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Introduction

What is the IBM Connections Cloud?

The IBM Connections Cloud is an online social networking tool for people working within a
company. As well as e mail, calendar, activity, conference and forum functions, it is a file
storage and sharing tool, which enables users to create, upload, share and edit files and
documents, such as Word and Excel Spreadsheets.

It also enables the creation of “Communities” or groups/teams, so that members of the
community are able to view and edit shared documents online.

How do | access “The Cloud”?

You can access the IBM Connections Cloud via any internet enabled device, providing you
have an interet connection.

Create and Then upload them to My Files and Folders - View,
store your files the IBM Connections edit and share the files you have
as normal on Cloud for backup and uploaded, or files which have
your device. sharing been shared with you. Set file

sharing options here for individual
or Community access

— | Community Files and Folders —files

which you have shared with others in a

T St Bl St Community, with access to view or edit by
o Community members

Author: Lea Morris
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Whats so good about “The Cloud”?

» By using the Cloud to store your files, you can access them from any device,
whereever you, are at any time

» You can share your files with others without having to send them by e mail

» As your files are stored remotely, they can be accessed even if the device you
normally use malfunctions, so you wont lose any work

What does this Guide cover?

This guide provides IBM Connections Cloud users with the basic information to enable them
to;

upload Files

create new Folders

put Files into Folders

create new Communities

Share Files and Folders with individuals and Communities

add or invite other users to communities

Edit files online

YVVYVYVYVYY

Getting started

To access IBM Connections, you will first need to have had your account set up, and been
sent an e mail link to login and set your password.

Once your account has been set up, and you have set your own password, you will then be
able to Login via the IBM Connections Login Screen;

<+ ¥ sign in to your account

Forgot password?

) Start with this login page next ime

Author: Lea Morris
Version: 1 Page 2 of 31
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Following Login, the Connections Home Screen will appear;

o &) https://apps na.collabserv.com/homepage/web/updates/#my © ~ @ INTERNATIOMAL BUSINESS... & [ Homepage - Updates

Sign in to your account

Share Something: updae your stafus or upload a fie Mestings .
What do you want to shase?
Enter mecling I - Join
Fm Following Stalus Update HSCOVES Q Mesting ID: 1958-0491 Host Mesting
ViewRefresh updates for people and things. you are following, and responses to your content [ ~|

n Lea Morris & shared a file with the community ICT Training Test

Events

You are nat fallowing or altending any upcoming events.

{0 Add to Personal Calendar

Recommendations

There are no current recommendations for you

n Lea Morris = created a community named ICT Training Test
1BM Cannections Training Test

Uploading your Files and Documents to the IBM Connections Cloud

You can upload files and documents from your own device to the IBM Connections Cloud, to
enable them to be shared with other users, as well as edited online by other users.

To upload a file from your device;

» Click on the “More” drop down menu on the Menu bar at the top of the screen
» Then click on the “Files” option from the drop down list

Dorset & Wiltshire Fire & Rescue Service Home People - Communities

To Do List High Priority Activities

New~ My Files

Shared With Me Pinned Files

Pinned Files Qs Host a Meeting

My Files Download Share... Add to Folder Add to Sync Add Tags Move to Trash

Shared With Me
1-50f5

Sync
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This will open the “My Files” page.

Remember:

» Always upload your documents and files to the “My Files” page — so that you are
then the “owner” of the file

» Don’t “give” a copy to other people or communities — retainer ownership yourself and
“share” your files and documents

To upload a new file;

» Click on the “New” drop down menu
» Select “Upload” for the list

Dorset & Wiltshire Fire & Rescue Service Home People ~ Communities ~

Download Share... Add to Folder Add to

Spreadsheet

Presentation 1-50f5

: ) |:| Sort by: Name | Updated- | Views Comments | Likes
Community Files

Dorset & Wiltshire Fire &... &

This will open up the Upload Files window;

» Click the Browse button to open up the “Choose file to upload window”

» Find the file you wish to upload from your folder list, then double click on it to select
and add it to the Upload files window

» Do this for each file you wish to upload

» You can upload several files at once. They are listed in the Upload Files window.
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e L

e https.//apps.na.collabserv.com/files/app#/ O - @ INTERNATIONAL BUSINESS... &[] Lea Morris' Files x

