Virtual Workplace Limited

Continuity

NA Virtual Wor kp

User Manual

www.virtual __-workplace.com




Virtual Workplace Limited

Table of Contents

‘

Overview
Schematic View

w

Server: Server Console

‘

Overview 4
Services 5
ConsoleMenu 6
Settings-Menu 9
Help-Menu 25
Client: A First Glimpse 26
The Main View of Continuity 26
Continuity Editor 29
Client: Lobb 30
Login/Logout 30
Messenger 32
Favourites 37
Coordinate Preview 46
Memos 47
Tools-Menu 51
Help-Menu 61
Projects 61
Client: Tree Window 65
The Tree 65
Project View 73
Coordinate View 106
Search View 111
Client: Viewer Window 115
Logs 115
Gantt Chart 142
Formula 153
Permissions 154
History 160
Repository 161

2
www.virtual __-workplace.com




Virtual Workplace Limited

Overview

Schematic View

The Continuity client consists of one application made up of several modules that
each provides different functionality to the user.

Each client module exchanges data with a corresponding server service. The
corresponding service then communicates with the MySQLdatabase that stores and
retrieves all critical information.

Access Categorjes
Open Open Access
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Server: Server Console

Overview

The Server Console is the application that the administrator uses on the server side
to configure and manage Continuity.

To open the Continuity Server Console, click the desktop icon called Continuity
Server Console

S

Continuity
Server
Console

Alternatively, open it thru the Start menu:

. Continuity

4 Back

IStart Search
|I “Start W &

To exit the console, open the console-menu and choose Exit or use the keyboard
shortcut keys Alt+F4.
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Services

This console that then opens lists the Continuity services Main; Project; Repository;
Messenger; Upgrade- alongside with their port number and their status. If a
service is displayed in gray font, this means that it is not installed or that it has

been disabled.

2 ContnityServerConsole SN ca o e

Conscle  Settings  Help

v0.9.49¢ (p148) @ @ @)

Service Port Status

hiContinuity Main 10101 RUNNING
EhiContinuity Project 10102 RUNNING

FhiContinuity Repositary 10103 RUNNING
&b Continuity Messenger 10104 RUNNING
&hiContinuity Upgrade 10105 RUNNING

Thru the server console the enabled services can be started and stopped.

To start one/multiple services, select them in the list and hit the start icon: ® or

right-click and select Start from the menu that pops up and their status will change

to ORUNNINGO6. To start all servicstat, t hi s me
All.

To stop one/multiple services, select them in the list and hit the stop icon: '™ or

right-click and select Stop from the menu that pops up and their status will change

to OSTOPPEDOG. To start all servic@®taepAl.t hi s me
To restart one/multiple services, select them in the list and hit the restart ico n: ‘®/

or right-click and select Restart from the menu that pops up. To start all services,

this menu also gives you the option to Restart All .

To reload the service list, simply hit the reload icon: ) or right-click and select
Reload in the menu that pops up.
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Console -Menu
Send Messages

From here you can send an instant message to all connected clients, which is useful
for example when you need to stop the Continuity server for a reboot or other
maintenance.

Simply type your message inthe windowt hat appearSendéand click 6

If this happens frequently, you can save a message as a template before sending it

so that you do not need to rewrite it every time. Simply type your message in the

same windowSaehd dhickeds agdedamohglothdrhen be | i
possible templates in the template drop down box.

Template ; I

Flease insert message

The server will be rebooted in two minutes, and will be badk up running again
within ten minutes.|

Server Message

28/06/2010 1:34:11 p.m,

The server will be rebooted in two minutes, and will be back up running again
within ten minutes.
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Connections

This displays all active client connections per service. Use the tabs at the bottom to
view the different services: Main; Project; Repository; Messenger; Upgrade

m

File  View

Total : 1 Date : 28/un/10 13:43:15

Session = | ID | P
500 AdminA 127.0.0.1 28/1un/10 13:34:06

Main ,-{Project ,-{F‘.epository ,-{Messenger ,-'-fll..l|:u;|ra|:||e,-'f

To change the update speed, go to the View-menu and choose Update Speed .
Then sele&2Zts&dd gihtd Noaeam@,l 0O6lsew &6 or OPausedo.
Normal. To refresh immediately manually, go to the View -menu and choose
Refresh Now .

To exit, open the File-menu and choose Exit .
Database Pool

This displays active database connections per service. Use the tabs at the bottom to
view the different services: Main; Project; Repository; Messenger.
' g DE Pool Monitor_ =T

File  View

Total : 10 Date : 28/lunf10 14:00:45

=]
=l
= |
i

| Connected |

True
False
False
False
False
False
False
False
False
False

| State |

0
1
2
3
4
3
6
7
8
9

Main J-{F‘r::njvav::t ,-{P.epository ;{MESSEHQEF,-"I
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To change the update speed, go to the View-menu and choose Update Speed .
Then sel e&Zts&dHHbéd gihtd Noea@m,l 06 lsew &6 or OPaused?éd.
Normal. To refresh immediately manually, go to the View -menu and choose
Refresh Now .

To exit, open the File-menu and choose Exit .
Logs

This is where server logs can be accessed. To open the log directory, go to the
Logs-menu and choose Log Directory. From here you can access logs by date. To
access | ogs f rdiceatly,simply@hodses Math &¢rvece Log; Project
Service Log; Repository Service Log; Messenger Sevice Log; Upgrade Service Log;
Console Log.

To open the log directory for conversations/messages, go to the Logs-menu and
choose Conversation Log Directory.
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Settings -Menu
User Accounts

This is where user accounts are managed.

£ ~
Disdpline : “" w b | User ;
‘ Company (0/0) UMo | D | MName | Discipline Keys | Admin | Coordinator | E-mail | Tel | Mobile | Gendar | Birthday |
E| . Administration (0/1) |1 AdminA  Administrator A Administration a T 13/01/2010 ||
. J Administrator A |3 DesignerA  Designer A Production 0 F 13/01/2010
4 DesignerB  Designer B Production 1} F 13/01/2010
E‘ ‘ ‘E:(\emhve ©/1) 5 ManagerA Manager A Production a F 13/01/2010
- I Executive A 2 ExecA  Executive A Executive [i} F 13/01/2010
E| . Production (0/3)

) Designer A

k_) Designer B

'::' Manager A

Permission Groups |

Groups : ﬁ ﬁ ﬁ Members in permission group {Drag & Drop users to add)
Q Permission Groups LMo | D |Name |Disci... | Keys | Admin |Coor... |E-rr|ai| |Te| |Mobile |Gender |Eirﬂ1... |
B] Designers
B] Executive
[ﬂ Managers
(= ﬁ Whole Company
E| '! Leaders
P ;ﬂ Executive
,;E] Managers
E| 'ﬂ ProjectWorkers
: ﬂ] Designers
: ;E] Managers
[I] Everyone

Discipline: 4

Users

To add a new user, click the new user icon: & or right-click and choose Add
User in the menu that pops up. Then enter the desired ID for the new user in the
window that pops up:

9
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Your new user will be listed in the user list to the left and the tabs whe re the user
can be configured are displayed. In this ex
added.

