuses

You can check for the current status of an aert on the Alert Details page.
Use the following table to identify the status of an aert:

This term Indicates this status

Canceled Alert has been canceled by the alert sender or
BTRS Administrator

Complete All phone calls have been sent and all emails have
been delivered, or all users have confirmed receipt
of the alert

In Progress Phone calls and/or emails are currently being
delivered

Note: If an alert recipient confirms an alert via
email by clicking “Reply”, there could be a delay
between his/her actual confirmation and BTRS’s
receipt of the confirmation, depending on the
speed of the user’s email provider. In which case
the In Progress status will still display instead of
Complete. Once BTRS receives the alert
confirmation email, it will update the status to
Complete.

Pending Alert has not yet been delivered to Internet or
phone service provider

Resent Alert information has been resent to unconfirmed
users only
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Device Statuses

You can verify the status of a notification sent to any device (i.e., cell
phone, e-mail, fax, etc.) for each alert recipient on the Alert Details page.
You can find additional details about the status in the Reason column.

. To view the notification details for each device contacted, click Switch to
kd Extended View on the Alert Details page, or click the contact’snamewhilein
Basic View. Use the following table to identify the status of notifications for

each device.

This term Indicates this status

Attempted BTRS contacted this device, but user did not
confirm for some reason

Calling Line is currently in use with this device (e.g., this
device is being called)

Canceled Attempt to this device was canceled because user
confirmed through another device

Confirmed User confirmed receipt of alert through this device

In Progress Notification has been passed on to service
provider for delivery

Not Sent BTRS was unable to contact this device for some
reason

Pending Notifications are waiting in BTRS queue to be sent
to service provider

Confirming Receipt of Alerts

For more information about You can confirm alerts sent to you through one of several methods:
creating and activating alerting e-mail, telephone, or the BTRS portal, depending on which devices you

profiles, “Using Alerting

Profiles” in Chapter 3, page 40. include in your active alerting profile. BTRS sends notifications to each

device based on the order you select in your alerting profile.

3 Inthe case that aWork Fax or Work Email Only alert is sent, only your
designated fax number or e-mail address will receive notification.

While BTRS will only send one notification to each e-mail account in
your active alerting profile, BTRS will keep sending notificationsto the
phone numbers until you confirm an alert. The person sending the alert
determines how many times BTRS will notify you during an alert. So,
you may recieve several notifications at the same phone number. After
you confirm that you have received the alert, using any method, any other
scheduled notifications are discontinued.
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3 If you confirm an alert viaemail by clicking “Reply”, there could be a delay
between your actual confirmation and BTRS's receipt of the confirmation,
depending on the speed of the user’s email provider. Once BTRS recieves
your aert confirmation email, it will stop sending you notifications.

If you are unable to confirm an The user who sends the alert can view the progress of the alert at any time
g'?géh;‘éﬁﬂig%gf‘gacﬁr your on the My Sent Alerts or Alert History Log pages, including both the
confirm the alert for you. details of which devices your aert was sent to, as well as the time and
Contact your BTRS method of your confirmation.

administrator for more

information.

» o verify that you have confirmed receipt of an aert, click the Date/Time
Sent column either on the BTRS home page or on the Alerts page to display
the Alert Details page. If the Confirm Receipt of ThisAlert link displays at
the top of the page, you have not yet confirmed the alert.

Confirming Alerts through the BTRS
Portal

You can choose to confirm an alert through the BTRS portal in one of two
ways — either on the BTRS home page, or from the Alerts page.

» To confirm receipt of an alert on the BTRS home page

1 Onthe BTRShome page, click the Date/Timelink for the alert you
want to confirm.

The Alert Details page appears.

Alert Details

# Back to Previous View J Confirm Receipt of Alert

& Investigation Results

|| Medium
Time Sent: a/24/2004 1:43:23 PM
Expires: 8/24,/2004 2:43:23 PM
From: Chris Edwards
Message: Investigation results for the 4/27 ecali case are available
for review in the Ecoli Workgroup folder,
Status: Pending

Roles Activated: @ view Roles Notified
(1 roles)

2 Atthetop of the page, click Confirm Receipt of Alert.

Thealert is confirmed, and the Confirm Receipt of Alert link no
longer appears on the page.

» To confirm receipt of an alert on the Alert Details page
1 Onthe BTRS navigation bar, click Alerts.
The Alerts page appears.
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2 Under Active Alerts, inthe Alert Time column, click the date and
time link of the alert you want to confirm.

The Alert Details page appears.
3 Atthetop of the page, click Confirm Receipt of Alert.

Thealert is confirmed, and the Confirm Receipt of Alert link no
longer appears on the page.

Confirming Alerts via Telephone

If you elect to have an alert sent to any standard telephone or cellular
phone, you can confirm receipt of the alert from your phone without
logging in to BTRS. Depending on settings determined by your BTRS
administrator, you may receive up to 10 calls at each phone number for
each alert, until you confirm the aert.

3 I aWork Fax or Work Email Only alert is sent to you, you will not receive
telephone cals, even if you have entered phone numbersin your alerting
profile.

» To confirm an alert via the phone
1 Upon answering your phone, listen to the automated greeting.

2 Pressany key on your phone to continue.

For more information about 3 When prompted, enter the four-digit security code you created as
setting and changing your your alerting security code.

alerting security code, see

Using Alerting Security Codes 4 After successfully entering your code, listen to the alert message.

in Chapter 3, page 38.

If you are unable to enter your code, or if you enter an incorrect code,
the prompt repeats.

After three unsuccessful entries, BTRS disconnects.

5 When you have listened to the entire alert message, press 1 on your
phone to confirm the aert, or 2 to repeat the message.

