Mights and Magics in Quickr 8.0

Customizing your placein Quickr
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Quickr is software which can help communities tddtheir own portal in an easy way. It can help
them create their pages, private rooms, groupsaedithing they could need to efficiently startngsi
all its features.

Something what can limit their portal is the lobkas. There are only a few skins in the basic
installation of Quickr but too many companies. Basic skin is this yellow-blue one:

Lotus. QiTIE Search: I— Log Out Super Admin
W Help  Advanced Search
NBG a.s.

Blog Novastranka Importovana stranka Customize Members

Slideshow
foer [ Create. - |
‘ou are in Pokusne = Slideshow Folder Options

] Show folders
Subseribe to this folder

Currently there is no content in this folder I Matity

S erint

To add content to this folder
Create new content. Click the Create... link on this page
Maove or copy content fram another folder. Go to the folder, select the content, and click Move or Copy

10 S0 1100 (Al Mext | Last

My Places  Fast Stat  Administration  Select Time Zone

Every company has its own needs; the look and salwdrtheir portal is maybe not one of the most
important but surely one of the most often seenirigua student internship there was developed a
template for Quickr including the whole skin andq® type. With co-operation with a Czech company
NBG a.s. there was developed this violet skin:

Back to My Places logOut & 5

You are in NBG * Home Q, search:

| ' Komplexni
//-\_\I% sprava financi

[eny... Mew Revizion Edit Check Out... Copy Move [elete  Folder Options " W
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it Home

For Managers:
Welcome — Teamn Mews Rules  Contact  About

Branches: EANotify & Print £ Atom

| Downlaad T
e Struktura spoleénosti

Exchange:
Mational Brokers Group a.s.
[ Calendar Sidlo: Praha 1, Mové Mésto, Vodickava 682/20, PSG 11000
Tasks Piedmeét podnikani:
¥  Settings & pojistovaci agent
& L}
AS & pojist'ovaci maklai yOU

can see



while comparing the screenshots, it is not onlproivhat is different; the whole page has another
schema. These pages should guide you through #hensization process to give you help and support
while changing the appearance of your Quickr portal

Get started

The first thing you should do is to define how ygortal should look like. And there is not spoken
about the colors. In the basic Quickr skin the enhts organized in this way:

Banner 1 Login info & search panel
Empty area for link to My places and additional links like help, advanced search, etc.

Banner 2

I Table of content I

Actions
Column

Page Content

Footer

Description

« Banner 1: there is situated the search panel and loginnmdtion on the right. The rest of the
banner serves like an aesthetical surround folote of IBM Quickr and to be honest it has no
informational value.

« Empty area between bannersthere are stored additional links in this space@sas link
leading back to the list of places.

* Banner 2: Another space for another logo including the nafth® place.

« Table of content:situated at the top of the main content areagawoizes the portal into tabs

» Left action column: Gives users option how to broaden, edit and cugthe content of their
portal. Below it the print, notify and RSS linksasituated.

* Page Content:contains the page/folder name and descriptiomdareimb navigation and the
main content.

What the company wanted to change

* The company did not find valuable arguments forimg2 banners divided by an empty space
with several logos. Despite Quickr allows usersraate their own logo containing text, sample
pictures and animation (Click Customize - Basibg)tompany was not satisfied with the
result.

NBG a.s. G—



» Page content was organized well so it did not haee changed, but the position of other
elements was unordinary for users. Table of cordgkatld be in the right column of the main
area and the block with actions would be situatedeatop much better. The print, notify, etc.
links do not need to be separated in its own colasit takes too much space from the main
content are but should be easy to find.

» The company'’s colors are gray and violet; the Isbéuld be changed according to it.

New skin, cool look, different schema
Due to the points above the portal was reorganizdhis way:

Top banner with all additional links and info

Action block

| print, notify, RSS, ...

Page Content

As you can see the design was customized accotalithg company’s requests. Until now there had to
be used only a little imagination and a pencil. €astomizing your portal there is need of a fewenor
skills and abilities. Using CSS and HTML you camrdme a magician in Quickr and set your place to
your needs.

