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1)Draw Business from all Sectors and Engage them in Intelligent Workspaces

2)Build upon existing Partnerships and Alliances Strengthening our Channels
of Communication

3)Identify and Eliminate the Barriers that Prevent the Development of New
Partnerships and Business Alliances




Extranet Documentation

A Few Things we can do with the Extranet

« Add, view, edit documents and pictures

* Post announcements for everyone’s to see

» Use the calendar for events, meetings, and more
 Create and participate in surveys

 Create and participate in team discussions

« Share web links with everyone in your group

 Get and share contact information and more...

Not all of these are covered in this tutorial



Registration - Logging In

You must go to

, to request a user name and
password.

Complete all the fields shown with a
red border to the right. When you’re
done, click submit/create user.

A message will be sent to the official
you’ve selected. The official will
approve your request and you will be
sent a confirmation e-mail containing
your username and password.

The password sent to you is a generic
password, and we strongly recommend
you change your password as shown in
the blue bordered area at the right.

Login

Request Membership

Please select the City Official who invited vou.
|Se|eu:t an Official ]

User Narme: I

First Marme: I

Last Name: I

Ernail: I

Type the characters in the picture below.

e Sy AANA

The picture contains & characters,

Characters: I

Can't see the word?

Subirnit |

Change Password

Zhange vour Password

F‘asswu:urd:l

Mew F‘asswu:urd:l

Confirm Mew F‘asswnrd:l

Change Password | Cancel |



https://xnet.rockfordil.gov/default.aspx
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Overview  ROCKORD

Once Logged-In you'll be redirected to a page that shows which sites you have permissions to.

The City of Rockford's Extranet
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ROCIQFORD The City of Rockford's Extranet /

The ﬁ of Rockford's Extranet | RHA  Roddford EDC The Element  Budget Finance Advisory Group

Welcome employeel = |

4

[This Site: The City of Rackford > || /

]

View All Site Content
Documents

= Shared Documents
Lists

= Calendar

= Tasks

|| Discussions

= Team Discussion

Sites
People and Groups
RHA
Rockford EDC
The Element

Budget Finance
Advisory Group

Rockford's Extranet

Welcome to Rockford's Extranet. THE CITY OF ROCKFORD'S EXTRANET

MEET, COLLABORATE, MAKE DECISIOME.

Qur Extranet Initiative was developed to:

@ Draw Business from all Sectors and Engage @Q y - & “qgl
them in Intelligent Workspaces 5 ) . _ . %

Build upon existing Partnerships and ) ® 3 . -
@ Alliances Strengthening cur Channels of

Communication

Identify and Eliminate the Barriers that
W Prevent the Development of New

Fartnerships and Business Alliances

Announcements

Excellence Everywherel 10/15/2009 11:05 AM
by xnetadmin

Welcoming all Business Partnerships and Agency Aliances. We're proud you've chosen to do business with the City of Rockford. Log-In, Conduct
Meetings, Collaborate, Make Dedsions, and Achieve Excellent Goals with an Excellent Rodkford,

Calendar

There are currently no upcoming events,

Z

Sites I have permissions to...

* Budget Finance Advisory Group
* RHA

* Rockford EDC

* The Element




Overview - What’s What?

The City of Rockford's Extranet
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ROCI{FORD The City of Rockford's Extranet

This is your

‘ The City of Rockford's Extranet | Community and Economic Development = RMAP Policy Board  Census 2010

Site | My Links =

Quicklaunch
menu.

Documents

= Shared Documents

Lists
= Calendar
= Tasks

*Clicking on the
bold text takes
you to the
corresponding
list, site, or
document
library.

Discussions

= Team Discussion

Sites

People and Groups

Community and
Economic
Development

= Code Enforcement

= Construction Services
= Econamic Developmen

= Histaric Preservation

= Planning
= Redevelopment

= Residential Services
and Neighborhioods

= 7B and LAR

RMAP Policy Board

Rockford's Extranet

Welcome to Rockford's Extranet.