To delete a user, select it in the user list T accessed by clicking the discipline this
user belongs to in the left-hand side field i and click the delete user icon: “= or
right-click and choose Delete User in the menu that pops up.

To modify the properties of an existing user, select the user in the user list 1
accessed by clicking the discipline this user belongs to in the left-hand side field 1
and click the modify user icon: ¥ or right-click and choose Modify User in the
menu that pops up.

To reload the user list, right -click in the list and select Reload from the menu that
appears.

Discipline “i General l Keys ] Favourites ]Cnmmunicaﬁnn]

"'| Company (0/1)  Eael
- M) Administration (0/1) Ve THaw
H“] Executive (0/1)

H“] Production (0/3)
- Administrator P | Retype PW |

|-’-.:'“ nistrator Mame : |.-5.dminish'ab:|r

Role: [ Administrator [ Coordinator [ Coordinate Own : Icon Re-arrange order

Optional Information

E-mail |
Birthday : |2;3f06j2|310 ﬂ Gender : & Male (" Female
Tel: | Mabile :
Address : |

General Under this tab, the (display) name can be changed in the Name field
and a password can be set by entering it in the PW field and in the Retype PW.
By ticking the check-boxes under Role, high-level privileges can be given to this
user. Administrator has automatically full access to everything when logging on
to the Continuity client. Coordinator has the ability to assign containers to other
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users. Coordinate Own means that the user can freely change status icons of
containers assigned to themselves and they can freely rearrange their assigned
containers in the Coordinate View.

Optional information can be entered into the fields at the bottom: E-mail ,

Telephone number (Tel), Mobile and Address. Def i ni mBgthday s er s
done either by entering the desired date directly in the field, or by bringing up

the true Calendar and picking adate. T h e u Gendetd can also be defined

by selecting Male or Female.

The details are automatically saved when you close the window or switch from

this view, but if y ou wish to save changed immediately while staying in this

viewi si mply c¢click the 6Save Nowd button at
Keys Not yet available in this version of the manual.

Favourites. Not yet available in this version of the manual.

Communication: Not yet available in this version of the manual.

Coordinate: For users where the Administrator or Coordinator roles have been
granted (under the 6GeGQoerdirateiOappearhAs, t hi s
administrators and coordinators both can assign a coordinator to a container, this

is where you set up the list of users that they get to choose from for this

assignment. All coordinators will be listed, simply check the tick -boxes of the

users that you would like to be listed for the user when picking a coordi nator.

The details are automatically saved when you close the window or switch from
this view, but if you wish to save changed immediately while staying in this
viewisi mply c¢click the 6Saved button at the



Disciplines

Disciplinesis a good way of organizing the users into groups if you do not want to

keep all users in the root discipline. This tree structure is used on the client side

when a user wants to add another wuser to toh
instant messenger and when a user selects among users to set up container and

repository permissions. To move a user from one discipline to another, simply

select the user, then drag and drop it into the destination discipline.

To add a discipline, click the add discipline icon: * or right-click and choose Add
Discipline in the menu that appears. A new window will appear where it lets you
name your new discipline. Click O060K6 to con

To modify a discipline, select it and click the modify discipline icon: ™ or right-

click and choose Modify Discipline in the menu that appears. A new window will

appear where it | ets you rename the discipl
name.

To delete a discipline, select it and click the delete discipline icon: = or right-click
and choose Delete Discipline in the menu that appears.

Permission Groups

The groups organized here can be used when setting up permissions for more
than one user on the client side. To add a user to a permission group, simply
select the user in the user lust and drag and drop into the destination permission

group.
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Servers
This is where you define host name and port for your Continuity Servers.

When you wish to change the port f or a service altogether, this is a two -step

process because of Cofedturen placinyitd serviceesand bal anci
physically separate servers Fi rst, change the servicebs po
box also accessible thru the Settingsmenu. As the second step i to also apply the

new port of your service to your associated server 1 do this in this Servers menu.

For the 'Continuity Main' service i the connection point for all the clients i enter
your machine's hostname/IP address and the port number as defined in the Options
dialogue box and click 'Update’...

=|0f x|
Please insert Main Service Address: 10101
.4 Continuity Project Please insert Main Service Address: 10101
----- W Continuity Repository
iy Continuity Messenger
i Add : i i i
-..4& Continuity Upgrade ress IF‘Iease insert Main Service Address j
Port : |1|:| 101 %]
Test Connection fdd Update | [elete
Histary

Refresh Check Services Close |
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Repeat the same steps for the remaining servers: 'Continuity Project’; ‘Continuity
Repository'; '‘Continuity Messenger'; ‘Continuity Upgrade"'...

MyHostMame: 10101
-4 Continuity Project
- MyHostMName: 10102
-4 Continuity Repository
- MyHostMName: 10103
-4 Continuity Messenger
oLl MyHostMName: 10104

Continuity Upgrade
. MyHostMame: 10105

Continuity Upgrade

=10l x|

Address : I

El

Port : |1|:|1|:|5

Test Connection |

History

=

Add | Llpu:latel Deletel

[2010-01-14 10:59:33]
[2010-01-14 11:01:55]
[2010-01-14 11:02:44]
[2010-01-14 11:02:55]
[2010-01-14 11:03:04]

[2010-01-14 11:03: 11]

Edit Service Server #1 (Please insert Main Service Address: 10101 to MyHost
Add Service Server #2 (MyHostMame: 10102)
Add Service Server #3 (MyHostMame: 10103)
Add Service Server #4 (MyHostMame: 10104)
Add Service Server #5 (MyHostMame: 10105)

Add Service Server #6 (MyHostMame: 10105)

4 | 4
Refresh Chedk Services Close |
Then click O6Cl oseb6.
| f y o u 6eda port huasnhegand it is not displayed in the Server Consoles

server list, then exit the Server Console and open it again; this is because there is a
know n bug where the new port is not displayed until the nex t time the Server

Console is opened

14
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Cont act Request

This is where communication contact requests are displayed; when a user requests
to add another user to their contact | ist f«

To approve a contact request, simply check the tick-box next to this request in the
' ist and cl i ck t hdenyGakgiact equest kedpuhe tick-box T o
unchecked and then click the &6Approved butt

To reload the list to see any new requests, clickth e o6 Re | o aTbdlosédthet t o n .
wi ndow, press O6Cancel 6.

