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[bookmark: _Toc459270384]Administrator Home
After you log into the system, the Home page appears.  Your Home page shows your most recent updates and messages.
[image: ]
The Home page has the following sections:
· Profile - This section displays whether your account is active or inactive as well as the organizations you manage or belong to. Click the Edit Account Status link to make changes to your account. Click the (view full profile) link to see the Identity page of your profile.
· Announcements - This section displays announcements posted by the System Administrator. Click the name of an announcement to view its details. This section does not appear if no announcements are available.
· Recent Messages - This section shows the last ten messages that you received in your mailbox. Click the name of a message to open it in your Inbox. The number in parenthesis shows the number of unread messages you have in your Inbox. You can check your Inbox at any time by clicking the Messages tab.
· Did you know? - This section provides an overview of the help center and contact information for Intermedix® Support.
Documents
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[bookmark: _Toc459270386]Identity
To access your identity information, go to My Profile: Identity. The following page opens.
[image: ]
To make changes to the information on this page, click the Edit Information button. Edit the form and click Save Changes to update the profile with the new information.
The system automatically keeps track of all changes made to your Identity page. To view the changes log, expand the History of Changes section by clicking the arrow next to the section name.
[image: ]
[bookmark: _Toc459270387]Contact
To access your contact information, go to My Profile: Contact. The following page opens.
[image: ]
Click Edit Information to perform the following tasks:
●      Provide a primary email address. Without an email address, important messages and notifications may be missed. The system does not allow two accounts with the same email address.
●      Enter at least one contact method. Enter additional contact methods to make sure your coordinator can reach you during emergency situations. Use the X button to delete a contact method.
●      Use the arrows [image: ] to organize contact methods in the order of their priority. Notifications are sent to your devices in the order that you specify.
The system automatically keeps track of all changes made to your Contact page. To see the changes log, expand the History of Changes section by clicking the arrow next to the section name.
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To access your contact information, go to My Profile: Contact. The following page opens.
[image: ]
Click Edit Information to perform the following tasks:
●      Provide a primary email address. Without an email address, important messages and notifications may be missed. The system does not allow two accounts with the same email address.
●      Enter at least one contact method. Enter additional contact methods to make sure your coordinator can reach you during emergency situations. Use the X button to delete a contact method.
●      Use the arrows [image: ] to organize contact methods in the order of their priority. Notifications are sent to your devices in the order that you specify.
●      Specify a primary emergency contact who should be notified in the event of a personal emergency during deployment.
The system automatically keeps track of all changes made to your Contact page. To see the changes log, expand the History of Changes section by clicking the arrow next to the section name.
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To access your contact information, go to My Profile: Contact. The following page opens.
[image: ]
Click Edit Information to perform the following tasks:
●      Enter or update your email address. Without an email address, important messages and notifications may be missed. The system does not allow two accounts with the same email address.
●      Enter or update your contact methods. Contact methods are the ways that you can be contacted during an emergency situation. On the top left of a contact method area, click the delete icon X to remove the contact method or click the arrows [image: ] to reorder your contact methods so that your primary contact method is listed first. Messages are sent to subsequent contact methods in the order listed.
The system automatically keeps track of all changes made to your Contact page. To see the changes log, expand the History of Changes section by clicking the arrow next to the section name.
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[bookmark: _Toc459270388]Affiliation*
*  Note that this function might not be available to you due to the configuration of your system.
To see your current HAN roles and categories, go to My Profile: Affiliation. The following page opens.
[image: ]
To add HAN roles, click the Edit Information button and use the arrows to move roles to the box on the right. To remove HAN roles from your profile, move roles to the box on the left. Click Save Changes to update your profile.
The system automatically keeps track of all changes made to your Affiliation page. To see the changes log, expand the History of Changes section by clicking the arrow next to the section name.
[image: ]
[bookmark: _Toc459270389]Manage Account Settings
[bookmark: profile_manage_account_settings__8246]Open the user's profile window and click the Account Settings tab to perform such actions as changing the user's username and password, system role, account status, and more.
To view the changes that have been made on this tab, go to the History of Changes section at the bottom of the page. Note that this section is available based on your permissions.
[bookmark: _Toc459270390]Change Password and/or Username
To change a user's password, enter a new password in the Reset Password section and follow the guidelines in the box.
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Confirm the password by typing it into the Retype New Password field and click Change. The user receives an email with their username and new password.
Note: If the user does not have an email address specified in their profile, they are not notified when an administrator updates their username and/or password. In this instance, you should notify the user of the change using another contact method.
To change a user's username, enter a new username in the Username section and then click Change. The user receives an email with their new username.
[image: ]
[bookmark: _Toc459270391]Update System Role
To update a user's system role, select an option from the New System Role drop-down list in the User System Role section and then click Change. Changing a user's system role modifies their rights within the system. Refer to the system role description for more information. The user receives an email informing them of their new system role.
[image: ]
[bookmark: _Toc459270392]Update Account Status
To access settings for your account, go to My Profile: Account Settings. The following page opens.
[image: ]
To edit settings:
1.    Go to My Profile: Settings.
2.    Enter information in the desired fields. Required fields are marked with an asterisk (*).
3.    Click the Change button in the lower right corner of the section.
Account Settings: Account Status Category
You can modify a user’s account status to control their ability to access the system. Use the Account Status section to activate, deactivate, or close the user's account.
Active 
Users with active accounts receive notifications. In addition, their names appear in search results and in organization or group member lists.
Inactive
Users with inactive accounts do not receive notifications. Their names do not appear in search results or in organization or group member lists. To make a user's account inactive, select the Inactive option from the New Account Status drop-down list in the Account Status section and then click Change.
To reactivate an account, select the Active option from the New Account Status drop-down list.
The user receives an email in both instances to inform them of their account status changes.
Closed
Users with closed accounts cannot log in to the system or receive notifications. Their names do not appear in search results or in organization or group member lists.
System and State Administrators have the option to close an account. To close an account, select the Closed option from the New Account Status drop-down list in the Account Status section and then click Change.
Account Settings: Other Categories
System Role
Displays your current system role. Only System Administrators have the ability to change your system role.
Username
Displays your current username. To change your current username, enter a new username in the New Username field.
Password
If you would like to change your password, enter your current password, then enter and confirm your new password. Follow the guidelines in the box on the right when choosing a new password.
Secret Question and Answer
Select a secret question from the drop-down list and enter your answer to the question. You are prompted to answer this question if you forget your password.
Display Preferences
Select how many table results you would like to view by default on pages with tables or result sets. Note that this field may not be available to you.
[bookmark: _Toc459270393]System Roles
System role types include:
●      Recipient - Users with this role have limited system access. They do not have the ability to manage or view others in the system, and they can only compose messages to administrators and respond to notifications they receive. They do not have access to the Administration or Configuration modules. Their access can be limited or expanded by their assigned organization access level permissions and other granular permissions in the Organizations and Document Library modules.
●      Local Administrator/Regional Administrator - Users with this role can perform many functions in the system, including some access to the Administration module. These administrators are limited by organization access level permissions in the Messages, Organizations, and Document Library modules.
●      System Coordinator - Users with this role can perform all functions available in the system and have full access to the Administration and Configuration modules. They have access to all organizations and can modify details, members, access levels, unaffiliated users, and network information for any created organization, regardless of their access level permissions. They can also manage users within the system.

[bookmark: _Toc459270394]Messages
[bookmark: _Toc459270395]General Messages
[bookmark: _Toc459270396]Check Messages
The messages that you receive from other people are stored in your Inbox with information about the type of message, subject, sender, and date. When you have unread messages, a number appears in the Messages tab to let you know. By default, messages are listed in chronological order with the most recent message at the top.
Note: The images in this procedure show the system as it appears by default, and the tabs, fields, and labels on your page may be different.
To organize messages in your Inbox, you can sort messages by column headers, mark messages as read or unread, or delete messages.
To check for new messages:
1.    Go to Messages, and if it is not already selected, then on the left, click Inbox. Your Inbox opens.
[image: ]
2.    Optionally, take any of these actions.
	If you want to...
	Then...