1= B sign in to your account

Q Choose File to Upload

A |« Documents > Templates v U Search Templates

Organize ~ New folder

A Upload Files

m Desktop Name

4 Download: >
owmoacs @] Connections Test Document

*
»*

il Documants @* DWFire-Logos-Sep15-1

i Pictures o £ DWFire-Style-Guide-Mar17
My stuff @ E mail for 121 sessions B E mal for 121 sessions. dacx

Saved Pictures % IT Drop In Sessions Poster 06/04/20 07

@™ T001 - Evaluation Form V5.0 07/04/2017 09:28

@ T002 - Evaluation Summary Form V4.0 07/04/2017 09:29

| T0O3 - Training Specification Form V1.0 07/04/2 9:14 I ¥ Additional Options

@@ OneDrive - Person @ Training Calender

& DWFire-Style-Guide-Mar17.pdf
Templates

Training guides

@ This PC @ User Guide Template

W Network

File name: ~ | All Files (*.*)

» Once you have selected all the files you wish to upload, click the “Upload” button to
upload.

Uploaded documents are then displayed in your “My Files” page;

e I8 https //apps.na collabserv.com/files/app#/ £ ~ @ Identified by VeriSign &[] Lea Morris' Files x g

4 ign in to your account

Now~ My Files

M
| @ successtun upioaded 2 es. Check mem out m your Wy Fies view x

Downlosd  Share.  AddtoFoler  AddloSync | AddTags  MovetoTrash oepey. (B
1707

[] Sortby: Name ' Updaledw | Views ' Comments Lk

-
Connections Test

Document.docx

A Lea Morts created foday at 114
Y

DWFire-Style-Guide-Mart7... 2 E mail for 121 sessions docx A 4 Outlook - Basic Guide docx 7 CISCO Jabber Basic User... 2

ith Me

» Tags

» Sharing

» Date Updated
Uniitled Document docx 2 Connections Guidance docx

D Feed for these Fies Downioad Al Fies ou have 1,024 GB of fee space remaining (1,024 GB lmit)

Tip

» Save important files into “My Files” on the Connections Cloud, as a backup

Author: Lea Morris
Version: 1 Page 5 of 31
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Creating a new Folder

To create a new Folder,

Click on “More” on the menu bar

Click on “Files” from the drop down menu
This will open the “My Files” window
Click the “New” drop down menu

VVYVYY

Dorset & Wiltshire Fire & Rescue Service Home People - Communities ~

Activities To Do List High Priority Activities

Shared With Me Pinned Files

Finned Files Eetings Host a Meeting

My Files Download Share... Add to Folder Add to Sync Add Tags Move to Trash

Shared 'With Me
1-50f5

Sync

From the “New” drop down menu;

» Click on “Folder”

Dorset & Wiltshire Fire & Rescue Service Home People ~ Communities ~

My Files Activities To Do List High Priority Activities

Files Shared With Me Pinned Files

Mestings Host a Mesting

Document

Download Share... Add to Folder Add to Sync Add Tags Move to Trash
Spreadsheet
Presentation 1-70f 7

The New Folder window will open;

» Complete the text fields to name and describe the Folder
Select the Sharing rules for this folder as appropriate
» Click on Create to create the new folder

Y
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New Folder

*Name: Fire Safety
Description: Fire Safety guidance documen
Share with: 2 (® No one (skared with me only)

(O People or Qpmmunities (give specific permissions to others)
(O Everyone infmy organization

G Folder can be shared with people external to my organization

* Required

Create Cancel

The new folder will be added on the left hand side under the “My Folders” drop down
menu;

£ ~ @ INTERNATIONAL BUSINESS... & | [ Microsoft Office Home B Lea Morris' Files

Communities

New- My Files "

@ Successtuly created Fre Safety

Downioss  Share.. | AddtoFolder  AddtoSync  AddTags | Moveto Trash ospiay: (B B
170l 7 ~
Wiltshire Fire
Sortby: Name | Updated~ | Views | Comments | Likes
° ®
Pinned Fridzre ‘
~ My Fold:
®
DWW ire-Style-Guide-Mar17.... 2 E mail for 121 sessions.docx 2 Connections Test Document... A Outiook - Basic Guide docx ~ # CISCO Jabber Basic User... 2
Foiders Shared With Mz
Untitied Document docx 7! Connections Guidance docx 2
*+ Sharing
A4
¢ & - £ 9 ~ ) 1