!J Communication Contact Request !IEI E

wiould wou like to approve below Communication Contact Request?

Toktal @ 0

vl | “~  From | To I

Reload | Approve Cancel |

Upgrade

Thisisf or t he Upgrade Servicebds automatic di st
disabled in the currently released versions of Continuity.

Project Container Types
This is where container types are created and modified. Types is agood way of
categorizing different containers, and are also used in formulas to make container
related calculations under the clientbds for:
Field Groups

Not yet available in this version of the manual.

Project Container Types

Not yet available in this version of the manual.



Global Formulas

Not yet available in this version of the manual.

Public Favourites Preset

To simplify the set-up of public favourites for each user, the administrator can here
define presets that then can be applied to each user under their Favourites tab in
the User Accounts window.

Add New (Preset)

To create a preset , right-click in the left-hand side Presetsfield and choose Add
New... in the menu that appears. Give your preset a name in the window that
appears:

Preset |

Marne ||

Ik Cancel

Then click @Kbdand your preset will be listed in the Presetsfield.

Add Group

To then set up favourites for this preset, you first need to create a group. To
do so, right-click in the Favourites field to the right and select Add Group.

A window appears.

Favourite Group |

Marne : ||

0k, Cancel




Give the group a name. Choose®@kKéand t he groupdbés name appear
Favourites.

Add Favourite

Now right-click in the Favourites field again and select Add Favourite and a
window will let you name the favourite. Into the address field type or paste the
address of a container or repository directory location in Continuity.

Favourites |

Mame : ||

Address I

Hierarchy : I

[T Motice changes within 7 days

[T Motice sub containet's any changes within 7 days

Filker :

ME

Ik Cancel

If your favourite is a container in the tree, this window will also let you choose to
be i n ot pfthargeks within seven dayso. Select this if you want to track
changes made to this container. Then another box will ask you if you want to be
notified of sub-containers any changes over the last seven days - if you do then
tick this as well.

Once you click OK,the new favourite will appear under Favourites.

SavéLoad Public PresetTo/From File

To simplify the set-up further, when setting up more than one public preset (with
different favourite presets for different departments for example) - you can save
and load presets to/ from a fav-file.

Simplyright-cl i ck i n t he Favo %ave RudicPresatBolFittk and s el
give it a name and save it to your desired location in the window that appears.



To load your saved preset when setting up another preset, simply right -click in the
Favourites f LoadPdibli@aPredet maanlFiec 6 , 6 and br owse f or
desired saved preset.

This way it is very easy to make slight variations of public favourite presets for
different departments in your organization depending on who you want to access
what from their Lobby.

Modify (Presef)

If you want to make changes to a preset in Favourites - select it in the left-hand
side field called Presets right-click and choose Modify. A window will appear
where you can change the nameo f i1 t . Press O00K®& to confirm

Delete (Presef)

If you no longer wish to keep a particular preset, select it in the left-hand side
field called Presets right-click and select Delete.

This window will appear. Choose & esband the preset will be removed from this
list.

Delete |£|
H‘_?/ Wiauld you like ko delete?

Yes Mo |

Modify Favourite

If you want to make any changes to a link in Favourites - select it in the right-
hand side field called Favourites, right-click and choose Modify Favourite.

A window will appear where you can change the name of the link and the
selection for notification criteria.

If you check the tick -box 'Notice changes within 7 days', a notification will appear
on the Lobby when changes have been made to this container.

If you check the tick -box 'Notice sub container's any changes within 7 days, a
notification will appear on the Lobby when changes has been made to this
container or its sub-containers.



When you are happy with your changes hit @Ko

Delete Fawurites

If you no longer wish to keep a particular favourite, select/multiselect it/them in
the right-hand side field called Favourites right-click and select Delete
Favourites.

This window will appear. Choose & esband the favourite(s) will be removed from
this preset.

Delete |g|

::?r/)‘ Wiould you like ko delete?
e

| Yes | Mo |

Modify Group

If you want to make changes to a group in Favourites - select it in the right-hand

side field called Favourites, right-click and choose Modify Group. A window will

appear where you can change thenameo f i t . Press O00OK®&6 to conf
name.

Delete Group

If you no longer wish to keep a particular group, select/multiselect it/them in the
right-hand side field called Favourites, right-click and select Delete Group.

This window will appear. Choose & esband the group(s) will be removed from this
preset.

Delete |g|

:.:?r/ Wiould you like ko deleter

| Yes | Mo |
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Reload

To reload the list of presets, right -click in the left-hand side Preset s field and
select Reload from the menu that appears.

To reload the public favourites of a preset, right -click in the right -hand side
Favourites field and select Reload from the menu that appears.

Import Project Containers

This server feature is very useful for an organization with an existing file structur e
of their work data that starts using Continuity projects to organize and track their
projects. This lets you convert your existing directories and files and import them as
project containers. Automatically it creates a Continuity project for you based on
your current structure. Directories become containers and files become log
attachments.

To use it, make sure the project service is stopped first then follow the steps thru
this dialogue box.

Import Project Containers From Directones

Fram (Folder) : |

To (Project) : |

{* Copy Files to Project (" Move Files to Project

Mext =

20
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Options

General

!. Option =JCo0 X

Services

W Main 10101 |5 Port [v Messenger (10104 ¢| Port
W Project 10102 || Port [+ Upgrade 10105 $| Port
[v Repository |10103 |5 Port

Path
Logs : |C:'|,F'r|:-gram Files\Continuity_ServeriLogs} Browse. ..
Data : |C:'|,F'r|:-gram Files\Continuity_Server\Data' Browse...
Temp @ |C:'|,F'rn:-gram Files\Continuity_ServeriTemp!, Browse. ..

Temp directory is used to receive files,
please set same hard drive to Data directory for performance

oK Cancel Apply

In the top part of this dialogue, Services , you can completely disable or enable
the different services: Main; Project; Repository; Messenger; Upgrade - and select
a different port for them .

When you wish to change the port for a service, this is a two-step process
because of Continui t ghangetlhoea ds ebravlinatmecdi sn gp.o rRi r
Options dialogue box. When you click OK, you will be asked to restart that service.
When restarted please exit the Server Console andopen it again; this is because
there is a know n bug where the new port is not displayed until the next time the
Server Console isopened. As the second stepi to also apply the new port of your
service to your associatedserveri do this in the Servers dialogue box also
accessible thru the Settings-menu.