Prepare for launch

There is a list of items you should have in yowentory:
» Basic knowledge of HTML
* Knowledge of CSS
* Knowledge of QuickPlaceSkinComponents (see moanmdition below)
« HTML and CSS editor
» Internet Explorer and Mozzila Firefox
* Web developer toolbars for internet browsers meeiicabove

QuickPlaceSkinComponents

Quickr uses elements called QuickPlaceSkinCompsn€$C) to display the content of the whole
pages. According to these features you do not takeow how to enter the portal database and how
to get the information you need. You just haveriow the right name of the component and know how
to display it.



For example QSC with name PageContent can dispé&gntin content of each page. QSC Navigation
creates previous and next links to easily move betwitems. QSC Help gives link to help pages and
QSC print enables your site to generate a primtendly version of displayed page. There are many
QSC, so how to learn about them?

There is an IBM redbook available for anyone feefin HTML or PDF version. It is located in the
same folder as this document and its name is CuatoyrQuickPlace.pdf. The parts you should be
interested in start on page 89 (Chapter 4.3 ThekPliace Theme layout Architecture). Going through
this text helps you understand how to organizeerdraf your pages.

Helpful tools
= It is much more comfortable to use a HTML editof.cOurse

you can use a windows standard notepad but itite qu

- terrifying. | recommend free softwaMetBeans 6.0wvith

&2 NetBeans Dk 6.0 | support for web development. It is a Sun open Bedmproduct

which can be easily downloaded from this page:

http://www.netbeans.org/downloads/

As it was already noticed you should use Interngti&er (IE) as well as Mozilla Firefox. Keep in
your mind that some features cannot be used ifidxif@s it does not support ActiveX components)
and sometimes the result looks different in eachwber (according to each of them uses different
standards). The greatest functionality of Quickr ba achieved with IE, but Firefox and its develope
toolbar helps you with customizing your place a lot

| recommend installing add-on Web Developer Toolb#r your Firefox. It can be easily found at this
website:https://addons.mozilla.org/en-US/firefox/addon/80u can display the whole CSS or HTML
code and you can edit it online. These changesrdyetemporary so with new reload of the page the
original code will be displayed. You can outlinélts, table cells or divs, you can display clasbidn
information for every element defined in the CS&,igformation about used images. It has plenty of
cool features which will help you a lot.
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For Internet Explorer there is familiar toolbarvesll. It does not have the same functionality et t
most important features like finding a CSS elenmerdutlinig tables are included. It is called IE
Developer Toolbar and can be downloaded from theialf pages of Microsoft:
http://www.microsoft.com/downloads/details.aspxAfgit=e59¢c3964-672d-4511-bb3e-
2d5e1db91038&displaylang=en
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Ready, set, go!
Now you should be well equipped for the Custom@atiThe last missing items are the source files of
the portal. It is important to notice you must havanager or super user rights to be able to change
your portal.
Quickr uses 5 HTML pages to display and organieectintent of your pages. It is

» Headlines — mostly the home page. When you creftieler in a headlines style you can add

pages which will be seen as tabs inside this folder

» Listfolder — theme for every folder you create gtdbe headlines folder

* Page — page structrure for a simple page

» Edit — defines how will look edit page (for examgliéck Customize)

« Slideshow — defines the layout of slideshow folders
To control the look of the portal Quickr uses Caec8tyle Sheet (CSS file).

» Stylesheet — manipulates with the look of the porta

Locating source files

Where you can find those files? We start from thi@imon, basic skin. It is located in folder gphtml
which is located in the directory where your Domgaaver is installed — the default path is
Lotus/Domino/data/domino/html. If you cannot findise your Operation System’s searching agent
and look for gphtml.

After you have successfully located this foldermpgeand go to skins — quickr8. There are storéd al
files, documents and images for the default Quickme.

Start your HTML editor (Netbeans) and create a m@l project (click New project, select Web and in
the right column choose Web application). Rementepath to this project.

Copy the whole folder with Quickr Skin to the ditey of your project. Now when you click on Files
in the left menu in Netbeans you can see the cdpiddr. You can enter it like you are used totdo i
and see all files inside. The files you are gomgtiange are stylesheet.css, headlines.htm,
listfolder.htm, page.htm, edit.htm and slideshom.ht

Changing the portal

Now you are going to learn how to create your olagnte and how to upload and run it at your portal.
When you are inside your place, click Customize,gb to Custom Themes and select Create Custom
Theme. Fill all the necessary fields. You will $bese areas at the page:

Fie EGt View Favorkes Took Heb N [« |
wBeck ~ = - (D () Y| Qsearch [wiFavorkes Freda P | By b S s

adrass [£]
e 5 i)~ defines vsual tyle €
et o i agouts
@ Browse.
™ seneine

Folder Layouts - Provide HTML layout files for different ki
you

Image 1o be used in Themes Gallery [B0x60)

@ Browse ) (X

| ;

E1one W Inemet




You can easily drag the changed files into thetrigixes (edit page in the box for edit page etc.) o

you can click Browse button and select the file y@nt to use in the standard explorer menu. You can
as well insert the thumbnail of your scheme.