Confirming Alerts via E-mail

If you elect to have an alert sent to your e-mail address, you can confirm
the alert viathe e-mail message, using either of two methods:

» Clicking the confirmation link in the email

» Replying to the email

3P f aWork Fax Only alert is sent to you, you will not receive an e-mail, even if
you have entered e-mail addressesin your alerting profile.
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» To confirm an alert using the “Click to Confirm” link

1 Upon opening the e-mail message, review the alert message in the
e-mail.

The e-mail displays the subject, including the message ID number,
and message of the alert. To view the name of the alert sender, you
need to review the information on the BTRS home page or on the
Alerts page.

™ West Nile Yirus Case Reported [msg id 307] - Message (HTML) - | Ellél

File Edit ‘Wiew Insert Format Tools  Actions  Help Type a guestion for help =

CoReply | S Reply to Al | % Forward | S5 A d ["_,‘ b P Aﬁ -

From: alerks@virtualalert.com Sent: Thu 7/22(2004 4:23 PM
To! Erooke Manly

Co:

Subject: ‘West Mile Yirus Case Reported [msg id 307]

-

Please be aware that a case of "WV has been confirmed in a bird within Fleller County boundaries. This
message covers al hopsitals m Eeller, Willamette, and Syracuse counties. For more information and
procedures, contact vour local Public Health or HAN Coordinator.

Click te Confirn Receipt of this mescage

[

2 Attheend of the aert message, click the Click to Confirm Receipt
of this message link.

If you are not currently logged in to your BTRS portal, you are
prompted to log in to BTRS.

After you successfully log on, BTRS displays the message, “Alert
confirmed as received.”

» To confirm an alert by replying to the e-mail

1 Upon opening the e-mail message, review the alert message in the
e-mail.

The e-mail displays the subject, including the message ID number,
and message of the alert. To view the name of the alert sender, you
need to review the information on the BTRS home page or on the
Alerts page.

2 Intheemail interface, click Reply.
The email program generates areply email.

3 If the subject for the reply email does not include the message | D
number of the original alert email, typeit in the Subject field.

You must type the message ID in the following format (brackets
included): [id:##H#]

4 Inthe Subject field, after the message ID number, type Confirm.
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@ Any emails that do not include a correct message ID number and the corectly
spelled word “ Confirm” will not register with BTRS as confirmations.

5 Intheemail interface, click Send.

Your email program sends the email. When BTRS recieves your
reply, it marks the alert notification as confirmed and halts all other
attempts to contact you.

3 If you confirm an alert viaemail by clicking “Reply”, there could be a delay
between your actual confirmation and BTRS's receipt of the confirmation,
depending on the speed of the user’s email provider. Once BTRS recieves
your aert confirmation email, it will stop sending you notifications.

Sending Alerts

Using BTRS, you can quickly inform other BTRS users of important
occurrencesin your HAN. You may choose to send alerts by selecting one
or more aertable roles or role groups, by using a pre-defined alert
template, or by searching for specific users who meet your criteria.

When you send aerts, each user is notified according to the type of alert
you select, including by alerting profiles, by fax only, or by work e-mail
only. If you choose to send an alert according to each user’s aerting
profile, each user receives aerts on the devices he or she selectsin hisor
her active aerting profile. If you select the Fax Only or Work Email Only
options, the alert is sent only to the work fax or e-mail addressin each
user’s profile.

3 Only those userswith BTRS Admin and BTRS Collaborator licenses can send
derts.

Understanding Alertable Roles

Theroles and role groups you can alert are determined by your BTRS
Administrator, based on the roles you belong to. If you have permission to
send an alert to aparticular role or role group, that role or role group name
appearsin the directory tree on the Send Alert by Role page; otherwise,
the role/role group does not appear in thetree. In addition, when you send
an alert by user, only users who are assigned to roles or roles groups that
you can alert appear in search results on the Send Alert by User page.

W i you do not see arole or role group in the directory tree that you need to
aert, contact your BTRS administrator.
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alerts Menu_~ JHorme ] |

= Alertable Roles

=-$6Role Directory
---!}Ahiline County
---!}Adams County
---!}Addisun County
---ﬂnlhany Role OU
- $application Roles
- fiDeployment
---!}Luad Test Roles
- $30A Role oU
i..Root Level Role

----- % Refresh Role Directory

= alertable Role Groups

EI !}Rnle Groups

PR !}A Region Groups
--!}AII State Groups

!}B - Region Groups

‘. Refresh Role Group Directory

Directory tree displaying alertable roles (Send Alert by Role page)

To verify which users are assigned to a particular role, right-click the name of
kd therole and click View Role Members. To verify which roles are assigned to
a particular role group, right-click the name of the role group and click View
Role Group Properties.

Sending Alerts by Role

When you send an alert by role, BTRS enables you to choose which roles
and/or role groups to notify. The roles and role groups that you can send
alertsto are called “aertable roles” and appear in the directory tree. For
more information about alertable roles, see “Understanding Alertable
Roles’ on page 89.

You can also choose which aerting method will be used, how long to
keep the alert active and what the alert’s priority be should be, aswell as
what message and subject to send to the recipients. If you wish, you may
also include a pre-recorded message that will be played for al phone
cals, and a custom signature in the message body.

3 Inprevious versions of BTRS, the Send Alert by Role process was called
“Send New Alert.”

» To send an alert by role
1 Onthe BTRS navigation bar, click Alerts.
The Alerts page appears.
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2 Under Alerts Menu, click Send Alert by Role.

The Send Alert by Role page appears.

alerts Menu > JHomel

[l Alertable Roles

E---!}Rule Directory
---ﬁnhiline County
---!}Adams County
---!}.ﬂ.ddisun County
---!}Mhany Role OU
=-fapplication Roles
z-fiDeployment
---!}Luad Test Roles
«=-$0A Role OU
{.Root Level Role

----- % Refresh Role Directory

[l Alertable Role Groups

=-fBRole Groups

. @-95A - Region Groups
---!}MI State Groups

!}B - Region Groups

(.t Refresh Role Group Directory

=l Alert Templates

Biohazzard Spill
Possible Outbrealk

% Refresh Template List

Send Alert by Role page

Priority Duration:

Lo b custarm
alert Type:

| Use Alert Profiles V|

Alert Recipients:
{ click recipients at left to add )

[lEnable Signatureg

Rermove Recipient

Subject:

Message:

Mo recorded message.