You can here also, under Path , select a location for storing various data. Logs
stores logs; data is the path where all data of Continuity is stored (log
attachments, repository files, etc) and temp is where temporary files are
received. For best performance, select the same hard drive for the data location
and the temp location.
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Database

Database

SErver IInthust

Database : Imnﬁnuity_demu

User : Idemu

Password ; I####

Main : |10 |v Project Ill:] E,

Meszenger : (10 |= Repository : (10 |=

Cancel | Apply

These are the settings for the database . It lets you enter the name of the server,
the name of the database, the user name and the related password.

You can here also change the pool size of the four services that interact with the
database: Main; Project; Repository; Messenger.

22
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Due Date Notification

!. Option

General ] Database ;| Due Date Notification l Messenger ]

Please select Container types to notify due date of them.

[ Motify Period Containers

[ Motify Point Containers

[ Motify Period Block Containers |1 +| day(s) before due date

Please input notification message. - ${count} : count of containers

1 +| day(s) before due date
1 +| day(s) before due date

close to due date.

Please check coordinate view,

Your ${count} container(s) isfare

Your 99 container(s) isfare
dose to due date.

Please check coordinate view.

16:56:52

oK Cancel Apply

From here you can manage notifications for assigned containers that are close to
their due date in the Gantt chart on the client side.

Enable the Gantt chart types

for which you wish notifications to be displayed by

ticking the adjacent check-box: Period, Point and/or Period Block. When enabled,
a pink pop up notification will appear on client logon to inform the user how many
of their active containers - tasks - are close to their due date. For each type you
can here define how many days before the due date thatyou want such a
notification to appear. Enter the desired amount of days or use the up/down
pointing arrows to increase/decrease amount of days.

In the text field to the bottom you can also rewrite the default notification
message. O0$%${count}d can be wused in your
count of containers that are close totheirduedate 11 i ke 6996 has

6${count} o

n

the screenshot above.

me s s a(
repl a



Virtual Workplace Limited

Messenger

2 oo s

Adding Mew Contact Reguest

[ Approve Adding New Contact Request by Administrator

| Display Alerts to Administrator for Adding New Contact Request

Conversation Log

[ Store a User Conversation

C:\Program Files),

If the first tick -box under Adding New Contact Request 6 Appr ove Addi ng |
Contact Request by Administratoro is ticked
be approved on the server side so that the administrator can control who talks to

whom within the serverods users.

If also the second tick-b o Dispfay Alerts to Administrator for Adding New Contact

Requesd i s checked, each ad thiuamosfitatioapopwup wi | | b
on the client side when there is a new contact request so that they can log on to

the server and approve or deny it.

You can here also, under Conversation Log , select a location for storing chat
logs for all users 1 or disable this option.

24
www.virtual __-workplace.com




Virtual Workplace Limited

Help -Menu

If you select About in this menu, the following information window appears:

m Continuity
"A Virtual Workplace®

B uzer hmited demo Werzion : +0.9.49¢ [p1443]
Build: EF10-1211

Copyright 2006-20110 Yirtual WWorkplace Lid.

It is useful to find out not only th e Version but also the Build of your current
Continuity server.

25
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Client: A First Glimpse

The Main View of Continuity

This is the main view of Continuity featuring: the Lobby ; the Tree Window and
the Viewer Window

L
i
?E VIEWER
:
5

L
ot b Cartinals!
TR o | e WINDOW
| e
R [ [ ———
R a1 b ik P b
Pt Wk 1
Welcome to Continuity!
T e Wik
o e To e Triad Liser: 'Weloome S0 Condinuity? This TUTDRIALS Project here kel up o infrodiaoe
Ll o b Cordinusy
i W s cafid Wil conints, of shont iniroduciony urials o T et Imporiant feabunes
TREE of Cortruity. From e TUTORLALS Progect youscan giore Contruity’s fasturel oifhar Brough
I R——— ki gl U] ot o st o e Pon Betnenss Tl Froer
‘E—l:-hh . WINEFOW Tt Fars ke e gremtaboles B v
o Py Togetiofe Trig o Bk B e iy Window | This i ey Dravught wpr by clicding Fe
"F\_:—-'*-; Painy Wincow keonc [ at the top of edthar Window
L]

e S, Sngly doubeolih o t Progect wou wih 1 cpon - e "Trial Projoct” o e
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Navigating Within Continuity
Address Bar

At the very top of all windows is the address bar - which shows where you are.

E- cds:\ TUTORIALS Crver gy j

Anytime you see a path that begins with ‘ccn:\ ', this refers to a specific container
- a view or place in Continuity. The paths beginning ‘crp :\ ', this refers to a

|l ocati on i n Co n tSimplucopy/ygaétes, or wrieptiee :ame of thg .
path where you wish to go in any of the address bars. It will then take you there -
similar to a web-browser.
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Viewer Window Tabs

At the bottom left of the Viewer Window you will see that there is a single tab
which gives the name of the project you are currently 'in" when in the Project
View, 'C for Coordinate View and 'S for Search View when in these views.

' [x] 1, TUTORIALS ’

You can have more than one view and several projects open at one time.

Opening Projects ( Lobby )

To the left of the Address Bar in the Tree Window and Viewer Window is the

Lobby icon: 1. Click this to bring up the Lobby. Alternatively, right -click on a

Vi ewer Window tab and sel ect ASthiemghtMai no
click menu on the taskbar to bring up the Lobby.

Once there, double-click a link in your Favourites section (or alternatively in the
Projects sectioni f youdr e a i Alemhatively, isetett the linkoand right -
click anOpemdhdbosenr 6he menu that appears.

You will be taken to the Tree Window and Viewer Window for that location - and
at the bottom of the screen another gray tab with that project's name will appear.

o

IEII.TLITORIF'.L{ [%] 2 Your Course j




The tab highlighted in gray shows the project you are currently working in.

If you wish t o have another tab open of a project that you already opened in a

tab, select the projectos | i rchkek.Choosg our Fav ol
®peninNewTab 6 from the menu that appears and a
will appear.

Switching Betwee n Views
To switch from the current view to another open view, either click on the t ab for

that view or press the 'Alt'-key, and simultaneously the number (1, 2, 3 etc) of the
tab you also wish to view.

f [%] 1. TUTORIALS | [%] 2. ¥our Course | [x] 3. Arc Advertising

Closing an Open View

To close an open view, either right-click on the gray tab and from the appearing
menu select 'Closé or 'Close All to close all opened views or click the 'x' at the top
right of the Viewer Window for that view.