Remember these steps as you will use them quee.dftyou are not sure about what to do, see
enclosed PDF file (in the same folder as this dantinCustomizing QuickPlace.pdf. Find Chapter
4.1.2 Customizing Themes Quick Start.

When you upload a file then everything out of <bedygs is removed and changed by Quickr own
header. When you call a page to be displayed thek@Qjava scripts take care about the content and
changes the page. Some parts are added, someaagedh For example to your style sheet are added
some more default selectors.

Portal modification

There is a great overview of default CSS stylédnanIBM Redbook (in the same folder as this
document look for Customizing QuickPlace.pdf). hapter 4.2.2 there are listed all the selectors and
its properties.

Page background and dimensions
.h-page-bg {
background: url(pagebg.qgif) repeat-x;
background-color: white; /*edit*/
min-height: 400px;
padding-top: Opx;
margin: Opx;
margin-left: auto;
margin-right: auto;
}
We are going to change the background of your pdttia defined in default class-page-bgin the
style sheet. There you can set the color of th&dvaand (background-color), padding and margin.
In our scheme there was created a gradient witthvatilpx. At the top it changes from light viotet
dark violet color, divided by a white pixel and thi¢ changes from gray to white. The color of the
background is set to white. This background ig@éie repeated in x-axis to create a whole-page
gradient effect.
In the HTML files the background is set by clasg gpageBackground. There is no more need of this
selector so remove it from both HTML files and stgheet.

Whole Page Content Organization

In order to see it in the same way in IE and Fikefeere was used a table layout. It means thapainis
are situated in table cells. If you let your depelotoolbar outline table cells you could easilyagime
what there is talking about.



Back to My Places

& Super Admin PHelp

Q, search: _ Higdat |

fou are in NBG >Home

Komplexni
sprava financi

New... - Mew Revision (| Edit || Check Out Copy || Move || Delete || Folder Options @ || &
<~ Home
“||.H0m9 This folder provides users with basic informatior
For Managers:
Branches: '\.-\.-'el:ur-n] Team MNews | Rules | Contact | About |
CI Notify & Print_ &3 Alom
Download
o e Struktura spolec¢nosti
) cCalendar National Brokers Group a.s.
f’:‘l’d'o:PuahaLNo‘zél\lés'o,\-‘odui‘kc.\uaGB?[EU_PS(‘.HUUU
1 Taeke

Every component is settled in its own cell. To ustind the layout system look at the image below.

There are used HTML tags and CSS selectors to gyniplRemember that QSC means
QuickPlaceSkinComponent.

Table .ietrouble
tr .qpg_banner
table .qpg_toolbar

tr td .banner

Gl td #myplaces  td #signin td #userstatus  td #help

table
td #navigation tr #searchToolsRight

td img .logo

tr .ieCenter
div.qpg_pageArea

table .qpg_pageArea
tr

Pl

td .mainBar table
tr td .qpg_folderBackground

table tr QSC actions
table tr td table .folder

tr td table tr td #pageContent
table .headlinesFolder

punocibypegioy bdb:

table tr td .small-text (print, notify, etc.)
tr td QSC pageContent

o [T T IR iy bottomBorder
ul .quickLinks




Banner change
Let’'s take a closer look at the top of every page.

This is the default banner look:

(NN Quickr Search:| Log Out Super Admin
W Help  Advanced Search
NBG a.s.

