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6 Dashboard System Welcome

Use the following links to navigate this Dashboard System

Self Registration
Register to use Dashboard

user Status
Check the status of your registration

Change Password
Change your System password

Access Dashboard
Access the default Dashboard

Administration
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Administration Module
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Dashboard System Welcome Screen
The Dashboard Welcome screen can be accessed from a browser.  Enter the URL of your network’s Digital Dashboard Server into the address window.  The Dashboard System Welcome page will appear. 
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New users will need to create an account on the Dashboard.  To create the account, click on the Self Registration link.  

Note:  The Dashboard System Administrator will activate the account and provide proper access to the user following the self-registration process. 

Users may also request that a system administrator create their account.  This is commonly done to ensure that only the appropriate people get accounts.

Account Registration 

Personal Information Gathering Screen
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Enter Full Name and Email Address.

Click on the Continue button.

Dashboard Account Registration
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Enter the following information: 

· Contact Number 

· First Choice User Name 

· Account Password (follow password rules listed on page)

· Retype Password  (follow password rules listed on page)

Click on the Continue button.

Accessing the Dashboard

Dashboard System Welcome Screen
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Dashboard - Settings

Settings for "Jen Wade J-2"

Use this page to change the settings for this dashboard. To save your changes, click the Save button st the bottom of the page.

General Settings

Set the name, caption, and description for the dashboard, specify whether
it should automatically be refreshed, and specify the style sheet for the
dashboard.

Caption
If you want your dashboards to have a cansistent label that appears
above the names for the individual dashboards, specify that label in the
Caption box.

Dashboard Navigation

Specify the arder in which the dashboard should appear in the navigation
bar and whether subdashbaards should alsa appear in the navigatian bar.
(Subdashbaards are dashboards that are related to the raat dashbaard).

Master Versions of Web Parts
Specify whether to check for master versions of the Web Parts used in this
dashboard. If master versions are found, the Web Parts on this dashboard
are updated with any changes that have been mads to the master

Dashboard Storage
Use this setting to store data that can be used by the Web Parts on the
dashboard.
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Once the administrator has activated the user account, the user can access the DCTS Dashboard by clicking on the Access Dashboard link.

Dashboard Authentication
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At the Login screen enter User Name and Password.  Click on the OK button.
If your

Digital Dashboard  (Default screen settings)
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When a user initially logs into the DCTS Digital Dashboard, the screen above will appear. 

Users can personalize their dashboards by using the options in the upper right of the dashboard screen.  

Personalization can be performed with the Preference Links: 

· Content

· Layout

· Settings

Customizing the Dashboard

Content Window
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The Dashboard is comprised of web parts.  Each web part provides the user with specific functions.  

The Content window allows users to turn the web parts on and off as needed. Grey boxes indicate system web part controlled by the system administrator vice the user. 

To add or remove the various web parts, check or uncheck their respective boxes.

Click on the Save button to apply changes.  You may also remove a web part by simply clicking on the “x” in the upper right hand corner of the web part.
[image: image28.png]


[image: image29.wmf]
Customizing the Dashboard

Layout Window
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The Web Part Layout window allows a user to customize the dashboard by simply dragging web parts to the desired locations in the window.  

For example, a user may wish to place frequently used web parts at the top of the screen for easy access.

Once you have made your changes, Click on the Save button.

Note:  If you place web parts in all three of the center columns, there is a risk of making your dashboard larger than your desktop resolution permits. You may notice that some of your information is beyond the right edge of your screen.  If this happens, simply go back into your “Layout” page to move the parts to a more functional location.
Customizing the Dashboard

Settings Window

The Settings window allows a user to customize the appearance of the dashboard. 

To change the name of your dashboard, type whatever you wish into the “Name” field. To change the color scheme of your dashboard, find “Use this Style Sheet” located approximately half way down the page. Use the drop down menu to select one of the many color themes.  
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Use this Style Sheet






Name
Dashboard Web Parts

Each web part provides a specific function in the dashboard.   The commonly used web parts are described below.  You will find these various web parts located throughout your dashboard view.  

Navigation Web Part
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The Navigation web part displays the spaces that the user has permission to access.  Once in a virtual space or room, a user can communicate with other users, enter a meeting, access files in the space storage, etc.

To Navigate to a virtual room, go to the Navigation web part: 

· Click on the Building

· Click on the Floor

· Click on the Room.

NOTE:  The navigation window will only display the Buildings, Floors, and Rooms the user has been granted access to.

Once a person has been designated as an “owner” for an individual space, he or she can grant other users or group’s access to it.  Space owners can grant read, write or NO access to their space.