Continuity Editor

To open the Continuity Editor, click the desktop icon called Continuity Editor:

90

Cankinuity
Editor

This is a text and image editor that can be used offline. The Continuity Editor
makes any further word processing programs unnecessary. Its use is covered in the
Logs chapter, with the exception of the top part, which only works online.

~ « Continuity Editor - Untitled.r«f (*) o ] 4
File Edit Font Paragraph Format Insert Table Help

oD EE S MRy o | @E-. 1| B
JTatha jlﬂ j“]}[ﬂ-ﬁ-ﬁ|ﬁg‘|é£”§i§§|: E

E- e 2 G d e BB TG g0 1 120 0 13 T4 150 TR -1?---.18--&3-
| [~

a
| Language Ié

There is an additional icon: “ in the top left corner which brings up the Lobby of
Continuity. This is handy for logging on to Continuity to post a document that
youodve wr i tofflieenltcantes with its gwn file format, Continuity Rich
View Files (RVF) , thatis to be loaded in Continuity using the '‘Open..." option. Itis
also possible to export documents to other formats such as Rich Text Format (RTF).
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Client: Lobb

Login /Logout
Login

As you open the client you will see the lobby (below) that requests your
username/ID and your password in order to log in.

@R Continuity - Logon_ ESEEX)
! ogo e=dEChL_X
File Tools Help

Continuity
"A Virtual Workplace"

Once entered simply click the Login button to log in to Continuity.

By leaving the tick-box Save Password ticked, you will not have to re-enter your
ID and password each time you open the client to log in to Continuity but simply
click the Login button.

By leaving the tick-box Auto Login ticked, you will automatically be logged in
every time you run the client.
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Logout

The File drop down menu has two options for when you wish to log out: Logout;
and Exit.

'« Continuity

My State »

Ezxit

Logout logs you out from Continuity but returns to the Lobby for new login and
retains the icon in your screen toolbar...

...for easy right -click access:

Exit logs out and closes Continuity completely.
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Messenger
This is Continuity's instant messaging.

The user can create, rename, and delete organizational groups, by right-clicking in
the chat list to bring up the menu . "Production” is an example of such a group.
Below the groups are expanded to enable you to view all users that belong to each
group. If the groups are collapsed, you can expand them by double -clicking on the
directory name, and vice versa to collapse them if they are expanded.

Once a group has been added the user can add new contacts to it by right -clicking
in the chat list to bring up the menu . The same right-click menu can be used to
remove contacts from the list.

- H
0P Continuity - Admind =R
File Teools Help

o

A (2] (513
F' Leaders (1/2)
Q ExecA

| C} ManagerA
‘ Production (2/2)

Q DesignerA

@ DesignerB - Away,

M Public Project Favourites
‘ Projects
'5 InfoXchange

" Management

" ProjectA

E" ProjectA Repository
‘ Tracking

: _'5' Messages

_\_f{jj_ / Coordinate '-

-

Logged on at 01/Apr/10 11:10:28 4
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Chat Status /Availability

To set your status, available or away - go to the File-menu and choose the desired
status.

G Continuity - AdminA

Tools  Help

Logout - )
. B <
Available I ) " —
s - AdminA (Administrator A) (NE NI
Y aders (1/2) || Public Project Favourites
Exit U ExecA - .1 Projects

' ManagerA
"" Production {(2/2)
_"} DesignerA
:j DesignerB - Away

-V InfoXchange
-¥pg Management
¥y ProjectA
: --L-" ProjectA Repository
” '1 Tracking
i Messages
% News

My Project Favourites

Coordinate | Memo

Logged on at 01/Apr/10 11:57:41

Available The Available status selection, means you are available tochat. When
you log into Continuity your status automatically shows as Available. The globe

beside the ID/User name will appear orange: .

Away: This status means you are away from your workstation or unavailable. The
globe beside the ID/User name will appear as orange and gray. While the status is
set as Away, other users can continue to send chat messages to you, and you can
also reply to these messages. The user can manually set the status to Away, or it
will automatically be set to Away when the workstation has been idle for a
specified amount of time. To change the default amount of minutes, use
Tools/Options (see below): &,



Logout/Exit: When the user has logged out/exited from Continuity the g lobe
beside their ID/User name is solid gray. No one can communicate via chat when

the status is set at either "Logout” or "Exit" :



Sending a Chat Message

To send a chat message, simply double-click on the user® ID/name you'd like to

send a messageto. To send to multiple people, select all of them and right -click
then choose Send. Or to add one or more users to an open conversation, select

them in the list and drag and drop them to the top left of the conversation window
where all participating users are listed.

A conversation window will pop up. Type your message into the lower half of the
screen, where the cursor is flashing and hit"S e n d 0 .can #lsowse the
"Enter/Return" key on your keyboard to send your message.

In the example shown below, "ExecA" has sent "DesignerB" a chatmessage. On
the right hand screen the globe for "ExecA" fades continuously from orange to
pink on "DesignerB's' chat screen (which indicates a new communication has been
received for "DesignerB"), until "DesignerB" has opened the message and read it.

Qa DesignerB-Cunversati_ ('-'3 Conti =2 X

() ExecA [ Always Top caiensl-gticin
() Designerg 000000000 |ccn:'|,3.P3 j .
- /i DesignerB (Designer B) (=R
essages
[ ] ﬂ Administrators (1/1) || Public Project Favourites
Executive A [12:49]: ¥ ) .
Can I confirm you are available at 3pm this afternoon S Admina .1 Projects )
for a meeting with the client to go over feedback? ™ Leaders (1/2) ¢ iU InfoXchange
@ Execa(n) o il Projecta
ManagerA 5-----|:" ProjectA Repository
'1 Production {1/1) L "'1 Tracking
() Designera . Mg Messages

" Mews

|| My Project Favourites

Fav...Ch... Coordinate | Memo

I Proposal/Research (0) 3
I:‘ Printing (0)

D Installation (0)

Il CustomerE Feedbadk {0)

= Chinese New Year (0}
Logged on at 01/Apr/10 12:48:18

m
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Replying to a Chat Message

Type your reply into the lower half of the screen, where the cursor is flashing, and
either use the "Send" button (shown circled below in blue), or the "Enter/Return”

key on your keyboard to send your message.

The senders ID/User name, along with the time the message was sent, will appear
in Red above the message content, and the recipient/respondents ID/User name
will always appear, with the time the message was sent, in Blue.

[ Deigne - comeraton S |

O Exech [ Always Top
QDesignerB ..........j
£y

Messages

Executive A [12:49]:
Can I confirm you are available at 3pm this afternoon
for a meeting with the client to go over feedback?