And this is what we want to create:

Back to My Places Log Out & Super Adrnin ?Help

‘fouare in MNBG > Home Q search: Hledat |

Komplexni ﬂ‘u&i
NBGT sprava financi  f e

Some parts as login or help were repositionedpénes of default banner were
i [T joined together and its background was changedeis w

According to the schema picture let’s reorganiz=ltnner. Open the file
headlines.htm in your HTML editor (Netbeans) andlgough the comments in

For Managers:

Branches: it. Start at CUSTOMIZATION 1. Remember that if yasant to make changes in
the CSS don't do it in the commented area, buttiedparts in the style sheet
i and edit them.
Exchange: This banner is used in every HTML template. Sovierg file it should be
changed.
O calendar
Table of content reorganization
ot The table of content is the skeleton of the whaletgd. Without it you would be
# Settings able to use only one page. In the basic schersdatated at the top of the main
area (below the banner). In our scheme the Tabléddtent (TOC) was
LD positioned to the left column of the main area adic to users’ habits.
T Now open file headlines.htm in your HTML editor theans) and start reading

from CUSTOMIZATION 2. On the left you can see ne®; below is the
default one.

b Work Cffline Discussion Library Tasks Index Members Calendar Customize



Main page content change

The most important part of every page is its maintent. Now we are going to change its look.
The first image is the default skin. On the lefthe main area, on the right is actions panel.

But below it there is a free space. The main aseaganized quite well so this skin tried to folldaw

[‘ JJ Home — y
You are in Lotus Tea = Home New Revision
[} Showfolders Edit
Check Qut..
Team Goals eam News Copy
Move
IBM Lotus Quickr Delete
The fastest way 0 share everyday content across connected teams. L
Folder Cptions
Whark Offline

Thig is the home page of your new place. Team members will see this page when they firstamve. ==seeeieeees

As the place manager, you should use this page fo provide your team with essential infarmation about the purpose and

EX 2y he
organization of the place, whom to contact for help, and so forth, B Bubscribe fa this folder

2l Matify

To change this page, click the Edit butlan o
=y Frint

Next steps
Click any link in the table of contents to start working
Click Help for mare information

What's New
Wednesday, 27.02.2008 | Weekly News

Last updated: Hever | Update Mo

(There is no new content for this period.)

Previous | Nex

The next screenshot is the new scheme. The agiaoms was removed and positioned to the top of the
page. Its look has been changed as well so eanhsgems like a form button.

ey . Mew Bevision  Edit Check Cut...  Copy  Mowve  Delete  Folder Options \;i i',/

HDH"IE This folder provides users with basic information

Welcorne  Team Mews  Bules Contact  About

B motity & Print B Atom

Mew portal launched
Drear wisitors,

a new portal was launched with co-operation with IBM. This new senice is running on Quickr 8.0, WWe hope yvou will enjoy using this
zite.

Previous | Mext



Navigation in the folder is displayed both on tbp &ind on the bottom. It helps user to orientatidgewh
the page contains a really long text.

The folder description was moved next to its nafwel the last change happened to print, notify etc.
links. They are situated between the main pagesovmirea and folder details panel.

As you can see many parts were left from the detmlleme. You can change it if you want but in my
opinion it is organized in a good way.

To understand and learn how to customize the coofsan file headlines.htm in your HTML editor
(Netbeans) and start reading at CUSTOMIZATION 3.

Footer

In the footer there are grouped some basic linkditey to control features if your portal.
You can see that there was not changed a lot. M&seadded a div for the bottom gray border of the
main page area, the colors were changed and beferg link was added a picture.

<% My Flaces -% Fast Startt -% Administration % Select Time Zone

by Places  Fast Stat Administration  Select Time Zone

To see how to do it open file headline.htm in yalOML editor (Netbeans) and look for
CUSTOMIZATION 4.

The last details

You should change the font color of similar contdénimeans that the links for example should have
the same color. The easiest way how to do it andonedit each element manually is using the replac
function in your HTML editor. There is a big advage that in the default scheme the content is
already organized. Let’s see the following exampleant to change blue links to violet ones. 1 go t
the selector which defines color for links. Theibame is this: a {}. Inside the brackets | cadadle
font-color: and specify the color of links. So dudd seem like this:

a{
}

But for many links are used different selectors rghs specified another link-color. To changentfi
class small-text in the default Quickr style sheet:

color: #5230a5;

.small-text a, .small-text a:visited {
color:
text-decoration: none;

}

The selector above says how will look like linkgte footer area (see image above). Important
information is hidden in the rule for color. Th@nt-color is used for similar content. Now is tiboe
use replace function in your HTML editor. In Nethsalick Edit from the top menu and select
Replace. In the Find What area type the color ¢ama the small-text class where the font color is
specified. In the Replace With area type the cddmlor you want to have. Click Replace All to
change the color for every occurrence in your sihleet.
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[] regular Expressions [ ] Search Backwards Close