MEET, COLLABORATE, MAKE

Qur Extranet was developed to:

Draw Business from all Sectors and Engage e
them in Intelligent Workspaces - 2
SR .
Build upon existing Partnerships and "
W alliances Strengthening our Channels of fe
Communication EJ -
Goge
Identify and Eliminate the Barriers that 'f Il
W Prevent the Development of New il

Partnerships and Business Alliances

Announcements
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Login

Request Membership

Excellence Everywhere!
bry xnetadmin

10{18/2009 11:05 AM

‘Welcoming all Business Partnerships and Agency Aliances, We're proud you've chosen to do business with the Gty of Rockford, Log-In, Conduct

Meetings, Collaborate, Make Decisions, and Achieve Excellent Goals with an Excellent Rockford,

Calendar

There are currently no upcoming events,

Please select the City Official who invited you,
|Se|ec’( an Official |

User Mame:
First Name:
Last Mame:

Ernail:

Type the characters in the picture below,

Picture:

- e,
The picture contains 6 characters,

Characters:

Can't see the word?

Submit |

Change Password

Change Your Password

Password:

New Password:
Conrfirm New Password:

Change Password | Cancel |




Moving Around - What’s what?

-

These are BREAD CRUMBS. These A
track where you've been. You can
always click on a bread crumb to go
back to a page you've already visited.

You can click the BACK button to go
back to the previous page (this works on
any website).

/- Humz - Green Team - Windows Internet Explorer

i Iﬁ, htkps: [ fxnet, rockfordil, govfareenteamdefaolt, aspx

| File Edt ‘View Favorites
| @ comvert + P2 Select

Links 4 Google €7 Track-It! web & | ATS - ClarityNs

jl&l * || % IG::u:ugIe

Tools  Help

& | MOSSDEY & CORWEE &  CEMTRAL AD £ | Ektron £ | AMET Site Settings @&  ROCKFORDIL.GOY @&  IMTERMET I
{-? '1£? Egl - | EDistrict Three Assignments @Hume - Rockford Police Distri. ., l/él-l/nme-/lﬁreen Team » | | J @ 8 -
The City of Rockford's Extranet

Iy /.A'../f 3
ROCKJORDGreen team
"f" A |

| The Cy GFRockorgs CRranet | 2009 Gosl Teams = | CLIC - Crir of Large ok Ctes | Commonty snd Economc Deveipment > [RCL Bl Wero Cente board | KA |
Wiew All Site Content The City of Rockford's Extranet = Green Team
Pictures

Support site for City of Rockford "Green Initiatives."

= Picture Library GREEN Team

Documents

» Shared Documents
= Press Release

= GHG Inventary

“he GREEN Team is made up of personnel from Cicy staff and the private crganization Winnebage County Green Communities Coalition, The Team meets to discuss i




Web Parts - What’s what?

There are several sections, called web parts, on each SharePoint page that
are viewable by anyone who has access to the page. If you don'’t see the
particular items within a web part you may not have access to it.

‘A Home - Community Development - Microsoft Internet Explorer
File Edt ‘“iew Favortes Took Help ‘@ - O - B @ ”| Address I@ http:/conweb/comdey/default asps j & Convert + [ Select

City of Rockford Welcome Arianne Clarke = | My Site | My Links ~ |

B b )é-/ i |This Site: Cammunity Davelﬂpmjl |ﬁ ‘
ROCIQF QD) Community Development
i etz Community Develonment i M ek I I il W I I Il

Wiew All Site Cantent City of Rockford = Cormmunity Development
Documents

Camrunity Development

.An n O U n Ce m e n tS D Gl BERTERES Announcements - Links .