-
Yes, [am avallble. Can you please let me
know which office the meeting wil be hald in?
Thanks.

www.virtual
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Favourites

Favourites allows for adding and bookmarking projects or parts of projects, similar
to any web-browser's bookmarks or favourites.

| My Favaourites

""l Direct Project Links
-y TUTCRIALS

Notification of Changes

Unlike web-browser's personal links, with Favourites in Continuity you can also
track changes that have occurred to any containers and their sub-containers that
you are monitoring. If any other user makes any changes to these containers a
notification will appear in the Lobby.

""l Tracked Tasks/Sub-Tasks
e " Mews

This way, the Lobby serves as the Continuity User's central "hub". You do not
need to open different Projects to see if there's anything new, but you can
instantly check if there are any notifications. The client automatically che cks the
server for changes every twenty minutes, but you can additionally check it
manually whenever you like. To do so, right-click in the Favourite field and choose
'‘Check Changes ' in the drop down menu that appears.

The notifications also work as direct links, so double-clicking one of them will take
you straight to that particular container .
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Public Project Favourites

The Public Project Favourites are set up and defined by the administrator on the
server.

.Qy ~

. Leaders (0/2)
O ExecA
O Managers -
. Production (2/2) ", Management
@ Designera 'l Projecta
@ DesignerB ‘ --L-"‘ ProjectA Repositary|

Logged on at 01/Apr/10 13:05:50 -
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My Project Favourites

These favourites can be freely set up by the user on the client side.

I |

|E| (]
‘ Leaders (0/2)
O ExecA Projects
O ManagerA " InfoXchange
‘ Production {2/2) " Management
@ DesignerA : 'l Projecta
{; DesignerB : 5-----|:" ProjectA Repository
‘ Tracking
!." Messages

e

. Building Maintenance
. Customer Contacts Details
.. I staff Contact Details

ILogged on at 01/Apr/10 13:00:39
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Add New Group

To add a new favourite, you first need to create a group. To do so, right-click in
the My Project Favourites area and selectNew Group .

Cpen

Remove Changes

Modify Favourite
Remove Favourite

F.ename Group
Delete Group

Check Changes (Selected)
Check Changes (all)

A window appears.

Create New Group

X

Flease Insert Name

IResearch and Development]|

Ok | Zancel |

Give the group a name. Choose OK and the g r o unpndesappears under My
Project Favourites.

Research and Development
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Add Favourite

Now open the project or repository location where your favourite container or
directory exists. From the tree or directory structure , simply drag and drop the
container or directory across to a group in My Project Favourites.

E}D Inter-Deparkmental Communication (07

Research & Development (1)

- |:| Development Inkeractions (00
Management [0}

As you drop it a window will let you rename the favourite.

If your favourite is a container in the tree, this window will also let yo u choose to
befinot i fhamges within sewen dayso. Select this if you want to track
changes made to this container. Then another box will ask you if you want to be
notified of sub-containers any changes over the last seven days - if you do then
tick this as well.

My Favourites [‘5_<|

Mare : |Deve|u:upment Interactions

Address ¢ Arc Advertising! Development Inkerackions!,

[ Motice changes within 7 days

[v Motice sub container's any changes within 7 daywsi

Cancel

Once you click OK,the new favourite will appear in My Project Favourites.

‘ Research and Development

_r.', Developrent Inkeractions
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Container changes are monitored every twenty minutes. Whenever there is a
change a small pale orange box will appear bottom right of your computer
screen, with the name of the folder and the time.

"Dievelopment Interactions” has
new Changes

12:11:04

The changes will then be listed in My Project Favourites on the Lobby. To go
straight to the relevant container simply double-click on its name.

Modify Link

If you want to make any changes to a link in My Project Favourites - select it,
right-click and choose Modify Link.

‘ Tracked Tasks/5ub-Tasks

o I  Mews

Open

Remove Changes

Modify Favourite

Rermove Favourite

Mew Group

Check Changes (Selected)
Check Changes (all)
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A window will appear where you can change the name of the link and the
selection for notification criteria .

My Favourites

%]

Mame : |

Address

[v Motice changes within 7 days

[w Motice sub containet's any changes within 7 days

(]9

Cancel

If you check the tick -box 'Notice changes within 7 days', a notification will appear
on the Lobby when changes have been made to this container.

If you check the tick -box 'Notice sub container's any changes within 7 days, a
notification will appear on the Lobby when changes has been made to this Task

or its sub-Tasks.

When you are happy with your changes hit OK

Delete Link

If you no longer wish to keep a particular favourite, select/multiselect it/them,
right-click and select Delete Link.

'- Tracked Tasks/Sub-Tasks
- !" Mews

Open
Remove Changes

Modi Seorike

Remove Favaourite

Mew Group

Check Changes (Selected)
Check Changes (all)

www.virtual
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This window will appear. Choose Yes and the Favourite will be removed.

‘::.:) Wiauld you like ko delete?

Yes Mo |

Rename Group

If you want to make changes to a group in Favourites - select it, right -click and
choose Modify Group. A window will appear where you can change the name of
it. Press OK to confirm the new name.

Delete Group

If you no longer wish to keep a particular group, select/multiselect it/them, right -
click and select Delete Group and the group(s) will be removed from this preset.

Check Changes

If you want to check Favourites have changed without having to wait for
notification, right -click on the name and select Check Changes

‘ Tracked Tasks/Sub-Tasks
| - !_i' Mews

Open
Remove Changes

Maodify Favourite
Rermove Favourite

Mew Group

Check Changes (Selected)

Check Changes (all)
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Changes History

As soon as you have viewed a change, it will disappear from the favourites tab
and be listed under the changes history tab.

Delete Changes

The changes listed under changes history will automatically be removed at next
logon. If you manually want to remove them from the changes history list

select/highlight the relevant change(s) and pick Delete from the drop -down
menu.
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Coordinate Preview

Coordinate Previewlists the top containers that are assigned to you in the
Coordinate View. By default the top fifty containers are displayed, if you wish to
change this number use the Alert window as part of Options accessed thruthe
Tools-menu.