Replace With: |#5233a3 v
[] Makch Case Wrap Around Replace Al

Highlight Results Incremental Search Help

At the end you should change the basic style foMHElements. In the default scheme these items are
at the top of the style sheet (lines 4 to 33) s®B@DY, A, FORM, TH. In our scheme there was
changed the link color only. But there was addedesmore basic selectors:

ul li {padding: Opx Opx Opx 15px; background: urkflf) no-repeat left; list-style: none;}
h1, h2, h3, h4, h5 {color: #290c73;}

h1 {font-size: 16pt; padding: 10px Opx;}

h2 {font-size: 13.5pt; padding: 5px Opx;}

h3 {font-size: 12pt;}

The ul li selector defines the look of unorderedl IAs a delimiter is used picture li.gif. The paudylis
set to 15 px on the left, so the delimiter candmns

The h1,h2,... selectors defines style for headinggghHeading 1, h2 for Heading 2 etc.).

Action menu colorizing

The last thing you will learn to change is the pafion menu. When you select the pointer next to
New... in the action panel a menu is rolled down.réhe used blue color but the skin needs violet.
You will have to add the following lines to youyt sheet:

.wcfMenuBorder {border: 1px solid #7359b5;}
.wcfMenu {background: #d7cdee !important;}
first {background: #d7cdee limportant;}

Those selectors control the look of the menu.

Headlines are done; and the rest?

The described steps above should help your turndhenon Quickr look to the different one below.
The methods you used in the headlines templatepgicable to the other templates as well. Firstly
replace banner, then change the main area, TO@értbat there in edit.htm the TOC is not used),
main page area and footer. Some parts can be ¢auer can be edited. In the style sheet stayed
some unused selectors. You don’t need to remova.tlighere is found no match with the selector
then the style is not used. And remember that quamis you haven't edited still have influence oa th
look of the portal. If you are not sure which sébedescribes a part in your portal use your dgyaio
feature. In Firefox click Display — Display Elemdntormation in your web developer toolbar. Then
when you click any element information about itlisplayed. In IE click Find — Find by Click and use
the same method for selecting elements.
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There are a few differences in other templatesdpadit, slideshow, listfolder). In the next chapte
only those differences are mentioned. The rules fediting headlines.htm are applicable in all other

templates.

Edit.htm

There are only two differences in this templatest-there the TOC is not used as it is important t
have the most of the area free for edit needs.r8kette action panel is moved below the page content
It is easy to be done. Just change the order of 86ns and QSC pageContent.

Style sheet modification

When you click Customize or when you try to cremteew page for example you can see some areas
which are situated in a blue rectangle. But oueswh has to be violet.

NB

Customize

As a manager of this place, you can customize it in a variety of ways by clicking on the links below.

Basics

Choose a logo, reorder the table of contents, show or hide various items, select notification, mail-in, offline, and other options, delete
the place

Choose aT

Change the way your place looks. Choose an overall visual theme for it from a gallery of standard themes, plus any custorn themes you
have crested.

Forms
Create customn forms for authors to fill out. Forms can have fields such as text, pop-up lists, etc. | and a workflow such as approval

cycle or editor-in-chief.

PlaraTimne Mintinne
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When you select an item in Customize there is naadelet background around it ant the picture is
replaced by a pointer. Or when you create a palgeffo.. it is situated in a violet rectangle. To reak
this effect add the following lines to your stylest:

#pageContent .choices a:hover {
background: url(this.gif) no-repeat 50px;
background-color: #e7e3e7 limportant;
border: 1px solid #7359b5;

}

.choices a {color: #7359b5 !important;}
.choices a:hover {color: #290c73 limportant;}

The classes above takes care about the look iro@u=t item when mouse selector is placed over
them. The selector below changes the backgroutitkakctangle when creating or editing content.