	Sort messages,
	●      Click a column header (for example, Type, Subject, Sender, or Date). The messages are rearranged in alphabetical or ascending order depending on the contents.
●      Click the column header again to rearrange messages in the reverse alphabetical or descending order.

	Mark messages as read or unread,
	●      On the row for each message that you want to mark, select the check box.
●       Then, in the Actions menu, click Mark as Read or Mark as Unread.

	Send messages to the Trash,
	●      To send one message to the Trash, on that message row, click the delete icon [image: ].
●      To send multiple messages to the Trash, on each message row, select the check box. Then, on the upper, right of the table, click the trash icon [image: ].


3.    To open a message, click the message subject. The message page opens.
[image: ]
[bookmark: _Toc459270397]Compose a Message
The messages that you compose are used to notify people about events and provide information. If applicable, messages can then be used to track message delivery and user responses. There are many options that define when, how, and what information is sent in your message.
Note: The images in this procedure show the system as it appears by default, and the tabs, fields, and labels on your page may be different.
	If you want to...
	Then...

	Save the message as a draft,
	At the top of the message, click the save draft icon . The page stays open.

	Preview and test the message,
	


Compose a Message: View
System users who do not have administrative rights have different messaging options. The following instructions are intended for the system users without administrative rights.
To compose a message:
1.    Go to the Messages tab and select the Compose side tab on the left. The following page opens.
[image: ]
2.    Enter the message information in the fields (see field descriptions below). Required fields are marked with an asterisk (*).
3.    Optionally, to save the message as a draft, click the save draft icon [image: ].
4.    When you are ready, click Send.
Compose a Message: Fields
Sender
Displays your name.
Recipients
Add administrators that you want to receive your message.
Note: Administrators that you have permission to message appear in the list.
Subject
Enter the message subject.
Message
Enter the message text. You have a number of formatting options available to you when constructing the Message content. Options include choosing font details such as family and size, formatting such as bold, italic, and underline, paragraph alignment and indentation, and list creation. You can also add a table and create hyperlinks. You can even view and work with your message's source code. Refer to Message Formatting for more information.
[bookmark: _Toc459270398]Add Recipients By Search
When you are composing a message or composing a PHIN Direct message, you can search for recipients, select the Administrators, and then add them to your message.
To add recipients:
1.    On the Compose page, click Add Administrators and the Search Center window opens.
[image: ]
2.    Select the check box for all administrators that you want to receive the message, and click Add. Your selections are added to the Recipients field.
[bookmark: _Toc459270399]Manage Sent Messages
The messages that you send to other people are stored in the Sent messages folder. Sent messages are maintained so that you can review, update, cancel or export the messages. Sent messages contain detailed information about message delivery statuses and recipient responses, which allows you to better manage the notification and analyze delivery options for future messages.
Note: This procedure may not be available due to your system configuration. The images in this procedure show the system as it appears by default, and the tabs, fields, and labels on your page may be different.
By default, the Sent messages folder only lists messages sent by you and they are listed in chronological order with the most recent message at the top.
To manage sent messages:
1.    Go to Messages, and on the left, click Sent. The Sent messages page opens.
[image: ]
2.    Take any of these actions.
	If you want to...
	Then...

	Sort messages,
	●      Click a column header (for example, Type, Subject, Sender, Status, or Date). The messages are rearranged in alphabetical or ascending order depending on the contents.
●      Click the column header again to rearrange messages in the reverse alphabetical or descending order.

	View the details of a message,
	●      Click the linked Subject. The message opens.
●      Continue with the procedure to Review the Message and Message Statistics, Use the Recipient Display Filter, and/or Export a Sent Message.

	Send messages to the Trash,
	●      To send one message to the Trash, on that message row, click the delete icon [image: ].
●      To send multiple messages to the Trash, on each message row, select the check box. Then, on the upper, right of the table, click the trash icon [image: ].
Note: You can only delete messages that you sent, unless you are a system coordinator. If you are a system coordinator, then you can delete any message. Deleting messages removes them from the system, but system coordinators can retrieve deleted templates from the database if necessary.


[bookmark: _Toc459270400]Review a Sent Message
Sent messages preserve details about the message composition, and act as a repository for recipient response data. Sent messages can be reviewed, exported, or deleted.  
There are two main sections of a sent message, including the Message Summary and Message Details. The Message Summary provides a quick overview of the message with the Total Recipient count, and the Message Details section provides mostly static information about the message and the parameters of how it was composed.
Click data in a sent message to open the Recipients Display Filter, which allows you to view, filter, or export recipients based on Recipient Container, Delivery Status, or Response Time.  
Note: The images in this procedure show the system as it appears by default, and the tabs, fields, and labels on your page may be different.
To review a sent message:
1.    Go to Messages, and on the left, click Sent. The Sent messages page opens.
2.    Locate the message that you want to review, and click the subject. The message opens.
[image: ]
3.    To expand or contract message sections, click the arrow on the left of a section header.
4.    If you want to review information about message recipients, then go to the Message Summary or Message Details section, and click the linked number of Total Recipients. The Recipients Display Filter opens with the Basic filter set to display all recipients.
5.    Optionally, take any of these actions:
	If you want to...
	Then...

	Send a message update,
	●      On the Actions menu, click Update Communication. The Compose page opens.
●      Enter updates, and then send the message.

	Send a message cancellation,
	●      On the Actions menu, click Cancel Communication. The Compose page opens.
●      Enter corrections, and then send the message.

	Export the message,
	On the Actions menu, click Export or Export to Document Library (if configured for use in your system).

	Delete the message,
	Click the trash icon [image: ].


[bookmark: _Toc459270401]Use the Recipient Display Filter
After you send a message, you can review the message, and then access the Recipients page to use the Recipient Display Filter.
When the Recipients page opens, the filter fields on the Recipients Display Filter correspond to the linked data that you clicked to access the page. The results, or recipient data, corresponds to the selected filter fields and shows the recipients' names, the date and time of the last contact attempt, the total number of contact attempts, and the response. When you change filter field selections, the resulting recipient data is adjusted to provide valid results.
Note: The images in this procedure show the system as it appears by default, and the tabs, fields, and labels on your page may be different.
For more information, go to the topic Recipient Display Filter.
To view message recipients:
1.    Go to Messages, and on the left, click Sent. The Sent message folder opens.
2.    Locate the message, and click the message subject. The message opens.
[image: ]
3.    To review the recipient information, click the linked number of Total Recipients.
[image: ]
4.    Review the recipient data.
5.    To use the Display Filter:
	If you want to...
	Go to the filter menu...
	And...

	View information about the device on which the recipient received the message,
	Filter Type,
	Click Advanced. A column with recipient Device information appears.

	View information for a specific container of recipients,
	Recipient Container,
	Click the name of a container. The table refreshes to show only recipients in that container, who also have the selected Delivery Status and Response Time.

	View information for recipients with a specific combination of the Delivery Status and Response Options,
	Delivery Status,
	Click a Delivery Status. The table refreshes to show only recipients with that status, who also have the selected Recipient Container and Response Time.

	View information for recipients with a specific response time,
	Response Time,
	Click a Response Time. The table refreshes to show only recipients with that time, who also have the selected Recipient Container and Delivery Status.

	View information for recipients who had the message delivered with a specific method,
	Filter Type, and then Response Time,
	For Filter Type, click Advanced. The table refreshes.
For Delivery Method, click a Delivery Method. The table refreshes to show recipients who received the message with that Delivery Method.


6.    Optionally, take any of these actions:
	If you want to...
	Then...

	Sort messages,
	●      Click a column header (for example, Type, Subject, Sender, Status, or Date). The messages are rearranged in alphabetical or ascending order depending on the contents.
●      Click the column header again to rearrange messages in the reverse alphabetical or descending order.

	Export delivery and response data for all resulting recipients,
	Click the Export Filter Results (CSV) icon[image: ], and the file is downloaded through your browser.