NIRRT N o continuity - =l |
File Tools Help | File Tools Help

I - | |
w ~ ] ,e_w & IEI (i)
. Administrators (1/1) ‘ Administrators (1/1)
{.3 AdminA Projects @ Admina
. Leaders (1/2) " InfoXchange ‘ Leaders (1/2)
@ Exech " ProjectA @ ExecA
O ManagerA E" ProjectA Repository O Manager&
. Production (1/1) Tracking ‘ Production (1/1)
a DesignerB - Away Messages @ Designers

Fa.. /Ch../ /Coordinate!/Memo Fa... iCh... |  /Coordinate
- -

| Design/Proposal (4) n || ProposalResearch (0) i
7l Printing (0) || Printing {0}
M Installation (0) | Installation (0)

| CustomerA Feedback (0 (| CustomerB Feedbadk (0

Chinese Mew Year (0 H Chinese New Year (0 o
Logdfed,on at 01/Apafl) 14:02:25 i : U 14:02:43 y
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Containers marked with an exclamation point icon: @ indicate that they are close to
their due date. A pink pop up notification  will appear on logon to inform the user
how many of their active containers - tasks - are close to their due date .

Your 99 conkainer(s] isfare
close bo due date,

Please check coordinate view.

16:56:52

This option needs to be enabled by the administrator on the server console, where
the amount of days before a notification appears is also defined.

Memo s

The right-hand tab on the Lobby is the 'Memos tab. This handy function allows you
to Add and Organize Memos on the Lobby as a handy 'to do' list or a reminder to
yourself for appointments etc.

Create a Memo

To create a Memo, simply right-click in the blank lined Memo area and select
"NeW"I_

Favourites /, Changes Hi. ..

-

Coordinate | Memao

Mew

Delete

Open

Closze
Restore Size
Minimize
Mawve Up

Mowve Down

Reload



A Memo Window like the one in the screenshot below will appear. Enter your
note/reminder and hit the Save button at the bottom left of the Memo block or
use your Ctrl+S keys. Your memo will appear at the top of the list.

Favourites /, Changes Hi...

-

Coordinate | Mema

Press F2 to edit title £ [x]
01/ Apr/2010 0%:16:29
Work In Progress Meeting

Save Cancel Option

Memo Options

Before saving a memo, if you wish to use any of its options - click 'Option' at the
bottom left...

Favourites /, Changes Hi...

w

Coordinate | Mema

\ork In Progress Meeting

Work In Progress Meeting < [x]
01/ & pr/ 2010 05: 15:08
Work In Progress Meeting

Option

Uptiu:un5|



...and the below box will pop up.

I General Imarm } |

Colors

Transparency : | — |
bttt Al

[V Always Top

oK Cancel

General You can use the General tab to choosethe color of your Memo (useful
for distinguishing quickly between different kinds of Memos!); the amount of
transparency and whether you want it to be always on top of other windows.

w5 | Memo Options S | Memo Options

Memo Options

General  Alarm } General Alarm I General Alarm }

¥ Active [ Active ¥ Active

Start: [sun, 20/un /2010 > [14:23 =
Type: 7] ® Persistence

Start: [sun, 20/wnj2010 =] 1423 =
Type: <] @ Persistence

Start: [sun, 20/un /2010 = | [1423 =

Tyee : [FENI <] ¥ Persistence

& Day |1 [3] ofthe month(s)
£ The |ist Monday
" Jan [T Feb [~ Mar [~ Apr

[~ Al [T May [T Jun [T ul [~ Aug
[T Sep [T Oct [T Nov [T Dec

oK Cancel

Every |1 | week(s) on

Al
[~ Weekdays
I Weekend

of the month(s)

[ Mon [~ Tue [~ Wed
[~ Thu [~ Fri
™ sat [~ Sun

OK Cancel oK Cancel

Alarm: Under this tab, you can set the Memo Alarm and the time you would like to
be reminded. By default the Persistence option is checked. This means that if
you are not be logged on to Continuity at t he time of your alarm, it will go off at
your next logon. To disable this option, simply untick the Persistence check-box.

If the event occurs more than Once, you can use the drop-down arrow to select
varying occurrences, Weekly or Monthly .

Whenyouare happy with your c¢ hoSaw'dre veeylbottantk 6 OKO
left of the Memo itself. The saved Memo will appear at the top of the window.

Open/Close Memo(s)

Double-click the Memo you wish to open in the list and this Memo opens.
Alternatively or especially if you want to open more than one memo, multi -select
the relevant ones in the list, right -click and choose "Open" in the menu that
appears.



To close an open Memo, click the top-right close icon marked with an 'x'.
Alternatively or especially if you want to close more than one memo, multi -select
the relevant ones in the list, right -click and choose "Close" in the menu that
appears.

Resize Memo(s)

Memos can be manually resized by using the mouse, hovering above its border
until an arrow appears and pull it to the desired size. To quickly minimize your
Memo, double-click its title. Double-click the title again to restore its size.
Alternatively, select the memos you wish to resize and use the menu options in
the right-click menu: "Restore Size" / "Minimize".

Move Memo (s)

To reorder memos in the list, select the memo you wish to move, drag it to a
destination memo and choose among them options in the menu that appear:
move up or move down.

Alternatively, select one memo you wish to move, right -click to bring up the menu
and choose move up or move down. The memo will be moved accordingly in the
list - up or down.

Delete Memo (s)
To delete a Memo, first select the Memo (or Memo's by multi-selecting) you wish
to delete by clicking on it. It will be come highlighted in dark blue, then right-click.

Select the Delete option.

You will be asked to confirm whether you wish to delete the Memo with a Yes or
No option, like the one pictured below.

| Delete l ]“

'9' Would you like to delete?

Yes Mo
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Tools -Menu

The Tools drop-down menu has four options: Change Password ; Regist Key ;
Regist Colors and Options .

Crmmmm 2 e
| File Help
) |

Regist Colors...

Options...

ISI ManagerA " InfoXchange
‘ Production {2/2) " Management

@ DesignerA " Projecta
@ DesignerE - Away

. Building Maintenance
. Customer Contacts Details
.. W) Staff Contact Details

Coordinate

Logged on at 01,/ Apr/10 13:50:20
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Change Password

To change your password, simply enter your Current password in the first box,
followed by your New password in the box below. You will also need to Confirm
you new password in the last box as pictured below.

Current password : |

Mew password ; |

Confirm new password : |

Regist Key

If your permissions require, the Administrator will provide you with a Continuity
Key number. Enter this number into the pop up window and click on "Regist" to
confirm.
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Regist Colors

You can select both Font and Background Colors Once you have selected your
color scheme, click OK to confirm. These will be your default colors for any logs
that you post in Continuity so that different authors can be easily distinguished.

@ =)

Font Color : _# -
Background Color : f I:I

Note : Here there's a really nifty 'color picker'. Put your cursor over the little eye -
dropper to the left of '‘Background Color or 'Font Color and with the left mouse
key depressed drag it over the screen. You will see the color change as it passes
over what is already there - whether in Continuity or not!
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Options
General

Option

General General

Alerts
Project Log
Gantt Chart

Repository [ Automatically run Continuity when I log on to Windows
Connect

General Settings
Show me as Away when my computer has been idle for |15 ¥| minutes

Conversation

[v Automactically Store Conversation Log

| Browse,..

oK Cancel

This lets you configure a number of general settings for Continuity.