Lists RACYB Annual Meeting 0 10/5/2008 4:54 PM o City of Rackford website
= Calendar by Arianne Clarke o Rackford Area Economic Development Council
Please let Arianne know if you are interested in attending! o Femmplat
Tasks Keynote Speaker: Max Reim, Live/WarkjLearnfPlay, LLP o Avery Em?a es
° a e n ar Discussi Date: Thursday, October 23, 2008 5 Purchasing's budget warkshests
— e 1SCUSSIons Location: Metro Centre:
= Team Discussion = Add new link

See attached for more information ——
. People and Groups | T P T ——— T ———— |
[ ] L I n kS a I S O k n OWn aS a FMLA Source New Procedures beginning 10,15/08 10/3(2008 1:34 PM City-Wide Documents -
by Arianne Clarke Type  Mame ) Wadified By
= CD_Team Site Please view the attached document on the new phone system For FMLA, @ RUE B ot b i
. usiness Outraac) rianne
L I St 4/ Recycle Bin Employee Computer Training Assistance 103(2008 12:46 PM Programs Clarke
= by Arianne Clarks TH  Flushats Arianne
The City is looking for knowledgable smployess willng to add their name ta a list of inside "experts” on computer programs. Adding your name ta the list Clarke
means you're wiling to help other City employees with problems they may be having on a... ) Housing and ecomome Arianne
n i r r Recovery Ack News Clarke
.DoCu I ' le t L b a v = Add new announcement sl e
E Hawsing and Economic Arianne
Calendar - Recovery Act 2005 Clarks
@] Outside Agencies Phans Arianng

October, 2008 Expand All  Collapse &ll | []Day | 7]week (30 Month List Clarke

[ Add new document

*The Quicklaunch menu

Sunday Monday Tuesday wednesday Thursday Friday Saturday
f - 28 29 30 1 2 3 4
or more options Catatreen
5 13 T B 9 10 11
Playhouse
Disney Live
12 13 14 15 16 17 18
The Dog
Whisperer
-




Adding Content - What’s what?

Announcements, Links, and City-Wide Documents all have a HYPERLINK at the
bottom of their section for adding content.

Announcements -
RACYB Annual Meeting 0 10§6/2008 4:54 PM Links v
by Arianne Clarke
Please let Arianne know if you are interested in attending! o City of Rockford website
Kevnote Speaker: Max Reim, Live/Work/Learn/Play, LLP i .
Date: Thursday, October 23, 2008 o Rockford Area Economic Developrment Council
Location: Metro Centre
o Avery kemplates
See attached for more information - F‘urchasing's tILIlngt warksheets
FMLA Source Mew Procedures beginning 10,/15,/08 0 10312008 1:34 PM P
bynnan!weclarke < E Add new link
Please view the attached document on the new phone system For FMLA,
- - —
Employee Computer Training Assistance 1032008 12:46 PM
by Arianne Clarke
The City is looking For knowledgable employees wiling to add their name to a list of inside "experts” on computer programs, Adding wour name to the list
means you're wiling ko help other City employees with problems they may be having on a...
< = Add new announcerment Ci -
ity-Wide Documents v
— ) ki
Type  Mame ' Modified By
@ RYC Business Cukreach Arianne
Programs Clarke
m Flu Shiats Arianne
If you do not see the “add . L e
E Housing and Econarmic Arianne

Recovery Ack Mews Clarke

new” links you don’t have Release 2008
permission to add/edit content W ooy o e onaic Arianne
for that item

IEI_] Ctside Agencies Phaone Arianne
Lisk Clarke

< F Add new document >




Adding an Announcement

*The TITLE you enter is
what will appear on the

main page. oK, Cancel
’The BODY |S the [m Attach File ':';"Spelling... * indicates a required Field
message you want to - II

get across

Body

-If you choose a date in
the EXPIRES field, the -
announcement will

disappear on that date.

*You can add a file to
your announcement by

clicking on the|i]
*To spell check your

announcement, click

Expires
the button. ’ ! —

(0] 4 Cancel

when you’re



Adding a Link

These are hyperlinks to web sites you want to share with others.