Putting Files into Folders

Files can be put into Folders by;

» Ticking the “File Selection” box on the file you wish to move
» Clicking on the “Add to Folder” button
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a I8 https //apps.na collabserv.com/files/app#/ P = @ INTERNATIONAL BUSINESS... & [ Microsoft Office Home [ Lea Morris' Files < &)

Sign in to your account

“ommunities More

New- My Files ﬂ

AddTags  Moveto Trash oispay. [B2] 8 =

1707 ~

[[] Sortby: Name | Updated | Views | Comments | Likes

‘ ° °
Connecticns Test
Docume’t.docx
L2 Niortis created on 52/17
Pinned Folders
e
~ My Folders
DWFire-Style-Guide-Mar17.... 2 E mail for 121 sessions.docx 2 Outlook - Basic Guide docx CISCO Jabber Basic User... 2
Untitled Document docx A Connections Guidance.docx 7
Show 10 25 50 items per page
Feed for these Files | |§ Download All Files You have 1,024 GB of ree space remaining (1,024 GB imit). .

The “Add to Folder” window will open;

» Select the folder you wish to move the File to from the list displayed

e https://apps.na.collabserv.com/files/app#/ O - @ INTERNATIONAL BUSINESS.. & | [ Microsoft Office Home [E) Lea Morris' Files x D

2+ ¥ Sign in to your account

Add to Folder

INGErS 10 WhiCh YoU Can add This content
My Folders

Fire Safety 2
ICT Test Folder

2:  Training guides

] Allow folder editors to edit this file

Add Here Cancal

The selected file will be displayed,;

» Click the “Add here” button to move the selected file to that Folder

Author: Lea Morris
Version: 1 Page 8 of 31
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e https://apps.na.collabserv.com/files/app#/ O - @ INTERNATIONAL BUSINESS... & | [ Microsoft Office Home [E) Lea Morris' Files x D

3 I' Sign in to your account

Add to Folder

‘ @ snowing only folders to which you can add this content

My Foldsrs v

Add o My Folders » ICT Test Folder

No folders herel

1 Allow folder editors to adit this file

The selected File is then added to that folder.

Tip — Files can also be moved to Folders by “clicking, dragging and dropping” the chosen file
into the required Folder in the My Folders drop down list;

» Click on the file to be moved from the My Files window — hold the left mouse button
down

» Drag the file across to the left hand side of the screen, and hover over the Folder you
wish to move the file to

» When the folder name is highlighted, release the left mouse button to drop the
selected file into that Folder

Author: Lea Morris
Version: 1 Page 9 of 31
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[®) Lea Morris' Files

New-

My Files

Pinned Fil

My Files Download Share. Add to Folder Add to Sync Add Tags Move to Trash

Shared With Me

| ]
Connections Test
Document.docx

Pinned Folders
g Connections Test

~ My Folders
[ Fire Safety
[ (CT Test Foider
B8 Training guides

fe-Guide-Mar17. b E mail for 121 sessions docx A Outlook - Basic Guide.docx

Folders Shared With Me

» Tags Untitied Document docx 2 Connections Guidance.docx 2

Show 10 |25 |50 fems per page

» Sharing

) Feed for these Files | [}

2 CISCO Jabber Basic User. »

You have 1,024 GB of free space remaining (1.024 GBImI) W
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Creating a “Community”

A “community” is basically a group of people with whom you wish to share your files, to
enable them to read and /or edit them online, and communicate with via IBM Connections.

The Community could be the rest of your team, or people you are working with on a project.

To set up a Community;

» Click on the Communities drop down menu on the Menu Bar
» Select “I'm an Owner” from the drop down menu

Dorset & Wiltshire Fire & Rescue Service Home People ~ Communities More ~

I'm a Member

Share Something: uf I'm Following

What do youwantto s oo e

Dorset & Wiltshire Fire & Rescue Service Communities

Ed Updates I'm Following

B View/Refresh updates for people and things you are following, and responses to your content

My Notifications

The “Communities” page will open.