	Send a message to a recipient,
	●      On the row for each recipient that you want to message, select the check box.
●      In the Select an action menu, click Send Message.
●      Click Submit Action. The Compose message page opens, and the selected recipients are already added as recipients on the new message.


[bookmark: _Toc459270402]Export a Sent Message
Sent messages can be exported for review and reporting in portable document format (PDF) and/or comma-separated value (CSV) files, and there are three ways to define and delimit the information included in the export:
●      A report including information about the Delivery & Recipient Statistics, Message Details, and/or Recipients can be exported from the sent message page, in a PDF or CSV file, and the file is downloaded through your internet browser to the default or selected destination folder. Files exported this way can be opened, viewed and edited using Adobe® Acrobat® for PDF files or a spreadsheet or text editor program for CSV files.
●      If the Document Library is configured for your system, a report including information about the Delivery & Recipient Statistics, Message Details, and/or Recipients can be exported from the sent message page, in PDF and CSV files, and the files will be saved to the Document Library. Files exported this way can be accessed and managed from within the system, and they can be downloaded as well.
●      Alternately, a partial report for a set of message recipients can be generated for export from the Recipients page. Partial reports can be exported for all recipients that result from an applied filter as a CSV file and the file is downloaded through your internet browser to the default or selected destination folder. Files exported this way can be opened, viewed and edited using a spreadsheet or text editor program.
Note: The images in this procedure show the system as it appears by default, and the tabs, fields, and labels on your page may be different.
To export from the sent message page:
1.    Go to Messages, and on the left, click Sent. The Sent message folder opens.
2.    Locate the message, and click the message subject. The message opens.
[image: ]
3.    Take one of these actions.
	If you want to...
	Then...

	Export the message for direct download,
	 In the Actions menu, click Export. The Export Message window opens.
[image: ]

	Export the message to the Document Library,
	In the Actions menu, click Export to Document Library. The Export Message window opens.
[image: ]
Note: The Export to Document Library and Package option are only available if your system is configured with the Document Library.

	Export the message for direct download or to the Document Library,
	Click the export icon [image: ]. The Export Message window opens.


4.    Select the Export Type and Report Contents, and click Download or Save to Document Library. Depending on the Export Type that you select, the message is downloaded through your browser or sent to the Document Library.
Note: For Export Type, if you select Package (PDF & CSV for all Containers), then all Report Contents options are selected and cannot be deselected.
Document Library
Once the exported report is generated, you can click Go To Document Library to view the reports or click Close to continue working with your Sent messages.
In the Document Library, exported messages are saved in the Sent Messages folder as subfolders. Messages are identified with the export date, time, and the name of the message. If the message was sent to recipients in more than one container, then the message folder contains subfolders for each container.
The message summary, statistics and details are saved as a report at the message level, and if there are container folders, then the report for each container is saved within the respective container folder as well.
Standard permissions and access rules apply to folders and files in the Document Library. This means that reports created for a sent message is only accessible to the person who exported the message unless that person grants permission and access to other users.
To export from the Recipients page:
1.    Go to Messages, and on the left, click Sent. The Sent message folder opens.
2.    Locate the message, and click the message subject. The message opens.
[image: ]
3.    For any linked field (for example, Total Recipients), for which you want to generate the export, click the linked name or number. The Recipients page opens.
4.    Use the Display Filter to generate the results that you want to export.
5.    To export the current filter results, click Export Filter Results (CSV)[image: ]. The file is downloaded through your browser.
[bookmark: _Toc459270403]Manage Draft Messages
Messages can be saved as a draft when you do not have time to complete the message. Draft messages are stored in the Drafts folder and can be sorted, viewed, or sent to the Trash.
Note: The images in this procedure show the system as it appears by default, and the tabs, fields, and labels on your page may be different.
To view draft messages:
1.    Go to Messages, and on the left, click Drafts.
[image: ]
2.    Take any of these actions.
	If you want to...
	Then...

	Sort messages,
	●      Click a column header (for example, Type, Subject, Sender, or Date). The messages are rearranged in alphabetical or ascending order depending on the contents.
●      Click the column header again to rearrange messages in the reverse alphabetical or descending order.

	View the details of a message,
	●      Click the linked Subject. The message opens.
●      Continue with the procedure to Preview and Test and/or compose and send the message.

	Send messages to the Trash,
	●      To send one message to the Trash, on that message row, click the delete icon [image: ].
●      To send multiple messages to the Trash, on each message row, select the check box. Then, on the upper, right of the table, click the trash icon [image: ].


[bookmark: _Toc459270404]Manage Trash Messages
Messages that you send to the trash are stored in the Trash folder until you restore or delete them. Messages in the Trash can be restored to the folder from which they originated or deleted to remove them from the system permanently. If necessary, deleted messages can be retrieved from the database by a system coordinator.  
Note: The images in this procedure show the system as it appears by default, and the tabs, fields, and labels on your page may be different.
To view trash messages:
1.    Go to Messages, and on the left, click Trash.
[image: ]
2.    Take any of these actions.
	If you want to...
	Then...

	Sort messages,
	●      Click a column header (for example, Type, Subject, Sender, or Date). The messages are rearranged in alphabetical or ascending order depending on the contents.
●      Click the column header again to rearrange messages in the reverse alphabetical or descending order.

	View the details of a message,
	●      Click the linked subject. The message opens.
●      Optionally, take these actions:
♦      In the Message Details section, for Response Options, select an available response and click Submit Response.
♦      In the Actions menu, click to Restore or Delete the message.

	Mark messages as read or unread,
	●      On the row for each message that you want to mark, select the check box.
●       Then, in the Actions menu, click Mark as Read or Mark as Unread.

	Restore messages,
	●      On the row for each message that you want to restore, select the check box.
●       Then, in the Actions menu, click Restore.

	Delete messages,
	●      To delete one message, on that message row, click the delete icon X.
●      To delete multiple messages, on each message row, select the check box. Then, on the upper, right of the table, click the trash icon [image: ].


[bookmark: _Toc459270405]Recipient Containers
Containers are entities that are added to messages as recipients. Containers are created when the message is sent, and they are associated with messages to collect information about message delivery and recipient response statistics.
When creating a message, recipients are added as:
· Individuals
· Administrators
· Organizations
· Groups
· Roles
· External Recipients
On the Recipients Display Filter, containers are a field that can be used to filter or adjust results in the recipient list.  
[bookmark: _Toc459270406]Delivery Methods
Message delivery methods include:
●      Internal Message – Messages are delivered to the recipients' registered system. Depending on your system configuration, a notification about the internal message is sent to the recipients' primary email address. However, if multiple delivery methods are selected, then the notification is not sent to their email address.
●      Email – Messages are delivered to the recipients' email address.
●      Fax – Messages are delivered to the recipients' fax number.
●      Text Message – Messages are delivered to the recipients' phone as an SMS/Text message.
●      Pager – Messages are delivered to the recipients' pager number.
●      Voice Notification – Messages are delivered to the recipients' primary phone number.
●      Multiple Methods – Messages are delivered to more than one of the recipients' available contact methods.
[bookmark: general_messages_message_formatt_1280][bookmark: _Toc459270407]Message Formatting
You have a number of formatting options available to you when building a notification's Message. You may be familiar with many of these options if you have used word processing software.
This topic provides an overview of the available formatting options, as shown in this image.
[image: ]
Read the following for information about:
●      Menus and options
●      Toolbar options
●      Tips on formatting
●      Example
[bookmark: general_messages_message_formatt_1116]Menus
Open each menu to see the options. Some of the options listed in the menus are also available via the icons in the formatting toolbars.
	Item
	Options
	Descriptions

	Edit
	Undo, Redo
	Undo your last action.
Redo the last action for which you clicked Undo.

	 
	Cut, Copy, Paste
	Cut or copy content or paste content. Refer also to Tips, below.

	 
	Select All
	Select all content in the message field.

	Insert
	Insert link
	Create a link to a website/URL.

	 
	Tip: You must include http:// or https:// at the beginning of the website address/URL.
Tip: When inserting a hyperlink, consider setting Target to New window. When the user clicks the link in the received message, the website opens in a new tab or browser window (depending on your browser's settings). Also, if you click the link from within the Message Details of a Sent Message, the site opens in a new tab rather than within the CORES site window frame.