*To add a link, you will need the website address (e.g. www.rockfordil.gov)

*One of the easier ways to get a hyperlink is to visit that page. The hyperlink to that
website will be in the ADDRESS BAR at the top of your screen.

*Highlight the hyperlink in the address bar

'SEIeCt coO py I Address Iﬂj http:.-".-"I:I:Irweb.-"CDdeV.-"LiStS.-"LinkS.-"NE-'WFIII[ITLEISFI:-:?SDurCE:=http°/o3.f3.-?€2F3§2FI:I:IrWEbZEFCDde??’éEFdEfEUHfQEEaSj

When you select the “Add New”
link, you will get the screen at
the right.

*Paste or type the hyperlink in
the URL field.

*Enter a description for the
website

-y

City of Rockford > Community Development = Links = Mew Ikem

Links: New Item

QK Cancel
?Spelling... * indicates a required Field
UR&* Type the Web address: (Click here to test)
http: /]
Type the description:
Notes _4
=

(04 | Cancel |



http://www.rockfordil.gov/

Reference Slide 10

Adding d Ocument Add a Document Link

*You must locate the document you want to add by clicking on the Browse button.

Locate your document and click OPEN.

Chaose file 2l x] Choose file
Look in: [ ADDRESSING CORRESPONDENCE & « &k E- Laokin: [ 5 Help 5 <« ®ckE-
% gny F:cenn Documents Dan =T b HEHelp nav.css
o [ | Basics Diesource &]H8Help novhin
] M; Fea— - | bat e (€] HBHelp navbar him

2 bond = @] HeHelp_skinhim

e Local Disk [T 3
r@; =] [&=T] €] H8Help TOC.him

2, DVD-RAM Drive [D:)

S aclarke on Rimsfs\CORHome' [F:] |2 cash Shup ) HHE|E T xml
g CD%hare on Wetapp3020 [Rimsfs)' (G:) (e 0wy 4 HBHelp TOC xsl
|9 ADDRESSING CORRESPOMDEMCE | om 3HBHE|E C58 3H8P|int 83

2 Garhare on Netspp3020 [Rimsts) H:) |Gls €] HeHelp.him [ B|Hesernt dlPagesis
5 /5185 on NetApp3020 (Fimsfs) (L) =1 (E]HBHelp olosshim || HBSeriot Bultons s
2 Plantinghlaps on 'NetApp3020 [Rimsfs) (:) I EIGEURERISS Y EE |2 HeHelp dloss.uml || HES cript gelURLjs

[F:] = ]} & HoHelp dossusl | S|H#Script TOCjs
: i![ |2 New Foldes &]HBHelp indes him
- E] xmi]
= My Comote o | HBHelp indes. kol
&3 Wy Network Places My Compuier |} i 2| HEHelp indes sl

. |
File name. | K| Oipen File name [HEHelp_TOC 5! -l Open |
Files of type: [ Files 9 B Cancel Files of type: [ Fies 7 -l Cancel

& v

If you check Overwrite existing files, when you click OK, if there is another document
with the same name as the one you've selected, the existing one will be replace with
the new one.

Upload Document Marne:

Browuse to the document you intend to upload. I
Browse... |

pload Mulkiple Files. ..

I cvernrite existing files

[al'4 Cancel




Adding Content to the Calendar

The calendar is a little more tricky.

Calendar - I
October, 2008 Expand All Collapse &ll | _[]Day |7]week 3I]Month
Sunday Monday Tuesday Wednesday Thursday Friday Saturday

28

29 30 1 z 3 4

Click on the word, CALENDAR

Click NEW at the top left of the
calendar, view next slide...

" Use thewalendar list to keep informed of upcoming meetings, deadlines, and

Mew |'|p Actions ~ | Settings -

October, 2008

Sunday Monday
23 29 30

12 13 14




Adding Content to the Calendar, cont.