» Click on the “Start a Community” button
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e I nttps://apps nacollabserv.com/communities/service/ntmi/owr S ~ @ INTERNATIONAL BUSINESS... & | [ Microsoft Office Home
"

® Sign in to your account

Vice: Home: Peopl Communities More -
'm an Owner
'm a Member S0 oY,
1
Sort by: Date~ | Poputarily | Name
ICT Training Test & Restricied

3people | Updaled by Lea Morris =
IBM Connections Training Test

| Today at 10:52 AM

Show: 10 |25 |50 | 100 items

[ Feed for these Communities

Homs  Contact U

m € 9 © wm

The “Start a Community” page will open;

» Complete the Test fields as approapriate

» Click the “Restricted” button On

» Untick the “Allow people from outside....”

» Click on the “Access Advanced Features”
members at this stage

» Click the Save button to save

https://app

4 n in to your account

ollabserv.com/communities/service/ht

Start a Community

——

Terms of Usa  Privacy

mifcon © ~ @ INTERNATIONAL BUSINESS... & | [ Microsoft Office Home

A Communities | Own

Recommendations

There are no current recommendations for you

Previous | Next

Previous | Next

Whafs New  System Status

tick box
link if you wish to set up Community

A Communities

MO B8=

Press ALT 0 for help

"Name
“Access: 7 ® Restricted (PBdRe must be invited to join)
Ny Ofganization sea this community's fitle, description, tags, and owners
outside of my organization to bscome members of this community
Moderated (anyogf in my organization can sea content but must request to join)

) Open (anyopafl my organization can join)
Description A & |Font ~ sze v B @ EE L ¥
Tags: »

Upload a Community Imags
* Required
save Cancel
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Description ar 2 || Font [sze - BHEUBAQFss==sr=x MO | EH® O

Press ALT 0 for help

Tags: »
Upload a Community Image

people to that role

Members:

* Required

-

The new Community you have created will now appear in the appropriate section of the
Communities page;

o I https://apps na.collabserv.com/communities/service/html/owr S = @ INTERMATIONAL BUSINESS... & | [J] Microsoft Office Home

(2 Mail - LeaMorris@dwfire.o.. ] Communities | Own

£ n in to your account

Communities More -

Recommendations

Start 3 Commun
L Thera ara no current recommendations for you

1-20t2 Previous | Next

Sort by: Dalew | PyguenmrRame

New Community set up & R)tricted
1 person | Updated by Lea Worris =1 | foday at 1:33PM

ICT Training Test & ied
W) s 1 oty Les o | weawesaayat 052
IBM Gonnections Training Test

msofUse Privacy WhatsNow Sys

Sharing your Files and Folders

Sharing your Files and Folders with an individual

To share your Files with an individual;

» Click on the “More” drop down menu on the menu bar, and select “Files” from the
menu list. This will open your “My Files” page



DORSET & WILTSHIRE
FIRE AND RESCUE

» Select the file you wish to share by clicking on it

T X
e I8 https://apps na collabserv.com/files/app#/ £ ~ @ INTERNATIONAL BUSINESS... & | [ Microsoft Office Home K12 General (ICT Tiainers) | Micr... [ Lea Morris' Files
"

s B sign in to your account

. To Do L High Priority At
None My Files 0 Do List igh Priority Acthitios Q,
Shared With s Pinned Files

Downioad share der

o7
Sortby: Mame | Updated ts | Lk
e
DWFira-Style-Guide- Mari7. . A E maifor 121 sessions docx 2 Connections Test Documant . 2 CISCO Jabber Basic User
» Tags
» Sharing
Uniitied Document docx " Cannections Guidance dacx
» Date Updated
Show 1025 | 50 tems per page
D Fesaiornese Fass | [} Download AllFiss “¥ou have 1,024 G8 ol ee space remaining (1,024 G i

When you click on the File, it will open a new window to view and manage the file settings;
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o D https://apps.na.collabserv.com/files/app/file/3f8aatcd-891e-4 O ~ @ INTERNATIONAL BUSINESS... & | [ Microsoft Office Home [i" General (ICT Trainers) | Micr.. G Outlook - Basic Guide.d

your account

COMMENTS  SHARING  VERSIONS  ABOUT

QOutlook 2016

The Basics

Contents

On the top right hand side, select the Sharing drop down menu. This will open the Sharing
menu options;

» Click on the “Add People or Communities”
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COMMENTS SHARING VERSIONS ABOUT
Gd People or Communities

Owner

n Lea Morris =

Editors - 0 +

Readers - 0 +

Shared with Folders - 1 +

22 Training guides

Sharing Options

O Allow others 1o share this file
Stop Sharing

Stop Sharing Externally

This will open the Sharing selection menu.