	Format
	Bold, Italic, Underline
	Apply bold or italic typeface to the selected text or underline the text.

	 
	Clear formatting
	Remove all formatting from the content.

	Table
	Insert table
	Insert a table into the message by selecting the number of rows and columns.

	 
	Tip: When inserting a table, first enter text before and after the location where you plan to insert it so you do not lose track of your cursor.

	 
	Table properties
	Open the table properties where you can specify a border, set up cell padding, or specify cell spacing. You can also change the height and/or width of the table, specify the alignment of content within the table, or add a caption above the table.

	 
	Delete table
	Delete the table.

	 
	Cell
	Open the cell submenu where you can merge cells or split a cell. In Cell properties you can change the height and/or width of the cell, the type of the cell, or the alignment of content within the cell. If you change the cell type to header, the text will be centered and bold typeface will be applied. All changes you specify in Cell properties window can be applied to one or more cells by defining the cell Scope.

	 
	Row
	Open the row properties where you can insert a row before or after the row your cursor is in or delete a row. You can also specify the row height, the alignment of content within the row's cells, or specify the row type such as body, header, or footer.

	 
	 
	Cut a row from the table, copy a row, or paste a cut or copied row before or after the row your cursor is in.

	 
	Column
	Insert a column before or after the column your cursor is in or delete a column.


[bookmark: general_messages_message_formatt_236]Toolbars
You can point to each area or icon in the toolbars to view a brief description of the formatting option.
	Icons
	Name
	Descriptions

	[image: ]
	Font Sizes, Font Family
	Change the font size.
Choose from a number of font families.

	[image: ]
	Bold, Italic, Text color, Text background color
	Apply bold or italic typeface, change the text color, or change the background color for the text.

	[image: ]
	Align left, center, and right
	Align the paragraph to the left margin, center, or right margin.

	[image: ]
	Undo, Redo
	Undo your last action.
Redo the last action for which you clicked Undo.

	[image: ]
	Bullet list, Numbered list, Decrease indent, Increase indent
	Apply a list format (bullet or numbered).
Decrease or increase a paragraph's indentation.

	[image: ]
	Table
	Insert a table by selecting the number of columns and rows to create.
Also apply other changes, such as inserting rows or columns, merging cells, or splitting a cell into multiple rows or columns.

	[image: ]
	Insert/edit link, Remove link
	Insert a hyperlink or edit an existing hyperlink.
Remove a hyperlink.

	[image: ]
	Preview
	Preview the formatting of the message. This allows you to see the message as it will appear to the message recipient.

	[image: ]
	Source code
	View the message's formatting instructions (HTML markup), providing the ability to adjust the content by changing the HTML standard markup.


[bookmark: general_messages_message_formatt_4947]Tips
Copying and Pasting
Microsoft Word
You can copy and paste content from Microsoft® Office® applications—such as Word® or Excel®. The formatting Word includes is stripped from the content when you paste it into the message field. Certain aspects are retained such as paragraphs, headings defined with a Word heading style, and links.
[image: ]
You can then apply the appropriate formatting to the message from within your system.
You can also specify the content should be pasted as plain text. In this case, all formatting is removed from the content, including paragraphs. The Paste as text option is available in the message Edit menu. Select that option and then paste the content into the message field.
[image: ]
Note to Internet Explorer® users: If you copy and paste content into the message text box, IE may display a message indicating some content was blocked. Click the Allow blocked content option in the message. A window will open asking whether you want to leave the page. Click the Stay on this page option. Note that the IE message may take a few moments to close. Do not click Leave this page as you will lose all your work on this message.
Consider using the Preview and Test option. This action checks the message for invalid characters that may be inserted with the copied and pasted text. This invalid character check is also performed when you click Send. However, note that previewing the content using the Preview option [image: ] in the rich text formatting toolbar does not trigger the invalid character check.
PDF
Be aware that the ability to copy and paste from a PDF into the Message field is not supported given the proprietary way PDFs are created. Therefore, copying and pasting directly from a PDF will not be successful. You may find that pasting the content in a text editor and then copying it into your message will work.
Source Code Option
Use the Source code option in the formatting toolbar to open the message's source code in a new window. You can check whether the message contains unwanted formatting.
[image: ]
This option is especially helpful if you copied and pasted content from another source. You can also adjust the content by adding HTML standard markup.
Tables
When you add a table to a message, the table and cell borders you see are there to help you know where to add text. However, those lines are for editing purposes only. They are transparent in the previewed or sent message.
To add borders, insert the table in your message and place your cursor in it. Click the Table menu and then click Table properties. In Border, enter a value greater than zero and click OK. While still in editing mode, the table may not appear to change. To verify your change, simply click the Preview button [image: ] to see how the table will look to the recipient.
Spell Check
Your browser's built-in spell check does not work in the Message field. Be sure to check your spelling.
[bookmark: general_messages_message_formatt_921]Formatting Example
Following is an example of how a message looks while being configured. A few formatting options have been applied, including changes to font size and color, applying bold typeface to text, inserting a table, indenting content, and adding a hyperlink.
[image: ]
Clicking the preview [image: ] icon allows you to see how the formatted content will look in the sent message.
[image: ]
In this example, previewing the message may cause you to consider adding borders to the table in order to clarify columns and rows and the content in each. You may also decide to remove the indentation from the text within the cells. Following is the result of those changes.
[image: ]



[bookmark: _Toc459270408]Organizations
[bookmark: _Toc459270409]My Organizations
The My Organizations tab allows you to view the organizations in which your membership has been accepted or is pending. To access this page, go to Organizations: My Organizations. The following page opens.
[image: ]
[bookmark: _Toc459270410]View My Organizations
To view the organizations you belong to or manage, go to Organizations: My Organizations. The following page opens.
[image: ]
You can quickly locate a specific organization by entering all or part of its name in the quick filter box on the upper right side of the table.
[image: ]
To manage your organizations:
●      Use the options in Display Filter to change how the organizations are displayed on the page. In Organizations:
♦      Select I Belong To to display organizations you have joined.
♦      Select I Manage to show organizations you have rights to such as those you belong to or have created. You can click a number link corresponding to a specific status to view all members with that status.
●      Use the Status filter to only display organizations you have a specific status for.
Tip: Select Withdrawn to show organizations you have withdrawn from.
●      Use the Filter by Network filter, if available, to display specified organizations and their children in the table. If this feature is enabled on your system, you can specify the organizations that should appear in this filter in the Details page of an organization you manage.
●      Click the Dashboard link to go directly to the organization's dashboard page.
[bookmark: my_organizations_withdraw_from_a_906]