*The TITLE is what users will see in the
calendar

*The LOCATION is the location of the
event

*START TIME and END TIME are the
times of the events

*DESCRIPTION should explain what the
event is

«If you check ALL DAY EVENT, there will
not be a start and end time

*If you check RECURRENCE, you’ll
need to complete the recurring time from
the box at the bottom right.

*Don’t check WORKSPACE.

*You can add a file to your
announcement by clicking on the U

o spell check vour announcement, click
‘? Spelling'. ~ ton.

[al's Zancel
[EI Attach File ‘?Spelling... *indicates a required Field
Title * [
Location |
Start Time * [10/10/2008 adlzpm zffooz
End Time * [10/10/2008 adlsem zffoo

Description

[

All Day Event

[ Make this an all-day activity that doesn't start or end at a specific
hour.

Recurrence [T Make this a repeating event,
W OrReT — ; '
SR e i
mETaTents, minutes, and other details tor this evem:
R

Recurrence

¥ Make this a repeating event.

(a4 | Cancel

Pattern

o Doaily
A o Everyll day(s)
weekl
Y ' Every weekday
C Monthly
C Tearly

Date Range
Stafrt El)fate = & Noend date
IlU 10/2008

™ End after: [10

¢ End by:

ocourrence(s)

s




Drop-Down Boxes

For many items on the Extranet there is a drop-down box. Get in the habit of
checking the drop-down before clicking on an item. Sometimes the drop-down

contains the option you’re looking for. This is especially needed for Discussion
Boards.

Links

Use the Links list For links to Web pages that your team members will find interesting or useful,

Actions -
Type LIRL
Actions - A | Code and Regulations Committes Home Page
@ Tite A City of Rockford Code of Ordinances Wigw Tkem

B Green Street & South Henristts Avenus Alert Me

@ | Loomis Street & Dickerman Street - [ 1171472003 &:40 AM

2009 Vacation Selections Wiew Ikem 1712008 9:38 AM
Company Calendars alert Me 129/2008 4:20 PM

@ Forest Hills Road 10/29/2008 9:19 AM

Team Discussion Shared Documents

Share a document with the teamn by adding it to this document library,

Use the Team Discussion list ko hold newsgroup-style discussions on kopics relevant to vour team.

Mew ~ | Upload = | Actions =
Mew - | Actions -

Type  Mame

Subject T | Civic Plus Bid -
eEoy ws Civic Plus demo sites eGoy Access Documenkation Wiew Properties
Lsing Shareware on a Government Website? - ™ ecovbd B2 | Ed Properties
Graham Spencer S efov Cheat_Sheet_Town x Delete

eGoy Conkent Window Service Integration Guide v1.0 Send To .4
&30V E; Edit Item m GGraham Spencer bid LEI Check Out
CivicPlus x Dielete Ikem Graham Spencer Program reviews @ | workflows
InCommand Blert Me m In Command Technologies bid Alert Me




Getting additional information

FAnnouncements -
Anniversaries this month {October) 107142008 3:50 PM
by Avianne Clarke

Glenn Lamb, 10/22
Dan Burrows, 10/27
Stewsart Cruden, 10/22

Birthdays this month {(October) 100112008 3149 PM
by arianne Clarke

Todd Cagnoni, L0JS

Liz Jurasek, 10731

Rob Lamb, 10/11

Vicki Manson, 10§15

Mark Cerutti, 101

Len Vitale 10f27

MNew Rockford Website is in the Works! Q02008 248 PM
by arianne Clarke

A group of emplovees is reviewing the proposals submitted For designing and creating a new website, In this process, we would alsa like to think.
about what changes we should make For our own department,

Please give us any suggestions wou can, You. ..

Share a document within Cornmunity Development by adding it to this document library .