[ Attach Recorded Message ]

[ Save s Template | | SEMD ALERT ]'

3 If your organization has additional “plug-in” applications for sending alerts,
you may see athird button at the bottom of the page (in addition to Save As
Template and SEND ALERT) to initiate the alert plug-in. For more
information on using the plug-in application, contact your HAN Coordinator.
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You may select as many roles
and or role groups as you wish.
In the right pane, roles and role
groups you select appear in the
Alert Recipients list.

Regardless of the method you
choose, the alert appears on
the BTRS home page of each
user who received the alert.

3

In the left pane, in the tree, do one or more of the following:

To do this

Do this

Select individual roles and/or role
groups

Click each role and/or role group
to which you want to send the
alert

Select all roles within an OU

Right-click the OU that contains
the roles you want to include in
the alert, and click Select All
Roles in OU

Select all roles within an OU and
all sub-OUs

Right-click the OU that contains
the sub-OUs and roles you want
to include in the alert, and click
Select All Roles in OU and Sub
OUs

To send an alert using atemplate instead, select atemplate name from the tree.
For more information using templates, see “ Sending Alerts Using Templates’
on page %4.

Only the roles and role groups you have permission to aert appear in

the tree.

To verify which users are assigned to a particular role, right-click the name of
the role and click View Role. To verify which roles are assigned to a
particular role group, right-click the name of the role group and click View

Role

Group.

4

In the right pane, in the Priority list, select Low, M edium, or High.
Inthe Duration list, select 1 Hour, 1 Day, or 1 WeeK.

To select adifferent range of time, click custom, and select the
number of days and/or hours you want the alert to remain active.

Inthe Alert Typelist, select one of the following methods:

Select this

To do this

Use Alert Profiles

Send an alert to each user based
on his or her active alerting profile

Fax Only Alert

Send an alert to each user’s
designated work fax number

Work Email Only Alert

Send an alert to each user’s work
e-mail address
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7 Inthe Subject field, type the subject or title of your alert.

® Do not include any form of the word “confirm” in your subject. Doing so will
interfere with the email confirmation functionality of BTRS. (For more
information, see “To confirm an alert by replying to the email” on page 88.)

8 Inthe Messagefield, type the alert message.
You can enter up to 2,000 characters.

9 Toinclude a pre-recorded message for phone-based notifications,
click Attach Recorded M essage

The Attach Recorded Message dialog box opens.

A http:fivaqga.virtualalert.com - Attach Recorded Mess... E“E|E|

Attach Recorded Message

Clicl Browse to add a recorded message {in .wavy format) to your alert,
hen yvou are done, click Upload to attach the file, Recaorded messages
replace the alert subject, message, and signature text you enter in all
phone alerts.

Recorded Wwaw File:

[ Upload ] [ Cancel ]

Attach Recorded Message dialog box
10 Click Browseto locate the file you want to upload.

Recorded messages must be .wav filesin PCM format. The default
sound recorder settings for Windows will work. For help with this
feature, contact your System Administrator.

3 Recorded messages repl ace the Subj ect, M essage, and Signatur e you enter
for al phone alerts. The subject, message, and signature are till included in
e-mail, fax, and portal notifications.

11 When you are finished, click Upload to attach the .wav file.
The Attach Recorded Message dialog box closes.

12 Toinclude a custom signature with this alert, select the Enable
Signature check box.

13 Click SEND ALERT.

BTRS displays the message, “ Are you sure you want to send this
aert?
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14 Click OK.

The Generating Alert page displays while the alert information is
being produced.

When the process is compl ete, the Alert Confirmation page appears,
and displays the information for each user the alert was sent to. The
users appear in the list aphabetically by last name.

3P Donot click the Refresh button in your browser when you are on the Alert
Confirmation page. That will resend the alert. On this page, you should only
click the OK button at the bottom of the page. If you want to view a
refreshable page to check statuses, go to View My Sent Alerts and view the
Alert Detailsfor the alert. That page has a Refresh Alert Details link on the
page that you can click to re-load the information on the page.

Sending Alerts Using Templates

For more information about In addition to selecting roles and/or role groups to create an alert on the

creating templates and Send Alert by Role page, you may also choose to send an aert using any

assigning template operators, . . ..

see the BTRS Administrator pre-defined template you have been given permission to use. You can

Guide. view and use any template for which your role has been added as an
operator.

Each alert template is set up by a BTRS Administrator to automatically
include the roles and/or role groups that will receive the aert; the aert
subject and message (and recorded message if attached); the type of alert;
and the alert’s duration and priority.

When you select atemplate, all information entered by the user who
created the aert template is automatically added to the aert. If you
choose, you can add your own custom signature to the alert.

» To send an alert using a template
1 Onthe BTRS navigation bar, click Alerts.
The Alerts page appears.
2 Under Alerts Menu, click Send Alert by Role.
The Send Alert by Role page appears.
In the left pane, expand the Templates section.
Click the name of the template that you want to use.

The Send Alert From Templ ate page displays.
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Alerts Memu > [ Home |

[=] Alertable Roles

g firole Directory
---ﬁnhiline County
- fiAdams County
-ﬁnddisun County
-ﬁnlhany Role OU
-!E.Applicatiun Roles
-ﬁDeplnyment
-!ELuad Test Roles
504 Role DU
LRoot Level Role
----- T Refresh Role Directory

[= Alertable Role Groups

E---ﬁkule Groups

¢ m-4i3A - Region Groups

i @-$3A1 State Groups

!}B - Region Groups

. Refresh Role Group Directory

[=] Alert Templates

Biohazzard Spill
Possible Outbreak

? Refresh Ternplate List

Send Alert From Template

Confirm the alert information from the template you have selected, then click Send
Alert. Click the name of recorded messages to listen to an attached recording. To add
or remove a custom signature, select the Enable Signature check box, To return to
the Send alert by Role page, click Cancel.