.h-form-description {
color: #7359b5 limportant;
border: 1px solid #7359b5 limportant;
background-color: #e7e3e7 limportant;

}

The last bug is when you are deciding where tcaputw folder/room. At the right of the expandable
folders is used a background image. To cancekitlus following rule:

#folderSelector .toc-bg {background: none;}

I/ j et e SpLava iiialivi

Where would you like to put this folder?

g l:llnthe table of cantents, before:l Harne 'I

ol In the selected folder

I jHome
= jDownIoad
| jlnsurance materials
| jPresentations
| :IFinanciaI products




Listfolder.htm

The difference from the headline template is thdbes not contain QSC headlines as there is used
another system for previewing posts. The page obarea is the same like in default Quickr scheme.
Look at listfolder.htm in your HTML editor and lod&r LISTFOLDER CUSTOMIZATION (I. 371).

Changes in style sheet

When you let your portal show detailed list of piosa folder you can see a trouble with the linkgtn
to Sort by.

Upload  Mew... Copy  Move  Delete  Folder Options First a K Last

I Download Unload your cantent here to share with the entire team!

Show folders

Fresentations
Updated on 26.02.2002 14:50:06 by & Super Admin | First created on 24.02 2008 14:05:50

It is organized in an unordered list so there ioaged an image at the background of each link. But
there is no need of it. To remove the backgrousttype in your style sheet the following rules:

#dragDiv .inlinelist li {background: white ;}

Another bug is the color of name leading to useo wteated the post, folder, page etc. It is wite.
change this insert into your style sheet the foitgarule:

#pageContent .h-user-anchor a {
color: #5230ab;
background: url(user.gif) left center no-repeat
padding: Opx Opx Opx 15px;

}

Page.htm

This template is organized in the same way as éifeutt Quickr file. But the whole document is
formatted and transformed like headlines.htm. Ther®m QSC headlines and on the other side there
are 2 more QSC — revertVersion and createVersion.

Slideshow.htm

As the company wanted to have slideshow folderrargal like the other folders there is used the same
code like in listfolder.htm.

Unique portal — placeType

The whole portal was set to be a placeType. Thsnm¢hat new places can be based on this place. So
it can be a template for future places. This casdien Customize — PlaceType options.

This place uses its own skin and its own structiit@ntains private rooms and groups of usetsast

its own forms as well.



What does this portal contains?

There are several rooms and folders. Every hasnitspurpose. At the flow chart below is shown the
structure of the place.




Description

Home

In this folder there are stored the main informaidout the company. There are 4 tabs.
*  Welcome
e Team News

* Rules
« Contact
« About

Welcomepage contains the description of the company’stira and it gives contact to
managers.

In Team Newsthere are stored the most actual information.

When you want to understand the rules at your plac®Rules.

When you want to find addresses, phones and e-ofdife company or its branches go to
Contacts.

The services and offers of the company about tab. When you want to find out more
information about the company go there.

For Managers:

This is a private room for managers only. The usgits manager access are in group Managers. In this
case those users are the 4 bosses of the compgoy. want to add or remove users from Managers go
to Members and select Manage members.
In this private room there have access only Marsaged the SuperUser. This is a place where the top
managers can share their ideas.
There are these folders/pages in this room:

e Instructions

* Manager’s chat

* Materials

e Allin One

* Room Options

* Room Security

Room OptionsandRoom Securityare in every room. In the first on you can custmthe look of the
room (something like Customize in the place, buhwmited functionality). In the Room Security you
can define which users or groups have access totme.

Instructions give help to incoming users. There is written wihatuser could the at the place.

In Materials Managers can share contracts, licences, presamtdticuments and everything they need
to share.

All'in One is renamed Index and there is stored every itethdmoom. This name was chosen because
it more simple to be understood what is its functidy.

Branches:
This room gives space for links to every branches mom. Everybody has access to this room. There
are 4 branches:

» Karlovy Vary

* Pardubice

* Plzen

* Praha



There are founded 4 user groups where the memieesployees of the branch. Every group has
access to its branch only. In another group c@lesses of Branches are the managers of each branch.
They have access to all branches so they can egehaformation and data among branches.
Manager’s group has superior access to each branch.
This is the structure of each branch:

* Instructions

» Calendar

e Tasks
It is important for each branch to have its owne@dar and Tasks list as the employees can be better
organized. Each manager of a branch is its Managgarso its his duty to fit room structure to bitdaac
needs.

Download

In this folder there are stored documents and smpghtary material for all users. For example there
can be found presentations, company’s advertisesnieribrmation letters about financial and
insurance products etc.
In this folder there are 3 more folders:

* Presentations

* Insurance materials

* Financial products
Each folder is there to store documents with singtmtent. As NBG a.s. did not want to share its
internal documents there aren’t stored the oridiites.