» Select “Person” from the drop down menu

» Select either “Editor” or “Reader” from the drop down menu;
Editor — this person will be able to edit the shared file
Reader — this person will have “view only” access to the shared file

» Type the Name of the person you wish to share the file with. As you type, you will be
shown a drop down Name list to choose that person from.

» Click on the person you wish to share with — their name will be added below, click on
Cancel or Share as appropriate.

Tip — Select the Editor or Reader option before you type the name in, as their name and
sharing access is added straight away.
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COMMENTS SHARING VERSIONS ABOUT

reson  Select Person |V

as|  Type namex +

Chris Dart
Dorset & Wiltshire Fire & Rescue Service

chris.dart@dorsetfire.gov.uk
Share

=m Chris Donaldson
, Dorset & Wiltshire Fire & Rescue Service
chris.donaldson@dwfire.org.uk

Chris Jenkins
Dorset & Wiltshire Fire & Rescue Service
chris jenkins@dwfire org uk

Chris Smith
Dorset & Wiltshire Fire & Rescue Service
chris_smith@wilisfire gov.uk

Christine Sharma
Dorset & Wiltshire Fire & Rescue Service
christine sharma@dwfire.org.uk

Select the person you
wish to share with from
drop down list

11:31
N G p)
= d 05/05/2017 L

Repeat these steps to share the file with additional people.

Once you have added a Person, the Sharing Summary window will display, to show who is
sharing and whether they are Editors or Readers.

You can manage the Sharing from here by clciking on the + and — symbols;
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2l

COMMENTS SHARING VERSIONS ABOUT

d People or Communities

Owner

n Lea Morris =

Editors - 2 +
n Helen Bravery (=1 ©

@& James Cheeseman=

Readers - 0 +

Shared with Folders - 1 +

22 Training guides

» See who has shared

Sharing your Files and Documents with a Community
To share your Files and Documents with a Community;
» Click on the “More” drop down menu on the menu bar, and select “Files” from the

menu list. This will open your “My Files” page
» Select the file you wish to share by clicking on it
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o I8 hitps://ap; # ~ @ INTERNATIONAL BUSINESS... & | [J] Microsoft Office Home K" General (ICT Trainers) | Micr... [E] Lea Morris' Files

DWFire-Stylo-Guide-Mar17... 7 E mail for 121 sassions docx 7 Connections Test Document . 2 CISCO Jabbor Basic User

Untitied Document docx ) Cannections Guidance docx 2

+ Sharing

» Date Updated

You havs 1,024 GE of ree space remaining (1,024 GB it

o D https://apps.na.collabserv.com/files/app/file/3f8aatlcd-891e-4 O ~ @ INTERNATIONAL BUSINESS... & | [ Microsoft Office Home [i" General (ICT Trainers) | Micr.. G Outlook - Basic Guide.d

¥ Sign in to your account

COMMENTS ~ SHARING  VERSIONS

QOutlook 2016

The Basics

Contents

On the top right hand side, select the Sharing drop down menu. This will open the Sharing
menu options;

» Click on the “Add People or Communities”
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COMMENTS SHARING VERSIONS ABOUT

N
People or Communities
Owner
n Lea Morris =
Editors - 0 +
Readers -0 +
Shared with Folders - 1 +

22 Training guides

Sharing Options

[ Allow others 1o share this file
Stop Sharing

Stop Sharing Externally

This will open the Sharing selection menu.

» Select “Communities” from the drop down menu

» Select either “Editor” or “Reader” from the drop down menu;
Editor — this Community will be able to edit the shared file
Reader — this Community will have “view only” access to the shared file

» Type the Name of the Community you wish to share the file with. As you type, you
will be shown a drop down Name list to choose that Community from.

» Click on the Community you wish to share with — the name will be added below, click
on Cancel or Share as appropriate.

Tip — Select the Editor or Reader option before you type the Community name in, as the
name and sharing access is added straight away.
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COMMENTS SHARING VERSIONS ABOUT

Type to find community @M

Add Optional Message

[ Cancel H Share

Repeat these steps to share the file with additional Communities.

Once you have added a Copmmunity, the Sharing Summary window will display, to show
the new Community added (e.g. the ICT Training Test Community) to the Sharing list, who
else is sharing, and whether they are Editors or Readers.