[bookmark: _Toc459270411]Withdraw from an Organization
To withdraw membership from an organization:
1.    Go to Organizations: My Organizations. The following page opens.
[image: ]
2.    Select Belong To from the Display Filter.
3.    Click the Withdraw button next to the organization you would like to withdraw from.
[bookmark: _Toc459270412]All Organizations
The All Organizations tab displays all organizations that you are authorized to view and the relations between them. To access this tab, go to Organizations: All Organizations. The following page opens.
[image: ]
Tip: By selecting an organization, you can see its preview on the right.
[bookmark: _Toc459270413]Edit Organization Details*
* Note that you might not have sufficient access level permissions to perform this task.
To edit organization details:
1.    Go to Organizations: All Organizations.
2.    Click the [image: ] link next to the desired organization.
3.    Click the Details side tab. The Details page opens.
[image: ]
4.    Click the [image: ]link in the upper left corner of the page.
5.    Edit the organization information (see field descriptions below).
6.    Click Save Changes to update the organization with the new information.
[bookmark: all_organizations_edit_organizat_4580]Organization Details: Fields
Name
Specify a unique organization name. This field is limited to 50 characters.
Description
Provide a description of the organization. This field is limited to 250 characters.
Short Name
Specify the short name for the organization. This name might be used on any forms with a character limit.
Can users request membership?
Specify whether users can request membership in the organization when they register for the site or through the All Organizations page.
Can non-members view this organization?
Specify whether users who are not members of this organization can see it on the All Organizations page.
Set as default organization for new users?
If you select this check box, newly registered users are automatically added to this organization according to the configuration of your system.
How many organizations may a user join in this network?
Indicate how many organizations the user can have membership in within an organization's network. This limit does not apply to a user's pending memberships; it only applies to accepted memberships. Go to the Network side tab to view organizations within the network. Enter 0 for unlimited membership.
System Status
Use this option to retire the organization and end its activity. Before retiring an organization, transfer all members out of it.
Current Picture
Preview of the current picture.
Change Picture
Use the Browse button to select a picture, then click Upload to make the change. Use images in GIF or JPEG format no larger than 2 MB. Suggested width to height ratio is 3:4. Uploading images with different aspect ratio may result in distortion.
Email Address
Specify an email address you plan to use to communicate with users.
Contact Method
Select preferred contact method.
Phone Number
Specify the contact phone number.
Address Line 1
Provide the house number and the street name where the organization is located.
Address Line 2
If applicable, provide any additional address information.
City
Specify the city where the organization is located.
County
Specify the county where the organization is located.
State
Specify the state where the organization is located.
Zip Code
Specify the organization's zip code.
[bookmark: _Toc459270414]Manage Organization Members
Users belong to organizations as members to receive information and notifications related to that organization. A list of users that includes their membership status is available through the organization's Members page. Administrators are able to manage organization members and perform these functions:
●      Add members
●      View the membership change log
●      Change members' statuses
●      Transfer members
●      Add members to groups
●      Export members
To manage organization members
1.    Go to Organizations: All Organizations. The All Organizations page opens.
2.         Locate the organization that you want to manage and on that row, click the dashboard icon[image: ]. The organization's dashboard page opens.
3.    In the sidebar, click Members. The organization's Members page opens, and by default, members with the Accepted status appear in the table.
[image: ]
Tip: Alternately, from the dashboard, the Members page can be accessed through links in the Members section.
Note: The Name, Status, and Access Level columns are included in the table by default. Other columns may be present depending on your system and its configuration.
4.    To filter members by status, in the Display Filter: Status menu, select a different status to view that subset of members.
5.    Take any of these actions.
	If you want to...
	Then...

	Add members,
	●      Above the Display Filter, click Add Members. The Search Center window opens.
●      In the Search box, enter all or part of the user's name, and then click Search. The results appear in the window.
●      Locate and select the check box for users you want to add.
●      Click Add . The window closes and users are added to the organization.
Note: By default, new users are given the Accepted status. Your system can be configured to use a different default status.

	View member changes for the organization,
	Above the Display Filter, click View Change Log. The organization's change log window opens.

	Change members' statuses,
	●      In the Display Filter: Status menu, click the current status of users whose status you want to change. The member table is updated.
●      Locate and select the check box for users whose status you want to change.
●      In the Select an action menu, click Set to Accepted, Set to Pending, Set to Rejected, or Set to Researching.
●      Click Submit Action. The member table is updated.
Tip: To quickly change the status of one user, locate the user and on their row in the Status menu, click the status that you want to assign them.

	Transfer members,
	●      Select the check box for users you want to transfer.
●      In the Select an action menu, click Transfer .
●      Click Submit Action. The Organization Selection window opens.
●      Select the check box of the organization to which you want to transfer users.
●      Click Transfer and Notify or Transfer. The window closes and users are transferred to the other organization.
Tip: If you select Transfer and Notify, to send the message you still need to click Notify Administrator(s) in the action box that appears at the top of the page.
[image: ]

	Add members to an existing group,
	●      Select the check box for users you want to add to a group.
●      In the Select an action menu, click Add to Existing Group. The Group Name menu appears.
●      In the Group Name menu, click the name of the group to which you want to add the members.
●      Click Submit Action. Selected users are added to the group.

	Create and add members to a new group,
	●      Select the check box for users you want to add to a group.
●      In the Select an action menu, click Add to New Group. Three fields appear below.
●      For Group Name, type a name that you want to assign the new group.
●      For Viewable By, click an option to select who can view the group.
●      For Allow other administrators to make changes to or delete this group, click Yes or No.
●      Click Submit Action. Selected users are added to the group.

	Export members,
	●      Select the check box for users you want to export.
●      In the Select an action menu, click Export as CSV (Excel).
●      Click Submit Action. The Export page opens and provides information about the export status.