Alert Template Mame: Biohazzard Spill

Priority: * High
Duration: 1 hours
Alert Type: Use Alert Praofiles

& - First Responders
all HAM Coordinators

Subject: BioHazard =pill

The abiline County Health Departrment has been notified by
State and local officials of a suspected BioHazard Spill within
our region, The purpose of this alert is to let area physicians

Message: and emergency rooms know that people who were exposed
may be presenting with symptoms, We do not yet know the
exact number of exposures, Please check the Announcrments
section of the HAM portal frequently for updates,

alert Recipients:

Recorded Message:

[JEnable Signature

Send Alert ] [ Cancel

Send Alert From Template page

5 Review the template's alert information, then perform the following
as necessary:

To do this Do this

Listen to an attached recorded Click the name of the attached
message wav file

Add a custom signature Select the Enable Signature

check box

6 When you are finished, click Send Alert.

BTRS displays the message, “ Are you sure you want to send this
aert?

To choose another template or send a different alert, click Cancel.
7 Click OK.

The Generating Alert page displays while the alert information is
being produced.

When the process is complete, the Alert Confirmation page appears,
and displays the information for each user the was sent to. The users
appear in the list aphabetically by last name.
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Sending Alerts by User

On the Send Alert by User page, you can search for and send alertsto
specific users who match your search criteria. You can search for any
information users have entered on the My Profile page, such as the city
the user works in, languages the user speaks, and the area code of the
user’s phone number.

» Only those users who belong to roles and role groups you can alert appear in
your search results, regardless of the search criteriayou enter. You can view
the roles and role groups you can send alerts to (and which users belong to
those roles) on the Send Alert by Role page. For more information, see
“Understanding Alertable Roles’ on page 89.

Filter Operator: ® ano O or
wWark Zip/Postal Code w
L%

W

The Send Alert by User process consists of two processes: the first covers
entering criteria to search for users to alert and selecting users to send the
aert to, and the second includes creating the aert body and selecting

aerting preferences.

» To search for alert recipients

On the BTRS navigation bar, click Alerts.

1

Cantains
Contains
Cantains
Contains

Contains

The Alerts page appears.

Under Alerts Menu, click Send Alert by User.
The Send Alert by User page appears.

alerts Menu = JHome | |

1100
:
3
.
3

amD

AND

amD

AND

Alert Information

Help with this form

Use this page to search for and send alerts to
specific users, Enter search criteria in the
fields to the left, then click Search. Select ane
or more users in the Search Results list to add
ta the Alert Recipients list. You can add users
to the Alert Recipients from multiple searches,
when all users have been added, enter alert
information and click SEND ALERT.

Rows Displayed Per Page: | 50

Send Alert by User page

b

3

In the first drop-down list, select the user profile item you want to
search for, such as Last Name, City, or Cell Phone.

You must choose at |east one item to search for.
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4 Inthe second drop-down list, select the term that best suits your

search type:

Select this term | To search for items in the first column that

Contains Include anywhere the text you type in the next step
For example, to search for the city “Richmond”,
type “ri” or “mond” in the third field

Equals Match exactly the text you type in the next step
For example, to search for the city “Richmond”,
type “Richmond”

Starts with Begin with the text you type in the next step
For example, to search for the city “Richmond”,
type ‘r”, “ri”, or “rich” in the third field

Ends with End with the text you type in the next step
For example, to search for the city “Richmond”,
type “mond” or “d” in the third field

5 Inthethird field,

type the text you want to search for, based on the

information you entered in the first and second lists.

6 Repeat step 3 —step 5 for each criterium you want to include in the

query.

7 Nextto Filter Operator at the top of the page, select AND if you want
BTRS to search for users who meet al the criteria you specify.

Select OR if you want BTRS to search for users who meet any of the
criteriayou specify.

8 Inthe Rows Displayed Per Page list, select the number of users you
want to display in each page of the Search Results section.
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9 Click Search.

The Retrieving Available Users page displays while BTRS searches
for users who match your criteria.

When the process is complete, the Send Alert by User page displays
the Search Results, Alert Recipients, and Alert Information sections.

Search Results (7 Alert Recipients (o) Alert Information
Add All [ Remove | [ Remove all | || Priority:
1 1 Lo w
I Y | [ SR Ao
[] Richard Bosco 1 1 Hour % custorn
N Peter Henderson Alert Type:
[] Betty Iohnson Use alert Profiles w
N Francis Janes Subject:
N Sandra kelly
N Bob Srnith
[] Brandon Weslowski Message:

[JEnable Signature

SEND ALERT

Send Alert by User page

10 Inthe Search Results section, select one or more users to receive this
dert, then click Add.

Toinclude all usersin the Search Results section as alert recipients,
click Add All.

To select al users displayed on that page only, select the check box in the
kd column heading.

All the users you selected are added to the Alert Recipients section in
alphabetical order.

3 Theorder in which users appear in the Alert Recipients section isthe order in
which BTRS will send the alert. If you want users to recievethe alert in a
particular order, select them one at atime.

11 Repeat step 3 —step 10 to search for and add additional users as alert
recipients.
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12 Continue to the next section to compose the alert message and select
aerting preferences.

» To send an alert to specific users

1 After completing the stepsin “To search for alert recipients’ on page
96, under Alert Informationinthe Priority list, select L ow, Medium,
or High.

2 IntheDuration list, select 1 Hour, 1 Day, or 1 Week.

To select adifferent range of time, click custom, and select the
number of days and/or hours you want the alert to remain active.

Regardless of the method you 3 IntheAlert Typelist, select one of the following methods:

choose, the alert appears on
the BTRS home page of each

user who received the alert. Select this To do this

Use Alert Profiles Send an alert to each user based
on his or her active alerting profile

Fax Only Alert Send an alert to each user’s
designated work fax number

Work Email Only Alert Send an alert to each user’s work
e-mail address

4 Inthe Subject field, type the subject or title of your alert.

@ Do not include any form of the word “confirm” in your subject. Doing so will
interfere with the email confirmation functionality of BTRS. (For more
information, see “To confirm an alert by replying to the email” on page 88.)