This would be accomplished by Clicking the Power User Control link. 
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Power User Control Page
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To change the access for you space, click on the drop down menu that lists the rooms of which you are an owner, then select the room that you wish to modify.  Once your room is selected you will see the above screen, Simply “click and drag” the appropriate accounts into the desired column.  

You may modify access for individual users (using the Assign Access Control By User web part) or for entire groups of users (using the Assign Access Control By Group web part. 

Column Descriptions:

Available Users - If a user is in the “Available Users” column, they do NOT have any access to your space. 

Read Access – If a user is in the “Read Access” column, they have read access to your space. This allows them to access documents stored in the room and join the associated conference. They cannot upload any documents to this room or delete any existing files.

Write Access – If a user is in the “Write Access” column, they have all rights that a “Read Access” user has, but they may upload their own files to the room and delete any file stored within the space.

Once you are satisfied with the changes in access that you have made, Click on the Save button to apply the changes.

Dashboard Web Parts

Space Name Web Part
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The Space Name web part displays the current location of the user.  As the user navigates to new rooms, the Space Name is updated to display the correct location.  

Awareness Web Part 
The Awareness web part provides a centralized way of locating everyone in the digital dashboard.  Awareness displays on-line users who are currently in the same virtual space.   
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By selecting the All Space Users link, a view of all the users who have access to the user’s current location is provided (i.e., Building 1, Floor 1, Room 1).  The users listed under All Space Users have permission to access that space. However, they might not be currently logged into the dashboard.
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By selecting the All DCTS Users link, a list of users currently logged into the dashboard is displayed, along with their locations. 

Dashboard Web Parts

Envoke Portal Web Part
The Envoke Portal allows users in a room to communicate via text chat. 

To send a text chat to another user or users in the room:

· Type the message in the “Your Input” 

· Click on the Send Message button.  

The “Chat Members” window shows you a list of users currently participating in this Envoke chat session.  

The list of users in this Envoke Portal, Chat Members window may differ from what you see in your Awareness web part.  This is because some users might have their Envoke Portal web part closed.
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You can “un-dock” this web part by clicking detach. Detaching the Envoke Portal web part allows you to move from room to room while participating in different chat sessions.  You may also utilize this feature to monitor chat sessions in several rooms at the same time.


If you click on any of the various links in the Envoke web part, you may return to your chat   session by clicking the drop down menu at the bottom of the Envoke Portal web part, then select your room from the list. 
Dashboard Web Parts 

Space Storage Web Part

The Space Storage web part enables users to store documents and files in the virtual room.  Users who have access to the room, have access to the files uploaded to the Space Storage for the room.
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To place a document in the Space Storage: 





· Click on the Upload icon and browse to the directory where the document is stored




· Select the document 









· Click on the Upload button and then the Close button.   

Note: Click on the Refresh icon in the Space Storage web part if the file does not automatically appear following the upload.  
To open a file from the Space Storage, right click on the icon or the name of the file.  Select to open the file in a new window.  

To download a file from the Space Storage web part, Right-Click on the icon for the file, Select “Save Target As”.

Note: The [image: image10.png]


 symbol allows users with read/write permissions to delete the file from the space storage.  
The columns seen in the Space Storage web part present various information about the files in the room.  

The columns are as follows:

Icon – 
      Shows the icon associated to the file. 

Name – 
      Shows the file name

Size – 
      Shows the file size of the document

Owner – 
      Shows the user account of the person that originally uploaded the file.

Last Modified – Shows the date and time that the file was uploaded.
Dashboard Web Parts

Briefcase Web Part
The Briefcase web part is operated exactly the same way as the Space Storage web part. It also serves a similar purpose in that it provides document/file storage capabilities.  While the Space Storage is available to all users of a specific space, the Briefcase is private and only accessible to the user to which it belongs.
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The Briefcase web part allows users to save documents in a private location.  Saved documents are available when the user is logged into the dashboard.  The files stored in the briefcase follow the user to any virtual room in the dashboard.
To place a document in the Briefcase:

· Click on the Upload icon and browse to the directory where the document is stored 

· Select the document 

· Click on the Upload button and then the Close button.

To open a file from the Briefcase, click on the icon or the name of the file.  

To download a file from the Briefcase web part, Right-Click on the icon for the file, Select “Save Target As”.