You can manage the Sharing from here by clicking on the + and — symbols;
Upload - ba ® ¥ e >l X

COMMENTS SHARING VERSIONS ABOUT

@ Add People or Communities

Owner

n Lea Morris =1

Editors - 3

Helen Bravery =
“ James Cheeseman =

ICT Training Test

Readers - 0

Shared with Folders - 1

=2 Training guides

Editing Files online

You can edit a file online in IBM Connections Docs and you have been given editing access
to the file.
> Multiple editors on a team can edit a document at the same time online. You can edit
in a different, or the same, paragraph, table, or image.
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> To prevent others editing a document whilst you are working on it, you can “Lock”
the file

To edit a File online;

» From the Home page, Click on the Communities drop down menu to select the
Community category you wish to go to;

e —— RS X
ny O = @ INTERNATIONAL BUSINESS... & | [&) Homepage - Updates <

Home  People Communities

I'm an Owner

I'm a Member

Share Something| update y

I'm Following Meetings =
Whet do you war I'm Invited
Enter meeting 1D - Join
Dorset & Witshigé Fire & Rescue Service Communities
B updates I'm Following Meeting ID: 1958-0491 Host Mesting
p— Your meeting ink:
i View/Refresh updates for people and things you are following, and responses to your content (A v e e oot e

My Notifications

Action Required Lea Morris = edited a file. To prepare to share your screen, go (o the
T Meetings dashboard
Saved

Events

[0}

You are not following o attending any upcoming

events
{5 Add 1o Personal Calendar
Recommendations =

There are no current recommendations for you

Connections Test Document.docx

B Leamonis =

Save this - Stop Following

® ® a £ -

» Click on the name of the Community you wish to access

e I https.//2pps na.collabserv.com/communities/service/htmi/ownedcor © = @ Identified by VeriSign & | ) Communities | Own g

gn in to your account

@ Communities

'm an Owner Recommendations
Start a Community

'm a Member There are no current recommendations for you.

1-1ot1 Previous | Next

Sorl by. Dale | pButarm)

#

ICT Training Test & resticie
2people | Shared content updated by/ea Morris = | Tosay at 933 AM
IBM Connections Training Test

Show. 10 25 items Previous | Next

[ Feed for these Communities

Home ConfactUs TermsofUse Privacy Whafs Now

https://apps.na v s/service/htmil/communitystart?communityUuid=0ce91ebe-a383-de16-b3 |
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The selected Community page will open.

» Click on the file you wish to edit from the list displayed on the Community page;

o https://apps.na.collabserv.com/communities/service/html/con © ~ @ INTERMATIONAL BUSINESS... & | [ Overview - ICT Training Test

i B Sign in to your account

@i Communities Q

& ICT Training Test Stop Following this Community  Community Actions =

Important Bookmarks =
Community Description

Highlight kay web resources.

1BM Connections Training Test

Members
Files

Add Flles | Add Folders n n

View All (2 peopie)

Wiki

Create a Wiki Page

1 Welcome to ICT Training Test Eeo
eaMorris | May2

]
<

The Selected File will open for viewing and editing.

> Before you edit the file, it is good practice to Lock it, to prevent others from editing at
the same time as you — unless you have agreed with others to work on the document
together at the same time
» To Lock the file, click on the “More Actions” drop down menu button and select “Lock
File”;

2] X

Download as PDF
ABOUT
Add to Sync

Upload N

3 Leal
10:08
1.07 Move to Trash

Refresh

Present in a Meeting
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» Once the File is Locked, a message will appear in Green at the top of the page. Only
you will be able to edit it, although other people in the Community will be able to view
only.

» When you have finished editing the file, close it by clicking on the X button to save
the changes.

» Ensure you Unlock the file once you have completed your edit, by clicking on the
More Actions button drop down menu and selecting “Unlock File”

= X

@ I8 https.//apps.na collabserv.com/communities/service/htmi/con © = @ INTERNATIONAL BUSINESS... &[] Outlook - Basic Guide.docx -

5 B Sign in to your account

@ Outiook - Basic Guide.docx @

Outlook 2016

The Basic guide

olo]a =]

You can view the Version Summary of each File, by clicking on the Version button;

» By highlighting each version with your mouse arrow, you can either download,
restore or delete individual versions of the file by clicking on the appropriate button
which will appear on the right of each version
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P v >l X

Versions

COMMENTS SHARING VERSIONS ABOUT

Optional change summary...