Exchange:

This room is accessible by all users. It providese for sharing document between users. So if
someone needs to send a contract to another usesuie put it in this folder and he can restrict
possible readers as well.

In this room users can create company’s speciaidas well.

There is only 1 folder in this room — Exchange!

Calendar

In this calendar there are all important eventstierwhole company like as presentations, teachings
etc. As each branch has its own Calendar this lboeld not contain specific events for the branch.
There can be displayed author of event (the useramdated the event) but this information is hidden
as it has no importance for the company. Thistisnseach Calendar.

Tasks

There are all important Tasks for the whole compéikg meetings, contracts, etc. Each branch Isas it
internal Tasks list so there should be items wiiflaence the whole company. In our example there i
need of making Easter postcards which should beelletl to each branch to be distributed to the
customers. This task is written in there.

Settings (= Customize)

There you can change the place’s properties l&kak, forms, etc. It the ordinary Customize folde
but renamed to Settings as it gives more sensedingdo the company.

Members

There you can manage members and create groupsardude this folder in Settings — Basics but |
don’t recommend it as then you can’t add, removkraanage members and groups.



HowTo...?

This room gives support to users. It contains tlielsker/pages:

* Instructions

* Get Instant Help

» Ask for Help
In Instructions there is written what to do — the users are toldtvigstored in the other folders.
If you are looking for answer go firstly t8et Instant Help. There are stored solutions to the most
frequented troubles. It is de facto FAQ (FrequeAtked Questions) but not every user knows what
FAQ stands for so the name of this folder was chas@rder to be understood by every user.
When user cannot find answer in Get Instant Hels lzglvised to go tAsk for Help. This folder is
organized as a forum, discussion where users ddmegefrom other users. So they can help each
other. This folder should be monitored by a grotippecialist (in IT or company’s services) so kb
be granted that each user can get support.

Adding New Content

You can add folders, pages, posts, uploads, fotmsceyour content. When adding text into it y@nc
choose whether you want to use a WYSIWYG editor§¥Wou See Is What You Get). It seems like
simplified MS Word or another text editor. Anotlggtion is to use HTML to display the content.
There you can define your own classes and ids. Ybarcan control its look in your style sheet. ur o
style sheet were written this part of code:

#contacts {width: 100%}
#contacts * table {width: 100%;}
#contacts * address {font-style: normal;}
#contacts * address a {color: #5230a5; text-deammanhone; padding: Opx 15px Opx Opx;}
#contacts * address a:hover {
text-decoration: underline;
padding: Opx 15px Opx Opx;
background: url(notify.gif) no-repeat right;}
#contacts h3 {text-align: left;}

These CSS rules define the look of tab Contacktsoime folder.
For advanced user it is better to use HTML edipogsibilities. The online editor has much
functionality but if you want to be precise HTMLtWICSS is the right choice.

New Forms, Workflow

In Quickr you can easily define your own documentsrms. T can be set in Customize — Forms —
New Form or Room Options — Forms — New Form whamag@ in a room. These forms can be created
to share data among the company members. To getinformation about forms open Customize
QuickPlace.pdf which is located in the same folder this document and go to Chapter 6: Forms in
QuickPlace (p.149) .
In our portal the specific forms can be createfbider Exchange. There are set 2 forms:

* Insurance transfer application form

e Superior rights form

The first one is created as a simple form whiaheiserated by Quickr environment, the second one is
an imported HTML form.



Simple Form

While you are in Forms — New Form choose Simplaer-drhere you can create a form where its input
boxes will be situated below each other like irst There are several buttons which can let you ed

your form:
« Add
e Modify
¢ Remove
* Reorder

There is used a great guide for this feature setissneeded no more additional information. A demp
form is created. If you would like to change theKaf this form you have to add a Non-Editable-Rich
Text. There can be loaded a picture or additiomdl in Insurance transfer application form thisaais
used to load a logo of NBG a.s. to the top of thgepand to insert text to the form.

HTML Form

If you are skilled in HTML and CSS or if you wawtipload a ready form from web pages use the
option of uploading a whole HTML form. You can doni New Form selecting Import HTML form. It
has 2 big advantages — you can precisely desigiothe the field placement etc. and you can control
the look of your form by CSS rules. The form shdoddmarked by its unique id or class. Just type in
the style sheet CSS rules for your form and uplbad your portal.