Mew ~  Upload = @ Actions ~ Settings ~
Type  Mame
1 D Fax Form 2008

D Letterhead

D Memo Rew

D Phone Lisk

REQUEST FOR TIME CFF

Seniar Mgt Quarterly meeting 9-9-05

View: | All Documents i

Modified (O Maodified By

930/2008 2:37 PM Arianne Clarke
9/30/2008 2:35 PM Arianne Clarke
9/30/2005 2:36 PM Arianne Clarke
9/5/2008 2:26 PM Arianne Clarke
9/30/2005 2:46 PM Arianne Clarke
9/5/2008 5:05 PM Richard May

Use the Announcements lisk to post messages on the home page of your site,

Mew = Actions = Settings -

@ Title
Anniversaries this month {Ockober)
Birthdays this manth {October)
Mew Rockford Website is in the Waorks!

Get Starked with Windows SharePoint Services!

Wiew: | all items i
Modified
10/1/2008 3:50 PM
1012008 3:49 FM
9430/2008 2:45 PM
20y

22003 11:18 AM




E-Mail Alerts

You can set up email alerts for just about everything on the Extranet. For example
when a document, List, or Calendar Item is updated, created, or deleted. This keeps
you informed without having to keep checking back.

City of Rockford > Announcements

Announcements

IJse the Announcements lisk

st messages on the home page of your site,

Mew = | fckions = 7

@ Title Edit in Datasheet
Announcements: I ) Bulk edit items using a datasheet
: ; @ Stayin Farmnat,
Open Enrollment - November 3rd to December 3rd o :
by Maria Johnson (e Export to Spreadsheet
Once a year, the Human Resources Department haz an Open Exnollment period for all benefit Mower Ij—'m] .ﬁ.nal_yze_ itemns with & spreadsheet
more benefit tips. application.

o welne § Itk Insurance

\il ¥iew RS5S Feed
:\ Syndicate items with an B33 reader,

Movember Encore Mow Available

X - Alert Me
by Maria Johnson ‘JEL;J Receive e-mail notifications when
The Movember Encore is now available For viewing, Please visit the Human Resources tab, items change,

htto:corerehht'Encore/F ormel AN tems asir




E-Mail Alerts, cont.

Complete this
screen and
click OK.

You will be
alerted of any
change that
occurs on that
List, Calendatr,
or Document
Library.

City of Rockford = Announcements = Mew Alert

New Alert

Use this page to create an e-mail alert notifying you when there are changes to the specified item, document, lisk, or library.

Wigw my existing alerts on this site,

Alert Title

Enter the title For this alert, This is incuded in the subject of the e-mail notification sent For this
alert,

Send Alerts To

This alert will be sent to the e-mail address indicated.

Change Type
Specify the bype of changes that wouw want to be alerted to.

Send aAlerts for These Changes

Specify whether to filker alerts based on specific criteria. ¥ou may also restrick wour alerts to anly
include items that show ina particular view,

When to Send Alerts

Specify how frequently wou want to be alarted.

lennouncements |

E-mail address:
Arianne. Clarke@rockfordil, gow

Only send me alerts when:
Lo changes
O Mew items are added
O Existing items are modified

O Items are deleted

Send me an alert when:
& Anything changes
0 Someone else changes an announcement
 Someane else changes an announcement created by me
O Someane else changes an announcement last modified by me

© an announcement with an expiration date is added or changed

& zend e-mail immediatehy
O send a daily summary
Orsend a weekly summary

Time:

|Thursday |8:DD a1




E-Mail Alerts, cont.

You will receive the message below once you click OK.

B You have successfully created an alert for 'City Council Minutes' - Message (HTML)

alart 'City Council Minutes' has successfully been added on 'City Council',
You will receive alerts in e-mail. The timing and criteria for the alerts depend on the settings entered when the alert was added,

‘fou can change this alert or any of your other alerts on the My Alerts an this Site page.




Congratulations

You have successfully
completed the Intro to

the City of Rockford
Extranet Tutorial




Need More Help?

If you’re still having a problem, contact:
yKevon Hayes 815.987.5721
yE-mail him at webmaster@rockfordil.gov



mailto:webmaster@rockfordil.gov