[bookmark: _Toc459270415]Create an Access Level*
* Note that you might not have sufficient access level permissions to perform this task.
To create an access level:
1.    Go to Organizations: All Organizations.
2.    Click the [image: ] link next to the desired organization.
3.    Click the Access Levels side tab. The following page opens.
[image: ]
4.    Click Create Access Level in the upper left corner.
5.    In the window that opens, enter access level information in the fields (see field descriptions below).
6.    Click Save.
[bookmark: all_organizations_create_access__7503]Create an Access Level: Fields
Name
Specify access level name.
Make organization administrator?
Specify whether members with this access level are considered organization administrators and should receive Contact Us emails for the organization. An organization may have more than one access level that allows members to be administrators.
View Reports
Select this check box to allow members with this access level to view reports for this organization and its child organizations.
View Members
Select this check box to allow members with this access level to see names of all members of this organization and any child organizations.
Message Members
Select this check box to allow members with this access level to send messages to members of this organization and any child organizations. Members with this access level may also view templates and groups only viewable by organization administrators. For this permission to be fully effective, you also need to select View Members.
Transfer Members
Select this check box to allow members with this access level to transfer members into and out of this organization and any child organizations. For this permission to be fully effective, you also need to select View Members.
Manage Members
Select this check box to allow members with this access level to add members, accept membership requests, set membership status, and add members to access levels. For this permission to be fully effective, you also need to select View Members.
Manage Access Levels
Select this check box to allow members with this access level to create and edit access levels as well as assign access levels to members. For this permission to be fully effective, you also need to select View Members.
Edit Organization
Select this check box to allow members with this access level to edit details of this organization and any child organizations. Members can also manage the organizational network.
[bookmark: _Toc459270416]Manage Access Levels*
* Note that you might not have sufficient access level permissions to perform this task.
To view organization access levels:
1.    Go to Organizations: All Organizations.
2.    Click the [image: ] link next to the desired organization.
3.    Click the Access Levels side tab. The following page opens displaying access levels that exist in the organization.
[image: ]
[bookmark: all_organizations_manage_access__8220]Set Default Access Level
On the Access Levels page, select the desired default access level from the drop-down list. All accepted and added members are automatically placed into this access level. Typically, the default access level is Base User.
[bookmark: all_organizations_manage_access__7248]Edit Access Level Details
To edit access level details:
1.    On the Access Levels page, click [image: ] next to the desired access level. The access level details window opens.
[image: ]
2.    Click Edit in the upper left corner.
3.    Edit access level details.
4.    Click Save.
[bookmark: all_organizations_manage_access__5452]Delete Access Levels*
* Note that you might not have permissions to perform this action.
Before you delete an access level, be sure to reassign the users to a different access level. All users who have not been reassigned are automatically unassigned from the access level after you delete it. Note that these users will remain organization members.
To delete an access level:
1.    Go to the Access Levels page.
2.    Click the X button in the Delete column.
3.    Click Delete in the confirmation window.
[bookmark: _Toc459270417]Add Members to Access Levels
Note: You must first add members to an organization before you can add them to an access level. The members are first assigned to the default access level, but they can be reassigned if necessary using the instructions below.
From Access Levels Page
To add organization members to an access level:
1.    Go to Organizations: All Organizations.
2.    Click the [image: ] link next to the desired organization.
3.    Click the Access Levels side tab. The following page opens.
[image: ]
4.    On the Access Levels page, click # Members in the Members column.
5.    On the page that opens, click Add Members in the upper left corner.
6.    Select the members you want to add.
7.    Click Add Members.
From Members Page
To set access levels for multiple members at once:
1.    Go to Organizations: All Organizations.
2.    Click the [image: ] link next to the desired organization.
3.    Click the Members side tab. The Members page opens.
[image: ]
4.    Select check boxes next to the users' names.
5.    From the Action drop-down menu in the lower left corner of the page, select Set Access Level.
6.    Click the Submit Action button.
7.    In the window that opens, select the desired access level from the drop-down list.
8.    Click Save.
[bookmark: _Toc459270418]Manage Network*
* Note that you might not have sufficient access level permissions to perform this task.
To view an organization's network:
1.    Go to Organizations: All Organizations.
2.    Click the Dashboard link next to the desired organization.
3.    Click the Network side tab. The following page opens, displaying the organization's parents and children.
[image: ]
Add Parent Organizations
To add a parent organization:
1.    Click the Add Another Parent Organization link.
2.    Click the Select button next to the desired parent organization. The selected organization appears in the Parent Organizations table.
To remove a parent organization, click the [image: ] button on the right side of the Parent Organizations table. The System organization is the highest level organization and always appears in this list.
Add Child Organizations
To add a child organization:
1.    Click the Add Another Child Organization link.
2.    Click the Select button next to the desired child organization. The selected organization appears in the Child Organizations table.
To remove a child organization, click the [image: ] button on the right side of the Child Organizations table.
[bookmark: _Toc459270419]View and Message Organization Administrators
To view organization administrators:
1.    Go to Organizations: All Organizations.
2.    Click the [image: ] link next to the desired organization.
3.    On the page that opens, click the Administrators side tab. The Administrators page opens displaying current organization administrators.
[image: ]
Use the message icon [image: ] next to an administrator's name to contact the administrator.
[bookmark: _Toc459270420]Join an Organization
To join an organization:
1.    Go to Organizations: All Organizations.
2.    Select an organization by clicking its name. Organization preview appears on the right.
[image: ]
3.    Click the Join button in the preview section. Your membership request is sent to the organization administrator.
Note: If the Join button is not available, you might not have permissions to join the organization or you may have exceeded the limit for organizations you can join in this network.
[bookmark: _Toc459270421]View Reports*
* Note that you may not have access to the Reports tab depending on your access level permissions. If you have access, the reports that appear are dependent on your system configuration.
To view reports for an organization:
1.    Go to Organization: All Organizations.
2.    Click the Dashboard link next to the appropriate organization.
3.    Click the Reports side tab. The following page opens.
[image: ]
4.    Click a report name to view information for the organization.
Note: System reports are located in Administration: Reports.
[bookmark: _Toc459270422]Organizations Overview
Organizations represent official groups and agencies that users are affiliated with, such as community centers or health care facilities. Organizations are arranged in this module in a hierarchy that reflects real-life structures and relations between organizations. Only users with the highest level of permissions, such as System Coordinators, can create organizations. Users with appropriate system roles can manage an organization's hierarchy, or network, and view users who are not affiliated with any organizations.
Top-level organizations represent entities of the highest level and authority. Sub-organizations represent their “children.” For example, if the National MRC is a top-level organization, then the MRC of Southwestern Pennsylvania will be its child. 
[image: ]
[bookmark: all_organizations_organizations__5775]Organization Administrators
Each organization has administrators who are responsible for managing the organization's information and members. The organization creator designates administrators and defines the actions they can perform. Organization administrator permissions are managed using access levels.
Organization administrators also serve as points of contact for other members.
[bookmark: all_organizations_organizations__302]Joining an Organization
You can join most organizations to have access to their information and receive message updates. When you click the Join button, your membership request is sent to the organization administrator for approval.
[image: ]
Note that if the Join button is not available, you might not have permission to join that organization. In this case, you can only become a member if the administrator adds you.
Organization member permissions are also managed using access levels.
[bookmark: _Toc459270423]Organization Membership Status
The organization membership status indicates whether users are accepted into an organization. The Members page of a selected organization displays its members and users who have requested membership in this organization.
[image: ]
An administrator can change a user's organization membership status. These statuses should be used to show the user and other administrators the action taken on the submitted request. The statuses are explained below.
●      Accepted - the user has been accepted into the organization and can view organization details and contact information.
●      Rejected - the administrator has denied the user's request to join the organization.
●      Pending - the administrator has not taken any action on the user's request to join the organization. This status is set automatically for all new requests.
●      Researching - the administrator is gathering additional information to determine whether the user's organization affiliation is authentic.
[bookmark: _Toc459270424]Access Levels
Access levels are permission sets that allow members to perform different tasks within an organization. By assigning organization members to access levels, you determine the information they can see and actions they are allowed to perform.
Important: Access levels are not system roles. Permissions given to users by access levels only apply to the specific organizations in which the access level permissions were granted.
New organization members are automatically added to the default access level. Users with the Manage Access Levels permission can assign members to a different access level after they are accepted. An organization member can only be assigned to one access level.
Each organization comes with two standard access levels: Administrator and Base User. You can create, modify, and delete access levels. When you create a child organization, it has the same access levels as its parent.
Note: If a child organization already exists, and you create a new access level in the parent organization, the new access level is not created in the child organization.
[image: ]
[bookmark: _Toc459270425]Network
An organization's network represents both the parent and child organizations of the selected organization. From the Network side tab, you can add or delete parent and child organizations. The changes you make on this tab are also visible in the All Organizations page.
[image: ]

[bookmark: _Toc459270426]Documents
[bookmark: _Toc459270427]Document Library
The Document Library is a repository for documents that you want share with other users. You can create folders and add files to the system for other users to view and download. Another way of adding documents to the library is to export sent messages from the Messaging module.
Access to folders and files within the library is determined by user permissions.
To access Document Library, go to Documents: Document Library. The following page opens.
[image: ]
Choosing to export sent messages to the Document Library creates a new folder, entitled Sent Messages, and folders for exported messages are saved within that folder. Messages are saved in comma separated values (.csv) and portable document format (.pdf) files within the message folder. Additional folders for each message container are also saved within the message folder, and the message files are nested within these folders.
To quickly locate files within the Document Library, use the search bar on the right of page header. Enter the alias, filename, or author that you want to locate, and click the search icon.
 [image: ] 
[bookmark: _Toc459270428]Manage Documents*
* Note that you might not have permissions to perform all actions described on this page.
To view documents, go to Documents: Document Library. The following page opens.
[image: ]
You can arrange files and folders in a hierarchy for easier management. Add top-level folders, subfolders, and upload files anywhere in the hierarchy. To see the contents of the individual folders, click the plus icon [image: ] to the left of the folder's name to expand it.
Click a folder or file name to open the preview pane on the right. Click the Details link in this pane to see the details of a folder or file.
Tip: View the My Documents tab to only see documents you have uploaded, checked out, or checked in.
[bookmark: document_library_create_folder_h_9155]