5 Inthe Messagefield, type the alert message.
You can enter up to 2,000 characters.

6 Toinclude a custom signature with this alert, select the Enable
Signature check box.

7 Click SEND ALERT.

BTRS displays the message, “ Are you sure you want to send this
aert?”

8 Click OK.

The Generating Alert page displays while the alert information is
being produced.

When the process is complete, the Alert Confirmation page appears,
and displays the information for each user the was sent to. The users
appear in the list aphabetically by last name.
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Generating Alerts via Phone

BTRS users who have been given permission to generate alerts from
atelephone can call adesignated phone number to launch an alert
template without needing to log in to the portal. By providing a
Call-in PIN Code and the Template ID number for the phone alert
template you wish to use, BTRS automatically generates alert
notifications based on the information provided in the template.

3 Before you can generate a phone-based aert, BTRS must have at least one
alert template that includes the Phone In Role as an operator. For more
information about creating and managing alert templates, see the
Administrator Guide.

» To generate an alert over the phone

1

Use the telephone number provided by your BTRS Administrator to
call and begin the alerting process.

When prompted, enter the ten-digit Call-in PIN Code provided by
your BTRS Administrator, then press # (pound key) on your
telephone.

When prompted, enter the template 1D for thisaert provided by your
BTRS Administrator.

BTRS confirms the name of template based on the template ID you
enter.

Press 1 to send the alert using this template.
BTRS plays the message, “ Your alert has been sent.”

Press 2 to select another template, then repeat steps 3 and 4 to send
the alert.

Resending Alerts

After you send an aert and once the original alert is complete, you can
resend the alert information to the users who have not confirmed receipt.
The same information is sent in a new alert using the same alerting
methods and preferences you chose for the original aert. The resend
option isavailable for al alerts you send, until the alert is canceled, or all
users confirm receipt of the alert.

When you resend an aert, BTRS appends the Subject of the alert with —
“Resent, [subject]”; and the Message with — “Thisis aresend of an alert
first sent at [date/time]. [ message].”

3 Youmay only resend alerts that you originally send. Other users, including
BTRS administrators, cannot resend alerts for you.
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» Toresend an alert
1 Follow the stepsin“To view sent alerts” on page 79.
The My Sent Alerts page displays the results of your search.

2 Toview thedetails of aparticular aert, click the date and timelink of
the alert for which you want to see more information.

The Alert Details page displays.

Alert Details

? Back to Previous View % Refresh alert Details % Resend alert

Links at top of Alert Details page

3 Atthetop of the page, click Resend Alert.

This link does not appear while the alert isin progress, if the alert is
canceled, or if all users have confirmed receipt of the alert.

Canceling Alerts

You can cancel an active, in progress alert through the My Sent Alerts
page. Although all e-mail aerts are sent immediately and cannot be
undone, you may prevent some phone aerts from being issued.

3 If you have administrative privileges and are able to manage the alert sender’s
role, you can cancel an alert sent by another user from the Alert History Log
page. For more information, see the BTRS Administrator Guide.

P To cancel an alert
1 Follow the stepsin“To view sent alerts’ on page 79.
The My Sent Alerts page displays the results of your search.

6/30/2005 10:51:57 AM  6/30/2005 11:51:57 AWM Explosion at Growright Fertilizer Mediurm
£/30/2005 10:42:08 AM  6/30/2005 11:42:08 &AM  BioHazard Spill ! High

My Sent Alerts page search results

® The cancel button will no longer appear if the alert has expired or has already
been canceled.

2 Inthe Action column for the aert you want to cancel, click Cancel.

BTRS displays the message, “Are you sure you want to cancel this
alert? All outgoing phone calls will be stopped. Some phone calls and
all e-mail messages have already been delivered and cannot be
repeaed.”
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3 Click OK.

BTRS displaysthe message, “ Alert successfully canceled!” aswell as
the subject of your alert and your name as the sender.

4 Click OK toreturn to the My Sent Alerts page, which displays the
updated list of alerts.

! - J |
6/30/2005 11:01:54 AM  6/30/2005 12:01:54 PM  Influenza Outbreak in Abiline County

N/&  6/30/2005 10:51:57 AM  6/30/2005 11:51:57 AM ':CE'"iCE'Ed by: Dawn Wyatt) Explosion at Growright
T U Fertilizer

/3072005 10:42:06 &M 6/30/2005 11:42:08 &M BioHazard Spill
Updated My Sent Alerts page
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6 Using My Directory

The Directory section of the BTRS portal enables you to view, search for,
and export other BTRS users’ contact information. Because each BTRS
user must update the information in his or her profile at least every 30
days, you can rely on the fact that the contact data in the directory is up-
to-date. You can use this information to e-mail or fax items that BTRS
does not, or to update your organization’s contact database in other
applications, such as Microsoft® Excel and Outlook®.

Depending on which data other users enter about themselves, you may be
ableto view the following information about each user:

« Name
« Title
» Organization name
» Type of industry user worksin
« What languages the user speaks
+ Rolesthe user is assigned to
» Contact information:
» e-mail address
»  Work phone number
»  Cell phone number
»  Pager number
»  Fax number
» Alternate phone number
«  Satellite phone number
» Alphapager number

« Alternate e-mail address

3 If theuser you are viewing has not been assigned to arole that you are able to
alert, you will only see that user’s e-mail address, work phone number, and
work fax number. All other information in that user’s profile appears as
(private).
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In addition to locating user information using the directory tree view, you
can also search for individual users contact information, and copy
directory information into other applications.