Upload Cancel

3 Lea Morris [=
10°08 AM - Yesterday
1.07 MB

. 2 LeaMorris[z
. 5:32 PM - Friday
1.07 MB

1 Lea Morris[=
12:37 PM - May 2, 2017
1.11 MB

M Feed for these versions

You can also upload a new version of the File from your device, by clicking on the “Browse”
button and selecting the new version from the “Choose File to Upload” window;

o https://apps nacollabserv.com/d| & Choose File to Upload X
¥ Sign in to your account « - 4 Documents > Training guides v »
B Outlook - Basic Guide.docx @ Organize = New folder (7]

Training guides  ~

& Trefile s now unlocked COMMENTS ~ SHARING  VERSIONS  ABOUT

@ OneDrive - Person G CISCO Jabber Basic User Guide
) & CISCO Jabber User Guide
= This PC
& Connections Guidance Browse.
= Desktop & 1BM Connections Cloud User Guide
(B &) Jabber Guide amendments
4 Downloads & Outlook - Basic Guide Upload | Cancel

el
& Music 3 LeaMomis =

&« Pictures

L
B Videos 107 MB
4.9 Local Disk (C)
= DW-Files (W) 2 LeaMoms[E
v < > 22 PM
1.07 MB

File name: All Files (*.*)

ouf

Cancel 1 LeaMomis
MMy

111 MB

The Basic guide
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Sametime - Live Chat

IBM Connections Chat enables you to chat directly with your Contacts either from the
DWFRS Directory or your own Contacts. This helps reduce the use of e mails, and is useful
where teams are geographically spread.

To access Chat;

» Click on the “speech bubble” button to open the drop down menu
» You can change you chat status by clicking on the appropriate setting on the drop
down menu to indicate your availability

L @ A
m Click on “Chat contacts” to open

Chat Contacts € E the Chat window
Meetings I 'am Away =
In a Meeting
Enter me Join (2 Chat Contacts - Internet Explorer - ] X
. Al | hitps://webchat na collabserv.com/stwebdient/popup jsp?lang=endiver=ST30.38 @ INTERNATIONAL BUSINESS MA...
Meeting Il Host Meeting - -n
Your meet Log Out Lea Morris
https //apg eelings/join?id=1958- leamorris@dwiire.org.uk
@~ 1 am Available
To prepare to share your screen, go to the miTE L T R
Mestings dashboard
Events =

You are not following or attending any upcoming
events.

Add to Personal Calendar

To add a new Contact;

> Type the person’s name in the search field at the top on the page

» Select the person from the list

» Click the drop down menu on the right hand side of the Contacts name bar, then click
on “Add to Contact List”

» The New Contact window will open

Author: Lea Morris
Version: 1 Page 26 of 31
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(2 Chat Contacts - Intemet Explorer — O X

|@ https://webchat na.collabserv.com/stwebclient/popup.jsp?lang=en&ver=ST30.38 @ INTERNATIONAL BUSINESS MA...

[~ | am Available

Contacts ~ [ I 1% = |

r Work 1/5

In the New Contact window, select which Group you wish to add the Contact to from the
drop down menu;

(@ Chat Contacts - Internet Explorer — O X

E’ https://webchat.na.collabserv.com/stwebclient/popup jsp?lang=endwer=5T30.38 @& INTERNATIONAL BUSINESS MA

New Contact

| =

Select the person to add:
James Cheeseman (james.cheesema...

The new Contact is added to the Work group;

» Click on the drop down arrow to open and view the Contacts in the Work group

Author: Lea Morris
Version: 1 Page 27 of 31
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(2 Chat Contacts - Intemnet Explorer - O X

ﬂ https://webchat.na.collabserv.com/stwebclient/popup jsp?lang=en8ver=ST30.38 @ INTERNATIONAL BUSINESS MA...

-

Lea Morris
lea.morris@dwfire.org.uk
[~ | am Available

Contacts ~ N K O«

Bekki Bacon (bekki. bacon@adwfire.org.uk)
Helen Bravery (helen.bravery@adwfire.org.uk)

James Cheeseman (james.cheeseman@adwiire.org.uk)

[ Lea Morris (lea.morris@dwfire.org.uk)
Vikki Shearing (vikki.shearing@dorsetfire.gov. uk)

To add a new group;

» Click on the “Actions and Preferences” cog button and select New Group from the
drop down menu

(& Chat Contacts - Internet Explorer — O X

ﬂ https://webchat.na.collabserv.com/stwebclient/popup jsp?lang=en&ver=ST30.38 @& INTERNATIONAL BUSINESS MA...