Note: The [image: image12.png]


 symbol allows you  to delete the file from the space storage.  
Dashboard Web Parts

Conferencing Web Part

The Conferencing web part allows users to connect to DCTS conferences with other users.  If you will be using the Web Client web part, you must first install the Web Client application.
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To enter a conference, follow these steps: 

1. Navigate to the correct space/room of the conference.

2. In the Conferencing web part click on the click here to join the conference. 

3. You must select a conferencing tool

· Web Client (must be installed)

· Net meeting

4. Click on the two Accept messages (only one for the Web Client) to complete the connection to the conference. 

5. NetMeeting will come to the front of the screen.  

Dashboard Web Parts

Web Client Web Part
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While using the Web Client web part, your microphone is automatically muted.  When you wish to speak, simply press (and hold down) the microphone button located above the list of conference participants.  

Beneath the list of participants you can find the (4) buttons that will enable you do chat, whiteboard, transfer files and share applications.

Application Sharing

-Click this button for “Application Sharing”. This allows the user to share multiple programs during a conference.

·  Click on the Application Sharing button

·  Choose the program(s) you would like to share from 

  the list in the share window

·  Click on the Share button 

·  Close the Share window  (Ensure that the Shared 
  Application is not covered up by other windows.)
When you are finished sharing, open you Application Sharing window again and select “unshared” 
Dashboard Web Parts

Web Client Web Part (continued)

Chat


-Click this button for “Chat”. This allows the user to participate in a text chat session while attending the conference.

· Click on the Chat button at the bottom of the Web Client web part window 

· Type your message in the message field at the bottom of the new chat window

· Hit enter or select Send to transmit the chat. You may also send your message to an individual by selecting his or her name from the drop down menu.

Whiteboard

-Click this button for “Whiteboard”.  The Whiteboard allows the user to  

collaborate in real-time with others via graphic information

· Use the tools in the toolbar on the left to mark on

·   the 
Whiteboard

File Transfer


- Click this button for “File Transfer”.  File transfer allows the user to send one or more files in the background during a NetMeeting conference.

·  Click on the File Transfer button

·  Select items to send using the Add Files button

·  Select the Send Files button to send them

Web Client tools


At the top of your Web Client web part, you will see (3) links.  These links will enable you to configure you audio / video settings, initiate a “Web Tour” and to disable the video history.

Dashboard Web Parts

Web Client Web Part (continued)

Web Tour

The “Start Web Tour” link enables you to open a Power Point presentation that exists either in the room that this conference is being held in (Space Storage web part) or a Power Point document stored somewhere on the network.  


If you select “Web Tour existing Space Storage document, you will receive a window listing all of the available Power Point presentations (*.ppt)
Found in the room of the conference. Click on the presentation that you want to show.

    

    Once you have selected a presentation, the Web Tour web part will open on each conference participant’s dashboard.  Who ever clicks on the “Control Web Tour” link at the top left corner of this web part will be able to forward and reverse the slides.


Control Web Tour

Forward / Reverse Slides

Dashboard Web Parts

Netmeeting (if selected)

Users have the option to use Netmeeting as their conference too when joining a conference.


The use of Netmeeting will be identical to DCTS Version 1.  The first thing that you MUST do is ensure that your microphone is UNCHECKED in the Netmeeting audio configuration.

Note: If this box is left checked, the quality of the entire conference will be degraded.
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Please refer to the Web Client web part portion of this document for explanations of the following tools.

When you wish to leave the conference, you MUST click the Hang Up button in your Netmeeting window.

Dashboard Web Parts

Conference Control Web Part

The Conference Control web part allows power users (users that have been designated as room owners for this space) to Stream the video and audio of the conference to people that are not logged into the conference.

Simply type the amount of minutes that you wish to stream the conference for and click the “Streaming” button

You will then receive a window that lists the links that users may click on to access this stream.  You can copy the links into a word document to be uploaded into the room’s Space Storage or you can email this information.


When a user clicks on the link, Real Player will launch on their desktop (If installed).  They will then be seeing and listening to the conference.

These users may NOT interact with the conference in any way.

Other Resources:

DCTS Support

DCTS Help Desk

Email: dcts.helpdesk@ncr.disa.mil

DSN: 426-0049 or 426-0072

1-888-848-2992

1-703-284-8034

SPIRNET email

dcts.helpdesk@ncr.disa.smil.mil

Local DCTS Administrator:



___________________________

Local DCTS Helpdesk Phone Number: 
___________________________  

Local DCTS Admin Email Address:

______________________________   



















List of Users currently in this space.








List of conference participants / audio configuration





Start & Stop video output





Utilize “Picture in Picture”. Your image will appear in the lower right-hand 	corner of the video portion of Netmeeting.





To move a web part, drag and drop to desired location.





Type in chat message: Click on send to send the message.























You MUST include the domain of your Dashboard suite BEFORE your username:


ie


“V2\username”
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