Using the Directory Tree View

For more information about The directory tree organizes user information by each role and

what roles and OUs are, see Organizational Unit (OU) created in your BTRS portal. The name of each
Roles, Role Groups, and . . . .
Organizational Units” in OU appears in bold, with an icon ($§3) to the left. All roles appear in the
Chapter 2, page 12. tree aslinks; clicking the link displays each user in that role and the

associated contact information.
» To view users in the Directory Tree
1 Onthe BTRS navigation bar, click Directory.
The My Directory page appears.

2 Intheleft pane, on the Directory Tree tab, expand the tree to locate
the role for which you want to view user information.

You can also search for users. For more information, see “ Searching
for Usersin the Directory” on page 104.

3 Click thelink for any roleto display contact information in the right
pane.

Searching for Users in the Directory

In addition to viewing usersin the directory tree by role, you can search
for individual users using other criteria, including the user’'s name, the
company he or she works for, or the city in which he or she works. For
example, you can perform a search to look for al users who work in Los
Angeles, or whose titleis HAN Coordinator.

3P Search results only display information entered by other users that you have
permission to view.

» To search for users in the directory
1 Onthe BTRS navigation bar, click Directory.
The My Directory page appears.
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alerts | Directory | My Profile | BTRS Admin | Logoff

Directory Yiew I Search = My DirECtOry

Look up contact information

E---ﬂ?l’-ole Directory The tree on the left represents the
E--!}Burder States entire Directary. Clicking an
E‘...ﬂuuh Organizational Unit will expand its

contents. Clicking a Role will return
N the Users that currently fill that Role,
Wyoming as well as specific profile fields and
ranklin Co Hospitals contact information. By default Warlk

: Emergency Services Coordinator

LeFranklin Co Sheriff Email, Wwarl Phone, and Work Fax
I:—]--!—él:tlluradu contact information is available for all

s . Users. Additional contact information
E"'m“" Hazards Region - Named (if provided) is available for all Users

E---’}Adams County that are members of Roles that your
---ﬁnﬁ Role can alert, Use the search form
B ﬁDPS to find all Users that meet a given

iofdams Co Sheriff search criteria,
- fEREM A

@-fi3Public Health

AH Region Level Roles
; ’}HAN Coordinator

- fBRETACS Region 1
H-$giFederal

[]--ﬁWashingtnn

... % Refresh Role Directory

2 Intheleft pane, click the Search tab.

Directory YWiew || Search

Field: Ir'-.larne =]

Criteria: ICDntains "I
Text: |
search |

3 IntheField list, select one of the following:

Select this option To search by

Name The user’s name

Title The user’s job title

Organization The name of the organization the

user works for

Business Category The category of business the user
selected in his or her profile

Prof. License A professional license the user
holds
Specialty The specialty the user selected in

his or her profile

Spoken Languages A language the user speaks
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Select this option To search by
Work Location The user’s job location
Work City The city in which the user works

4 Based on the selection you made in step 3, in the Criterialist, select
one of the following:

Select this option To search for

Contains Words that contain the letter,
word, or phrase you enter in the
Text field

Equals Words that appear exactly as you

enter in the Text field

Begins with Words that begin with the letter or
letters you enter in the Text field

Ends with Words that end with the letter or
letters you enter in the Text field

5 Based on the selection you made in step 3, in the Text field, type the
|etter, letters, word, or phrase you want BTRS to search for in the

directory.
To view more of the right pane, 6 Click search.
place your cursor on the scroll ) ) )
bar between the left and right Theresults of your search display in the right pane.

panes, then click and drag the
scroll bar to the left.

Horme | Search | Categories | Document Library | Subscriptions | Alerts | Directory | My Profile [ BTRS Admin | Logoff

Directory Yiew I Search &) (1 Users returned)

* denotes alertable roles.

E---ﬁRole Directory Bus.Category|Languages Spoken m Contact Information
i-fliBorder States Frank Sheriff Adams County  Public Health - Adamns Co Email Address: depalmaf@dle.co.us
H s—é | d DePalma Sheriff Sheriff*  Worle Phone:  {302) 451-1600 x301
e-SiColorado Fax: (302} 451-1601

E---&}AII Hazards Region - Nam
| o-fBadams County

$rublic Health
a}AH Region Level Roles
---QEHAN Coordinator
5-4BRETACS Region 1
[]---ﬁFederal

e s—él\‘lajor Employers
a-fMilitary
[]---ﬁPriuate
£
£

]---!—ﬁTrihal Authorities
7 W ashington
----- % Refresh Role Directory
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Exporting Directory Information

After performing a search or locating users within arole, you can quickly
create a Microsoft® Excel spreadsheet or atablein M icrosoft® Word that
contains all user information displayed on the page.

» To copy user information to a spreadsheet

1 Onthe Directory page, select all the text you want to insert into the
spreadsheet (or you can quickly select all text on the page by pressing
CTRL + A).

2 Right-click the selected text, and click Copy (or pressCTRL + C).
Open anew or existing document in M icrosoft® Excel or Word.

4 Placeyour cursor at the location in the spreadsheet or document
where you want to insert user information.

5 Onthe Edit menu, click Paste (or pressCTRL + V).

The text from the Directory page appears in the document or
spreadsheet.
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Glossary

A

active alerts Alertsthat have been sent and
have not yet expired.

alert A notification sent to inform or warn roles
or users within the BTRS directory.

alert details All details of a sent alert,
including the alert’s sender, subject, message,
priority, send time, expiration, and roles or users
notified.

alertable roles Roles designated by a BTRS
Administrator to receive aerts from a particular
role or role group.

application One or more programsin
applications software that you can run on your
computer. Some examples of applications are
database programs (M icrosoft® Access), word
processors (Mi crosoft® Word), and spreadsheets
(Microsoft® Excel).

approve The process of accepting a draft
version of adocument as ready for publishing in
the Document Library. Only those users
designated to be approvers for a specific folder
can approve documents. See also reject.

Author A user who has permission to add, edit,
delete, or read all documentsin afolder. Authors
can also create, rename, and del ete folders, but
cannot set folder security policies. In an enhanced
folder, authors can also submit any document for
publishing.