Lea Morris
lea.morris@dwfire.org.uk
[~ | am Available

CantaenE Invite to Meeting Room...
Send Announcement. .
Work  1/5 |

Bekki Bacon (bekki bacon@adwifire. org.uk) Privacy List...
Helen Bravery (helen bravery@adwfire org.uk) Help
James Cheeseman (james.cheeseman@dwiire.org.uk) About

[ Lea Morris (lea.morris@dwfire.org.uk) Legal Notices
Vikki Shearing (vikki_shearing@dorsetfire. gov.uk]

g ( 9e g ) Preferences...

Install the Sametime WebPlayer
Log Out

The New Group window will open;

» Type in the name of the new group
» Untick the box if you wish this to be a separate new Group
» Click “Add” to add the new group to your Groups list
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(@ Chat Contacts - Internet Explorer — ] X

|@ https://webchat.na.collabserv.com/stwebclient/popup.jsp?lang=en&ver=5T30.38_ProxyServe @ Identified byVeriSignl

New Group

Add a new personal group ()

bl

=W group:
ICT Training )

Add as a subgroup of the selected group

M |

(o) o

To Chat with a Contact

Tip — ensure that you have the Sametime desktop plug in installed on your device

(2 Chat Contacts - Internet Explorer - O X

@ https://webchat.na.collabserv.com/stwebclient/popup.jsp?lang=en&ver=5T30.38_ProxyServe f@ Identified byVeriSignl

L —

Lea Morris
lea.morris@dwfire.org.uk
[~ | am Available

Contacts ~ {Click to install missing plug-in| v T «

r Work 1/5

Tip — Remember to allow Pop ups for the Sametime live chat window to open

Where a Contact is indicated as being online and available on your Contacts list, you can
send a Chat message,;

» Click on the Contacts name to highlight them
» Click on the drop down menu on the right hand side and select “Chat”

Author: Lea Morris

Version: 1 Page 29 of 31
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The Chat window opens separately

Type your message in the text box at the bottom of the chat window

Press the Enter key to send the message, which will appear on the Conversation box
above

Y V VY

; PP : .|| 8 L
Aial LL W MR dESE R AR (P . |AsBbCcDe AaBbCcol AsBbCeDe AaBbce aasboer AQB AaBb | o .
| - %
Past: . 2R, Ay - = n T
e romatpainter B 1 Y ake X, X A-F-4 i ? Mustration | TNO @ cat with Lea Morris flea.morris@dwiire.0rg.uk) - Internet E... O x|k Select~
(el 22T d o — fasoarh | https://webchat.na collabserv.com/stwebclient/chatjsp7; @ INTERNATIONAL BUSINE... | Editng ~

=1

| https.//webchat.na.collabserv.com/stwebdlient/popup.spZlang=enBver=S130.38 @ INTERNATIONAL BUSINESS MA..
Lea Morris
lea morris@dwiire.org.uk
o 1am Avalable

Lea Morri
mmm:@mﬂumg,uk AT R @

-~ | am Available

Contacts - LI T =R

«

B Lea Moris (lea.morris@awrire.org.uk) Edit Nick
it Nickname

+ ICT Training 00 Remove from Contact List

ugted Meeting Room.

Send Announcement

Business Card

Access IBM Connections Cloud from your mobile device

You can access IBM Connections from your mobile device by downloading the IBM
Connections App from the appropriate app store, depending on whether you have an Apple
or Android device;

» Click Install to download to your mobile device
» Once it is downloaded, open the App on your mobile device, enter your Connections
e mail address and Password

Author: Lea Morris
Version: 1 Page 30 of 31
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Apps Categories v Home Top Charts New Releases 7] o]

My apps
Shop
[BM Connections

Games IBM Collaboration Solutions i *kk ok k1230 &
4 ,
Family B Peci3
Editors’ Choice
Add to Wishlist Install IBM
Account IBM Verse
IBM borat
Redeem ‘

Buy gift card *koky

My wishlist

My Play activity

Parent Guide



