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Your Information

Full Name [rest User

Email Address:  [tuser@cinczt local

NOTE: Be sure to enter a valid, correct email address, as this will become important later in
the registration process.
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O Dashboard System Welcome

Use the following links to navigate this Dashboard System

Self Registration
Register to use Dashboard

Change Password
Change your System password

Access Dashboard
Access the default Dashboard

Administration
Administer the Registrations
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Dashboard System Welcome Screen
The Dashboard Welcome screen can be accessed from a browser.  Enter the URL or IP address 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.
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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Your Information

Your Name! Test User
Your email tuser@cincz1.local
Requested Dashboard User

Cantact Number; (123) 456-7890
First Chaice User Name! fruser

(optional) Second Choice: frestuser
(optional) Third Choice
Account Passward e

Retype Password e ——





Enter the following information: 

· Contact Number 

· First Choice User Name 

· Account Password

· Retype Password

Click on the Continue button.

Accessing the Dashboard

Dashboard System Welcome Screen
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Dashboard - Settings

Web Part Layout

Change the position and arder of Web Parts by dragging them around in the different sections. If there are no Web Parts in a sectian, that section will not be displayed in the dashboard

To save your layout changes, dlick the Save buttan at the bottam of the page.
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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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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.

Name
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Refresh this dashboard automatically?
€ ves, every [0 seconds © No

Use this style sheet
Desert x|

I~ Apply the following custom styles

Order when displayed with other dashboards in the navigation bar:
o

[V Show subdashboards in the navigation bar
[¥ Check for master versions of the Web Parts

I Store the following data for this dashboard

Restore Defaults
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Web Parts are the blocks of information that are displayed on a dashboard. Use this page to turn Web Parts on and off, to import Web Parts, or to create new Web Parts

Web Parts

These Web Parts are currently available to your dashboard. Use the check boes to turn the parts off and on. To save your changes, dlick the Save button at the bottom of the page.
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At the Login screen enter User Name and Password.  Click on the OK button.
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 customize their dashboards by using the options in the upper right of the dashboard screen.  

Customization can be performed with the Preference Tabs: 

· 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.  

Click on the Save button to apply settings. 
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.

Customizing the Dashboard

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

For example, the Dashboard name and background colors can be changed. 
Dashboard Web Parts

Each web part provides a specific function in the dashboard.   The commonly used web parts are described below.   

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.

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.  

Dashboard Web Parts

Awareness Web Part 
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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.   

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 may not currently be logged into the dashboard.

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

Group Chat Web Part
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Group Chat 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 text box 

· Click on the submit button.  

To send a private chat to a specific user:

· Click on the drop down menu under Chat History and select the user 

· Type the message in the text box

· Click on the submit button.

Note: The message will appear in the chat window; however, it will be marked as private.

Click on Chat History to view a text of the last 30 minutes of the chat.
Dashboard Web Parts
Space Storage Web Part
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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.

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.  

Note: The [image: image9.png]


 symbol allows users with read/write permissions to delete the file from the space storage.  
Dashboard Web Parts

Briefcase Web Part
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The Briefcase is similar to the Space Storage web part in that it provides document 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.

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, right click on the icon or the name of the file.  Select to open the file in a new window.  
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 symbol allows users with read/write permissions to delete the file from the space storage.  
Dashboard Web Parts

Conferencing Web Part


.

The Conferencing web part allows users to connect to NetMeeting conferences with other users.  

To enter a conference, follow these steps: 

1. Navigate to the correct location of the conference.

2. Make sure NetMeeting has been launched on the machine prior to entering the conference. 

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

4. Click on the two Accept messages to complete the connection to the conference.

5. NetMeeting will come to the front of the screen.  Make sure that all users are present and that no errors have occurred.











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

dcts@osf.disa.smil.mil

 Click on the Whiteboard button


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


  the 


  whiteboard





Whiteboard - The whiteboard allows the user to  


collaborate in real-time with others via graphic information. 





 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.)





Program Sharing - NetMeeting's Program Sharing feature allows the user to share multiple programs during a conference.











Click on the Chat button at the bottom of the main 


             NetMeeting 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 can save your chat before closing it by selecting Save from the File pull-down menu





Chat - Chat allows the user to conduct real-time conversations via text with multiple users





List of current Users





 Select Tools from the menu bar at the top of the NetMeeting window


 Select Video from the pull down menu


 Ensure that the Send and Receive options each have a check next to them





Video and Audio Conferencing – NetMeeting provides audio and video conferencing capability.





 Click on the File Transfer button


 Select items to send using the Add Files button


 Select the Send Files button to send them





File Transfer - File transfer allows the user to send one or more files in the background during a NetMeeting conference.





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





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





J Smith





********





To send a private chat, click on drop down menu and select a user.





NetMeeting











Domain field should be left blank. 
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