[bookmark: _Toc459270429]Create a Folder*
* Note that you must have the Read and Update permissions in the parent folder to create a subfolder.
To create a subfolder in the Document Library, follow the steps below.
Important: You should add folder permissions for a top-level folder before adding a subfolder. Otherwise, the subfolder will not inherit the parent folder's permissions unless you cascade permissions.
1.    Go to Documents: Document Library. The following page opens.
[image: ]
2.    Click the Create Folder button to the right of the appropriate parent folder.
3.    In the window that opens, ensure the gray box displays the desired hierarchy.
[image: ]
4.    Specify a folder name.
5.    Select an option for Allow public access? to indicate whether the folder should be visible to all system users.
Important: The Allow Public Access setting on a file or folder in the Document Library provides any registered user read-only access to the item. Users are not permitted to modify the file or folder, or upload  a new version of the file without additional permissions.
6.    Perform one of the following actions:
●      Click Create Folder to add the folder to the Document Library.
●      Click Create and Add Details to add folder details.
[bookmark: document_library_create_folder_h_6752]Create Top-level Folders*
* Note that only System and State Administrators can create a top-level folder.
To create a top-level folder in the Document Library:
1.    Go to Documents: Document Library.
2.    Click the [image: ]  link in the upper left corner of the page.  
3.    Specify a folder name.
4.    Select an option for Allow public access? to indicate whether the folder should be visible to all system users.
5.    Perform one of the following actions:
●      Click Create Folder to add the folder to the Document Library.
●      Click Create and Add Details to add folder details.
[bookmark: _Toc459270430]Manage Folder Details*
* Note that you must have Read and Modify permissions to perform this action. Additionally, you may have permissions to edit some folders but not others.
To see the details of an individual folder, go to Documents: Document Library and click the folder name. Then, click the Details link in the preview pane on the right. The following page opens.
[image: ]
To edit folder details:
1.    Open the folder details page.
2.    In the upper left corner, click the Edit link.
3.    Edit folder details (see field descriptions below).
4.    Click Save to save your changes.
Manage Folder Details: Fields
Name
Specify a folder name.
Owner
This field displays the name of the person who has primary responsibility for the folder. You can click the Change link to select a new owner, if necessary.
Allow public access
If you want all users to be able to view the folder, click the Yes option. This action designates the folder as Public so that users without set permissions can view it. By default, this field is set to No.
Type
This field specifies whether the item is a folder or a file and cannot be edited.
Path
This field displays where the folder is located. Note that System Folder represents the top level.
Tip: Use the Delete Folder button to delete the folder.
[bookmark: _Toc459270431]Add a File*
* Note that you must have the Read and Update permissions in the parent folder to perform this action.
To add a new file to an existing folder in the Document Library, follow the steps below.


Important: You should add folder permissions before adding files to your folder. Otherwise, any files you add will not inherit the folder's permissions unless you cascade permissions.
1.    Go to Documents: Document Library. The following page opens.
[image: ]
2.    Click the Add File link to the right of the folder name. The following window opens.
[image: ]
3.         Click Browse or Choose File to select the appropriate document.
4.    Specify an alias for the file. The alias is used in document searches and is displayed as the filename.
5.    Select an option for Allow public access? to indicate whether the file should be visible to all system users.
Important: The Allow Public Access setting on a file or folder in the Document Library grants read-only access to registered users. Users are not permitted to modify the file or folder, or upload a new version of the file without additional permissions.
6.    If necessary, click the Add Attachment link to upload multiple files at one time.
7.    Perform one of the following actions:
●      Click Create File to add the file to the Document Library.
●      Click Create and Add Details to open the Details page and add the author's name, keywords, or a description.
[bookmark: document_library_add_a_file_htm__3987]Add a File to the Top Level *
* Note that only System and State Administrators can add a file to the top level.
1.    Go to Documents: Document Library.
2.    Click the Add File link in the upper left corner of the page.
3.    Click Browse or Choose File to select the appropriate document.
4.    Specify an alias for the file. The alias is used in document searches and is displayed as the filename.
5.    Select an option for Allow public access? to indicate whether the file should be visible to all system users.
6.    If necessary, click the Add Attachment link to upload multiple files.
7.    Perform one of the following actions:
●      Click Create File to add the file to the Document Library.
●      Click Create and Add Details to add the author's name, keywords, or a description.
[bookmark: _Toc459270432]Manage File Details*
* Note that you must have Read and Modify permissions to perform this action. Additionally, you may have permissions to edit or delete some files but not others.
To see the details of a file:
1.    Go to Documents: Document Library.
2.    Locate the appropriate file in the hierarchy and click its name.
3.    Click the Details link in the preview pane on the right. The following page opens.
[image: ]
To edit file details:
1.    Open the file details page.
2.    In the upper left corner, click the Edit link.
3.    Edit file details (see the field descriptions below).
4.    Click Save.
Manage File Details: Fields
Alias
Specify a file name or alias that appears as the title of the file in the document library. Aliases are used in document searches.
Author
Specify who created the file. The author's name is used in document searches.
Keywords
Specify any keywords for the file. Keywords are used in document searches.
Description
Enter a description of the file.
Owner
This field displays the name of the person who has primary responsibility for the file. You can click the Change link to select a new owner, if necessary.
Allow public access?
If you want all users to be able to view the file, click the Yes option. This action designates the file as Public so that users without set permissions can view it. By default, this field is set to No.
Upload New Version
This button allows you to upload a new version of the file. It is not visible when editing file details.
File Status
Displays whether the file is checked in or checked out. Click the Check Out button to check the file out for editing or click the Check In button to return the edited file. Click the Clear button to unlock the file for editing. File status is not visible when editing file details.
Type
This field displays whether the item is a folder or a file and cannot be edited.
Path
This field displays where the file is located. Note that System Folder represents the top level.
Size
This field displays the file size and cannot be edited.
Tip: Use the Delete File button to delete the file if you have permissions to do so.
[bookmark: _Toc459270433]Check Files In and Out*
* Note that you must have Read and Update permissions for the file to perform this action.
Use the file check-in and check-out feature to manage edits to your documents.
To check files out:
1.    Go to Documents: Document Library.
2.    Locate the appropriate file and click its name.
3.    Click the Details link in the preview pane on the right. The following page opens.
[image: ]
4.    Click the Check Out button.
Tip: If you have checked out a document and do not want to upload a new file to check in, click the Clear button. This action unlocks the document and permits other users to check it out.
To check files in:
1.    Go to Documents: Document Library.
2.    Locate the appropriate file and click its name.
3.    Click the Details link in the preview pane on the right.
4.    Click the Check In button.
5.    In the window that opens, click Browse, then select the updated document.
[image: ]
6.    Click Upload File.
After you check a file back in, it becomes a new version of the file and is added to the Version History side tab.
[bookmark: _Toc459270434]Manage File Versions*
* Note that you must have Read and Update permissions for the file to perform this action.
To upload a new file version:
1.    Go to Documents: Document Library.
2.    Locate the appropriate file and click its name.
3.    Click the Details link in the preview pane on the right. The following page opens.
[image: ]
4.    Click the Upload New Version button.
5.    Click Browse and select the file.
6.    Click Upload File.
Tip: Click the Version History side tab to quickly view the version history of the current file.
[bookmark: document_library_manage_file_ver_7844]View Version History
The Version History page displays the previous versions of the file and includes the upload date, version number, file size, and file owner.
To view the version history of a file:
1.    Go to Documents: Document Library.
2.    Locate the appropriate file and click its name.  
3.    Click the Version History link in the preview pane on the right. The following page opens.
[image: ]
4.    Click the View link to download a previous version of the file.
Revert to Previous Version
To revert to a previous version:
1.    Go to Documents: Document Library.
2.    Locate the desired file and click its name.
3.    Click the Version History link in the preview pane on the right.
4.    Click the Revert button in the Restore column of the version you want to revert to.
[bookmark: document_library_download_file_h_1168]

[bookmark: _Toc459270435]Download a File
To view the contents of a file, you must first download it. To download files from the Document Library:
1.    Go to Documents: Document Library. The following page opens.
[image: ]
2.    Locate the desired file and click its name.
3.    Click the Download link in the preview pane on the right.
4.    Follow browser prompts to open or save the file.
[bookmark: _Toc459270436]Manage Permissions*
* Note that you must have Read and Modify permissions for the file or folder to perform this action.
To add permissions to a folder or file:
1.    Go to Documents: Document Library.
2.    Click the file or folder name.
Important: If you are adding permissions for responders to a file or subfolder within a parent folder, you should add permissions for the responders to the parent folder first.
3.    Click the Permissions link in the preview pane on the right. The following page opens.
[image: ]
4.    Click the Add Permissions link in the upper left.
5.    Select an option at the top of the window to specify who the permission is added for.
Note: If you choose Organization or Access Level, skip to step 7.
6.    Enter a search term, then click Search.
7.    Select the desired users, administrators, groups, organizations, or access levels.
8.    Click Save and Choose Permissions. The following window opens.
[image: ]
9.    Select the check boxes next to the appropriate permissions.  
10.  Click Save.
If you receive an error message warning you that the responder does not have permissions within the parent folder, you must add the same permissions to the parent folder before the responder can have access to the file or subfolder.
Modify Permissions
To modify permissions:
1.    Go to Documents: Document Library.
2.    Click the file or folder name.
3.    Click the Permissions link in the preview pane on the right. The following page opens.
[image: ]
4.    Click the appropriate link in the Name column.
5.    In the window that opens, select additional permissions or clear existing permissions.
6.    Click Save.  
Tip: Click the X icon in the Permissions table to delete permissions.
[bookmark: document_library_manage_permissi_9973]Cascade Permissions
Cascading permissions in a folder assigns the folder's permissions to all of its contents. System and State Administrators can perform this action to reset permissions on all folder contents and ensure all of the permissions are consistent.
Important: Cascading permissions overrides any specific permissions already assigned to a file or subfolder.
To cascade folder permissions:
1.    Go to Documents: Document Library.
2.    Click the folder name.
3.    Click the Permissions link in the preview pane on the right.
4.    Click the Cascade Permissions link on the bottom left of the page.
5.    Click Confirm in the window that opens.
[bookmark: _Toc459270437]Delete Folders and Files*
* Note that you must have Read and Modify permissions for the file or folder to perform this action. Additionally, you may have permissions to delete some files and folders but not others.
To delete folders and files from the Document Library:
1.    Go to Documents: Document Library.
[image: ]
2.    Click the folder or file name.
3.    Click the Delete link in the preview pane on the right.
4.    In the window that opens, click the Delete button.