B

Back button In Microsoft® Internet Explorer, a
button on the Standard Buttons toolbar that
enables you to return to the page you were
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previously viewing. Not all pages enable you to
use the Back button.

browser A software application used to |ocate
and display Web pages. Touse BTRS, you need to
use Microsoft® Internet Explorer’s browser. Most
browsers can display both text and graphics, as
well as sound and video.

BTRS Admin A BTRS user with broader
permissions to manage portal content and
settings, as well asroles, role groups, and users.
In addition, BTRS Admins can generate and view
various administrative reports and logs.

C

categories Groups of related content,
organized hierarchically by subject matter.

category folder A folder that is used by
coordinators to organize categories.

check in Add or return adocument to an
enhanced folder. Releases the editing reservation
on adocument, allowing others to open and edit
it. See dlso check out, enhanced folder.

check out Create awritable version of a
document while preventing other users from
editing the same document. See also check in,
enhanced folder.

D

dashboard Seedigital dashboard.

dashboard site A Web site created by using
Digital Dashboard technology. The dashboard site
contains a number of pages, or dashboards, and
includes customization pages and custom Web
Part forms. The dashboard site is used to
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distribute information to workspace users through
aWeb browser. BTRS is a dashboard site. See
aso digital dashboard, Web Part.

digital dashboard A page on a dashboard
site. Each dashboard contains a collection of Web
Partsin amodular view that can be presented to
usersin a Web browser. See also dashboard
site, Web part.

directory The collection of Organizational
Units (OUs) and the roles, users, or role groups
within those OUs.

discussions A feature for adding threaded
comments about a document.

document A discrete unit of content and its
associated metadata.

Document Library The storage location for
documents in the workspace. See also: folder.

document profile A set of properties applied
to similar documents.

E

enhanced folder A document storage folder
that supports document management tasks such as
check-in, check-out, versioning, approval, and
publishing. See also folder, standard folder.

extract A generated list of usersthat meet
search criteria; also to create adatareport in
another format.

F

folder A means of organizing and storing
programs, files, and documents on a disk or
server. See also enhanced folder, standard
folder.

form see page.

H

home page The page in BTRS to which users
are taken upon login. The page enables usersto
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access hews, announcements, and alerts, as well
as other areas of the BTRS portal.

K

keywords One or more words associated with a
document, folder, or category that a user can use
to search for that document, folder, or category.

M

maximize When using awindow, to enlarge the
size of the window (usually so that it coversthe
entire page). See also minimize.

minimize When using awindow, to reduce the
size of and replace the window with an icon on
your task bar. Minimizing retains the information
displayed in the window while allowing you to
view other windows. Clicking the icon on the task
bar restores the window to its previous size and
position. See also maximize.

My Profile Information about individual users
that can be updated by those users.

N

navigation bar A series of links on each page
in BTRS that enable you to view another section
of BTRS, such as My Profile, Directory, and
Alerts.

O

Organizational Unit (OU) A container that
holds objects (such asroles, users, or role
groups), similar to afolder. Typically, an
organization will create OUs that resemble their
organizational structure, maintaining an OU for
each department.

P

page A document on the World Wide Web that
displaysall the content assigned to that page, such



asthe BTRS home page or Alerts page. InBTRS,
a Web page that serves to perform a particular
function, such as sending an aert, entering
document profiles, or generating areport.

permission(s) Authorizations within the
portal, which determine access to documents/
sections in the workspace. For example, the three
standard permissions are: Reader, Author, and
BTRS Admin.

profile (portal) Information about individual
documents that are uploaded into BTRS. The
profile information is attached to the
corresponding documents and aids in searches.
See also My Profile.

publish To make adocument available to
Readers. See also approve.

R

Reader A user who can search for and read
documents but cannot add them to the workspace.
By default, all folder users have Reader
permissions. In an enhanced folder, Readers can
only view folders and published versions of
documents. A Reader cannot check out, edit, or
delete workspace documents, nor view draft
document versions.

reject The process of not accepting a draft
version of adocument as ready for publishing in
the Document Library. Only those users
designated to be approvers for a specific folder
can reject documents. See also approve.

role A position within an Organizational Unit
(OU) that consists of ne or more users.

role group One or more roles grouped together
for the purposes of assigning alertable roles,
folder permissions, or management rights. See
aso alertable roles, roles.
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S

search The functionality of finding information
in documents based on keywords found in the text
of those documents or related to the properties of
the documents. Thisis commonly referred to as
full-text search. See dso index.

standard folder Supports document profiles,
but does not support check in, check out,
publishing, or document version history.

subscription A request for notification when
changes are made to a document; the contents of a
folder or a category; or a search results|list.

T

tree A method of organizing Organizational
Units (OUs), roles, role groups, and/or usersin
which the groups appear similar to that of the
branches of atree. Clicking the itemsin the tree
expands or collapses the information stored with
that branch.

U

undo check out Cancel the check-out of a
document. Undoing a document check out makes
the last version of the document available for all
users to check out.

\"

version history The (reverse) chronological
listing of revisions that have been made to an
item, and any associated comments attached to
the version by the user performing the check-in or
check-ouit.

version label A number or other text that
indicates the version of an item.
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W

Web browser See browser.
Web page See page.