There is a uploaded HTML form in the Exchange rotimname is Warrant of Attorney. When a
company wants to change its insurance agency itheeed of this document. The HTML file is in the
same folder as the whole NBG skin; its name is fbtml. It's a simple form organized in a table
which is in an unique id #superiorForm. The follog/iCSS rules are added into our style sheet:

#superiorForm {background: #e7e6e7}
#superiorForm img {
border-bottom: 2px solid white;
border-right: 2px solid white;
border-left: 2px solid #e7e6e7,
border-top: 2px solid #e7e6e7;

}
#superiorForm input {border: 1px solid #290c73;}

#superiorForm strong {color: #290c73;}

You can see the difference between the resultsibelo

JNBGT™

Warrant of attorney

Compan,

Medical Holding a.s. Identification Number 890551465 with residence in Praha 5, Narodni 139
phone 004205640968654

fax 00420564096600

e-mail medical holding@mhas. cz

bank account t 67509854321/0300

in the following text as “client”

prosies

National Brokers Group a.s. , IN: 27423336, with residence in Praha 1, Nove Mesto, odickova B82/20, PSC 110 00
ecord in bussiness index of City Court in Praha 5, division B, enclosure 10515

on record in the regstry of insurance agents at MFCR, reg.number (33453Ph

phone 222232 449

fax 222232 42

e-mail info@nbyas.cz

Bank account: 35-5293970227/1100

(in the follawing text as "Broker" ),

to sit in for me, respectively to receive and give over all wittings, documents and records neccessary to enter insurance
P Y O S g e SO o e 1 R A R NN e o e e o




‘ Na zaklad& udéleni piné moci k zastupovani ve

veskerych pojistnych zajmech pojistovacimu makiéfi National Brokers Group a.s., IC
27423336, se sidlem Voditkova 682/20, 110 00 Praha 1, registrace MFCR €.
038453PM, vas Zadam o preved dale uvedenych pojistnych smiuv uzavienych u vasi
pojistovny s
Name of insurance sgent

Mrs.

) Havranak

Identification Number [IE]
564038654
do spravy uvedeného pojistovaciho maklére
Contracts nuroars
246-1B7-87B/663

264-864-750/789
120-765-008/045

rrrrr

date
28.02.2008

On behalt ot ths
NEG a5

Workflow

The 2 forms have quite a big importance. Thereressponsible person who has to control each form
before it is published. In this case is used workfl\WWhen you are creating a form you can set it by
clicking Workflow button. For our purposes is usedde Editor-in-Chief. That means that author of a
form send it to an approving authority (he can addessage) and the authority can approve, edit or
reject the form.

Forms waiting for approval are stored in Valid&elder, approved forms are in Forms folder. Where
the approved forms are stored can be set whil¢icgethe form. The place for storing forms waiting
for approval can be set while defining the workflow

New ideas

Quickr provides great and easy way how to creatiecastomize your place. With HTML and CSS
only the whole look can be completely rebuilt ahdmmged can be anything. The tools | recommended
— give anyone a force to customize his own Quickr. Fo
example if you want to change an image or the whole

IBM Lotus Quickr IBM Lotus Quickr we scheme in the list of My Places go to the gphtriddo
Vitaplacecnd st Caa g Gmers as you were advised at the beginning and chooss ski
- r— = — Setup. There are the source codes and imag#sdor
E ... Ppage. | have changed the picture on the rightisf th
™% page. By default there was in image of a houses Thi
+ we picture is called houseguys.gif. The original filas
: — renamed in order to save it and the image was
v replaced.

It would be great to improve the strength of onHiEML editor. If it had the same features like edst
you can install on your computer it would be grd@&e auto formatting, colored syntax or code wgfi
help).

It is great you can organize users into groupsth@rother side it would be better if the usersviste
organized according to these groups. Now you canisteof users joined with list of groups. It da@
a little frustrating. If the users were moved ®dtoups which you could expand or collapse it woul
be great.

Another great feature is Calendar. But the one uwges this feature on his own computer can miss
several features. There could be a possibility¢ate event groups differenced by colors from each
other.

On the other side it has to be said that into Ypuickr can be added anything so all these
functionalities can be written into java script &hdn it can be placed on your portal. But that are
details which makes one product better than arettiers.