Restore Files
To restore deleted files:
1.    Go to Documents: Document Library.
2.    Click the [image: ] link on the bottom left corner of the page.
3.    Click the Restore link next to the file you would like to restore.
4.    Click Restore to confirm. The file appears in the Document Library in its original location.
Note that you may not have the correct permissions to restore deleted files.
[bookmark: _Toc459270438]View Folder and File Logs
To view folder and file logs:
1.    Go to Documents: Document Library.
2.    Click the folder or file name.
3.    Click the Log link in the preview pane on the right. The following page opens.
[image: ]
The Log page displays a list of actions that were performed on the folder or file. The table lists the username of the person who performed the action, the date and time the action was performed, and the action details.
[bookmark: _Toc459270439]Move Folders and Files*
* Note that you must have Read and Modify permissions for the file or folder, the parent folder, and the destination folder to perform this action.
To move a folder or file to another place in the Document Library:
1.    Go to Documents: Document Library.
2.    Click the name of the folder or file.
3.         Click the Move Folder or Move File link in the preview pane on the right. The Move window opens.
[image: ]
4.    Select the folder you want to move the file or folder to.
Tip: Select [System Folder] to move the file or folder to the top level.
5.    Click Select.
[bookmark: document_library_create_a_shortc_5086]

[bookmark: _Toc459270440]Create a Shortcut*
* Note that you must have Read and Modify permissions for the file, the parent folder, and the destination folder to perform this action.
To create a file shortcut:
1.    Go to Documents: Document Library.
2.    Click the name of the file.
3.    Click the Shortcut link in the preview pane on the right. The Create Shortcut window opens.
[image: ]
4.    Select the folder to create a shortcut in.
Tip: Select [System Folder] to create a shortcut on the top level.
5.    Click Select.
You can click the shortcut name and click the [image: ]link in the preview pane on the right to delete a shortcut.
[bookmark: document_library_watch_a_file_or_1662]

[bookmark: _Toc459270441]Watch Folders and Files
To watch a folder or file:
1.    Go to Documents: Document Library. The following page opens.
[image: ]
2.    Click the name of the folder or file.
3.    Click the [image: ]link in the preview pane on the right.
You can view these documents in the My Watched Documents tab.
Tip: To stop watching a file or folder, click the [image: ] link in the preview pane on the right.
[bookmark: _Toc459270442]Permissions
Folders and files in the Document Library have permission settings which determine whether you can view, edit, manage, add, or delete the documents.
State and System Administrator Permissions
If you have a System Administrator or State Administrator role, you are automatically granted all permissions for all files and folders.  
Also, only a System or State Administrator can perform the following actions:
●      Cascade a folder's permissions to all of its contents.
●      Create top-level folders and add files to the top level.
General Permission Options
Administrators can give permissions to individual responders, administrators, organizations, and access levels. For example, if a Read permission is given to a responder, that individual can see the folder or file. If the Read permission is given to an organization, the folder or file becomes visible to every organization member.
The following list describes the permission options of Read, Update, and Modify.  
●      The Read permission allows responders to view the file or folder and its contents as well as download the files from the folder.
●      The Update permission allows responders to create subfolders and add files. They can also manage file versions as well as check files in and out. In order for the Update permission to work, you need to select the Read option as well.
●      The Modify permission allows responders to delete the file or folder and its contents as well as manage file details and folder details. They can also manage permissions and restore deleted files. In order for the Modify option to work, you need to select the Read option as well.
The following table describes permissions needed to complete each action.
	Action
	Permissions in Individual File/Folder
	Permissions in Parent Folder

	 
	Read
	Update
	Modify
	Read
	Update
	Modify

	View File or Folder
	X
	 
	 
	X
	 
	 

	Add File or Create Folder
	 
	 
	 
	X
	X
	 

	Delete File or Folder
	X
	 
	X
	X
	 
	X

	Restore File
	X
	 
	X
	X
	 
	X

	Check Files In and Out
	X
	X
	 
	 
	 
	 

	Move File or Folder*
	X
	 
	X
	X
	 
	X

	Create File Shortcut*
	X
	 
	X
	X
	 
	X

	Edit File or Folder Details
	X
	 
	X
	 
	 
	 

	Manage File Versions
	X
	X
	 
	 
	 
	 

	Change File and Folder Permissions
	X
	 
	X
	 
	 
	 


* In order to perform these actions, a user must have the same permissions for the destination folder.
[bookmark: document_library_file_check_in_a_7918][bookmark: _Toc459270443]File Check-in and Check-out
The file check-in and check-out feature allows you to prevent multiple individuals from editing a file at the same time.
[image: ]
While the file is checked out, anyone can still download the file. You are prompted to upload the edited file when you check it back in. If you decide not to edit the file, you can click the Clear button to unlock the file and enable other responders to check it out.
[bookmark: _Toc459270444]File Shortcuts
When you create a file shortcut, it allows the file to be accessed from several places in your Document Library without making a copy of the file. The shortcut contains the same permissions as the original file so that responders can perform the same actions that they can perform on the original file such as:
●      Download the file
●      View and manage file details
●      Start watching the file
You cannot manage file permissions or view a file's version history or log through a shortcut.
Note: If a file is deleted, all shortcuts are removed from the Document Library.
 
[bookmark: _Toc459270445]My Documents
The My Documents tab only displays the files that you have uploaded, checked out, or checked in. To access your documents, go to Documents: My Documents. The following page opens.
[image: ]
The My Documents table displays the file name, the file size, the folder where the file resides, whether the file is checked in or out, and a Details link that opens the file's Details page.
Use Display Filter to change how the documents are displayed on the page.
●      The default Documents filter displays files you have uploaded to the Document Library.
●      The Checked-out Documents filter displays files you currently have checked out of the Document Library.
●      The Checked-in Documents filter displays files you have checked in to the Document Library.  
[bookmark: my_watched_documents_my_watched__9566]

[bookmark: _Toc459270446]My Watched Documents
You can watch a file or folder to receive email updates when the contents or details are modified.
To view watched documents, go to Documents: My Watched Documents. The following page opens.
[image: ]
Tip: To stop watching a file or folder, click the Stop Watching link.
[bookmark: document_search_document_search__6089]

[bookmark: _Toc459270447]Document Search
The Document Search tab allows you to perform an advanced search within the Document Library.
To search for documents in Document Library:
1.    Go to Documents: Document Search. The following page opens.
[image: ]
2.    Enter the search criteria, such as the document alias, filename, or author.
3.    Enter any search keywords.
4.    In the Date Search section, enter any dates which apply to the document.
5.    Click Search.
6.    On the page that opens, click the Details link of a document to open the document's Details page.
[image: ]

[bookmark: _Toc459270448]Index
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