Web part A customizable, reusable component
used to display specific information on a
dashboard. Web parts are used to associate Web-
based content (such as XML, HTML, and
scripting) with a specific set of propertiesin an
organizational framework. See also dashboard
site, digital dashboard.
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window An enclosed, rectangular area that
displays on your monitor page that runs a
program or displays data. You can have several
windows open at one time; most allow to you to
resize, move, maximize, and minimize the
window. See also minimize, maximize and
application.

workspace An organized collection of
documents, content sources, management folders,
categories, document profiles, subscriptions, and
discussions. It provides a central location to
organize, manage, and publish content.
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viewing active 22, 79
viewing sent 81
announcements 26, 56
approvers
permissions in the Document Library 50
approving documents 25, 65

about 64
approver permissions 50
pending approval icon 56

authors
permissions in the Document Library 50

B

base documents 55
BTRS

about 1
help 21
licenses
Alerting level 12
BTRS Administration 12
BTRS Collaboration 12
logging into 14
for the first time 33
navigating through the portal 15
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BTRS Administration license 12
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BTRS navigation bar 9, 16
BTRS search bar 9, 17

BTRS title bar 9

C

canceling alerts 12, 101
categories
about 52
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assigning to documents 60 approving 64, 65
subscriptions to 26, 27 assigning categories to 60
creating 28 checking in 58
deleting 31 checking out 67
viewing 22 deleting 78
changing discussing 70

alerting profiles 43 editing 66, 68

alertingsecurity codes 39 if(?;(||1|1595764
pas;}NO_rdf 47 don 38 publishing 62
profile information rejecting 66
checking in documents 58 renaming 69
checking out documents 24, 67 showing available actions for 56
. subscribing to 74
checked out icon 56
types of 55
clearing subscription notifications 30 viewing document history 57
confirming alerts 85 folders 52
creatin creating 53
g deleting 54
alerting profiles 41 enhanced 52
alerts 89 renaming 53
document profiles 59 standard 52
folders_ 5:_% subscriptions to 55
subscriptions 28 permissions 14, 49
user profile 34 about 51
admin 50
approvers 50
D authors 50
by license 12
dashboard in folders 50
definition of 4 readers 50
digital dashboard 5 searching within 17
dashboard site unavailable to Alerting level license us-
definition of 5 ers 49
. viewing documents in 56
deleting
alerting profiles 43 document status 24
documents 78 documents
folders 54 about 55
subscriptions 31 approving 65
digital dashboard. See dashboard. about approval routing 64

approver permissions 50

Directory section assigning categories to 60

about 103 checking in 58

directory tree view 104 checking out 67

exporting user information 107 checked out icon 56

searching for users 104 checked out to you 24
discussing documents 70 creating profiles 59
Document Library 11 g?slszlsns?nggm

about 49 editing 66, 68

approving documents 25 faxing 74

categories 52 icons 56

document status 24 pending approval 25

documents pending approval icon 56

about 55
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publishing 26, 62
published document icon 56
rejecting 66
renaming 69
showing available actions for 56
subscriptions to 26, 27, 74
creating 28
deleting 31
types of 55
viewing 56
viewing document history 57
waiting for your approval 25

E
editing
alerting profiles 43

F?

faxes

searching for previously sent 76
viewing sent 76

faxing documents 74
folders

about 52
approval routing for 64
creating 53
current folder rights 53
deleting 54
enhanced 52
managing 12
permission levels for 50
renaming 53
standard 52
standard folder icon 52
subscriptions to 26, 27, 55
creating 28
deleting 31

help 21

home page
alerts 22, 79
announcements 26
categories 22
confirming alerts 86
document status 24
news 25

INDEX

quick links 23
subscription summary 25

icons

checked out 56
pending approval 56
published document 56
standard folder 52

Internet 11

L

license permissions 12
user directory 12
licenses

Alerting level 12, 79
BTRS Administration 12
BTRS Collaboration 12
permissions
in the Document Library 12
in the user directory 12
types in BTRS 11

logging into BTRS 14

for the first time 33
creating alerting profiles 41
creating user profile 34

115

setting alerting security codes 39

M

managing
folders 12
role groups 12
roles 12
users 12

Microsoft
terminology 4
My Profile section
changing alerting profiles 43

changing alerting security codes 39

changing passwords 47
creating alerting profiles 41
deleting alerting profiles 43
logging in for the first time 33
maintaining user profiles 33
scheduling alerting profiles 44
updating user profiles 38
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N

navigating through BTRS 15
navigation bar
using in BTRS 16
news 25, 56
notifications

clearing 30
receiving 30

O

Organizational Unit

about 13
directory view 104

OU. See Organizational Unit.

P

pages
format of 8
moving between 17

password

as different from alerting security code
38
changing 47

permissions

in folders 50
in the Document Library 14, 49
about 51
admin 50
approvers 50
author 50
readers 50
role-based 13
types for users 13

portal

definition of 5

logging into BTRS 14
navigating through BTRS 15
page elements in BTRS 8

profiles

alerting 40

changing 43

creating 41

deleting 43

scheduling 44
alternate contact information in 36
document profiles 59
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editing 68

updating 66
entering information in 34
home contact information in 36
maintaining information in 33
miscellaneous information in 37
personal information in 34
reminder for updating 38
user profiles

creating 34

exporting 107

privacy 103

searching for 104

updating 12, 38

viewing 104
verifying information in 33
work contact information in 35

publishing documents 26, 62

checked out icon 56
published document icon 56

Q

quick links 23

R

readers
permissions in the Document Library 50
receiving alerts 12, 85
Alerting level license 79
rejecting documents 66
role groups
about 13
managing 12
role-based permissions 13
roles

about 13

alertable 89
directory view 104
managing 12
permissions 13
sending alerts to 90

S

searches

entering search information 18
for sent alerts 81
for sent faxes 76
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advanced 19 terminology 4
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sorting results 20 .

subscriptions to 21, 26, 27 user permissions
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viewing results 20 user profiles

security 11 alternate contact information in 36

alerting security codes 38
user profile privacy 103

sending alerts 12, 89

by role 90

by user 96

via phone 100
via template 94

simple searches 18
sorting

search results 20
subscriptions

creating 28

deleting 31

notifications 30
clearing 30
receiving 30

summary 25

to categories 28

to documents 28, 74

to folders 28, 55

to search criteria 21

working with 27

T

templates 94

U

updating
alerting security codes 39
documents 66
renaming 69
folder names 53
password 47
user profiles 12
user directory
license permissions 12
User Guide 3

format 6

entering information in 34
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