If you wish Continuity to automatically run when you log on to Windows, tick this
check-box. This in combination with the Lobby6 s Aut o Login opti on,
on to Continuity automatically every time you log on to Windows.

If you want to change the amount of minutes before your status is shown as
Away when your workstation has been idle for a specified amount of time, enter
a new amount of minutes between one and sixty.

You can here also select a location for storing chat logs i or disable this option.
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Alerts

Option

General Alerts

Project Log
Gantt Chart

Repository [v Display Alerts for new changes
Connect
Chedk changes Interval : |10 :l Minutes

Show top |50 +| Coordinate containers on main window

Favourite & Coordinate Alerts

Conversation Alerts

[v Display Alerts for incoming conversation
[v Play Sound for incoming conversation

[v Suspend Sound when the conversation window is in the foreground

Sound: |C:1|,P'rogram Files\Continuity_Client\snd\Re:  p | Browse...

Memo Alarm

Iv Play Alarm Sound

Sound: |C:1|,P'r|::gram Files\Continuity_Client\snd\ala p | Browse...

Cancel

Opens a window where you, under Favourite & Coordinate Alerts let's you
disable pop-up notifications that inform you about changes that have been
made for the Favourites that you have set. Unchecked tick-box disables these
alerts, checked box enablesthese alerts. If you choose to display alerts, you can
here also choose how often your Continuity client should check for new changes
with the server. Every twenty minutes is default; every ten minutes is the most
frequent time interval possible.

By default the top fifty containers are displayed in your Coordinate Previ ew
field in the Lobby. If you find that this turns into a too large list, or that there are
containers missing that you would like to view in your Coordinate Previewfield,
this number can here be changed here to that of your choice.
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Under Conversation Alerts , you can also disable pop-up notifications that

inform you about instant messages sent from other users. Unchecked tick-box

disables these alerts, checked box enables these alerts. The nextcheckb o x | et 6's
you disable the sound for when you receive such a messagei or keep it ticked

to hear the sound when you receive a message. By default the sound is

suspended when the conversation window is in the foreground on your screen,

as you would not need to be aurally notified then. If you wish to play the sound

also in this event, untick this check-box. If you wish to playback another sound

file than the one shipped with Continuity, you can browse for a wav-file on your

system and so set this up here too.

The last check-box, under Memo Alarm , | e t Gsable the sound for when
an alarm of one of your personal memos goes off i or keep it ticked to hear the
sound. Just like with conversation alerts, if you wish to playback another sound
file, you can browse for a wav-file on your system and so set this up for memo
alarms too.



Project Log

— e
Option e e
General Project Log
Alerts
Project Log .
Gantt Chart Default Selection Rules
Repository | j +
Connect
Priority | Rule | -
#1 Artive Reading Log (Session)
#2 Unread Reply Log of my Log
£3 Unread Log
#4 Last Read Log A
v

Restore Defaults

oK Cancel

These options let you decide what log is selected for display when accessing a
container. There are four different selection rules:

Active Reading Log (Session) when you view logs of a specific container more
than once during one session, this rule will select the log that you last read when
you Vviewed t he c previow tinre euririgshe samessssionh e
Unread Reply Log of my Log selects a reply to one of your logs from another
user that you have not y et read.

Unread Log selects a log that you have not yet read.

Last Read Log selects the log that you last read regardless of session

You can delete rules that you do not want to be applied by selecting it in the list

and hittdi ngotnheuldd yloiukew t o add a rul e again
this way, select it in the drop down box an
them in the list to prioritize selection rules by using the arrow icons up and down

with the first listed rule having first p riority. To go back to the default settings

(di splayed in the screenshot above), simply
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Gantt chart

General Gantt Chart

Alerts
Project Log

[EEIA Y Display Settings
Repository
Connect I Show Name

¥ Show Today - 01/apr/10 (Thu)

[+ Colar Bars

Auto Save

[T Automatically Save every |5 E, Seconds

The Gantt c h a Dispdag Settings can be configured here. If you do not want
the name or the color bars to be displayed, they can be disabled by unticking the
relevant check-boxes. And as you can see, there is also a tick-box where the user
can toggle between showing and hiding the vertical today -line.

The Auto matic Save function for the Gantt chart can also be configured here. If
you want to upload changes manually, untick this checkbox. Or if you want to
change the time interval for auto saving, this can be done here too by entering
the desired amount of seconds.
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Repository

General Repository
Alerts

Project Log

Gantt Chart )
p——— Diff Viewer : | Browse... |

Connect

(The program used for comparing differnent of files)

[v Move origingl file to Recyde Bin when it is deleted or overwritten

v Automatically Chedk Directory Changes every |3 :l Minutes

Maximum simultaneous Queue transfers ; |1 =

The repository options include the option to link the repository with a  diff

viewer ; a program used for comparing text f
for programmers who want to compare different script or code files. A file can

then be downloaded to a temporary directory and compared with the previous

local file to quickly decide what version the user wants to keep.

The handy default option the move filesto the recycling bin when deleted or
overwritten can be disabled here.

The interval of automatic directory reloads can be changed here too.
For users on slow connections, the amount of simultaneous queue transfers

for repository uploads/downloads can be increased to speed up their transfers.
On fast connections, however, the default one queue transfer is usually fastest.
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Connect
H'
Option [ J

General Connect
Alerts

Project Log

Gantt Chart
R.epository Server |12?.U.U.1 | -

Eonnect
Port : (10101 4| comectTest |

oK Cancel

Lets you change your server and port settings for the Continuity server that
you connect to with your client . You can also test the connection by clicking the
‘Connect Test-button.
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Help -Menu

The Help drop down menu has two options: About and Help .

*< Continuity

o~ TodCrin)

Help

*

About

If you select About the following information window appears:

About |X|

Continuity
“aA Virtual Workplace™
Werzion © v0.9.15c [p9]

Build: BIOE-1310

It is useful to find out the Version and the Build of your current Continuity client.
Help
Not yet available.
Projects

For Users with administrator privileges all the various Projects available are listed.

| Level | F.ate
e 1 TUTORIALS M 0%

[ Teams | Pru:ljects]"':favnurites
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To Open a Project double-click on the Project name itself or right-click on the
name and choose 0O0Opend f.Meenred Wirlonmeandthe t ha't
Viewer Window  of this Project will appear.

The toolbar at the top of the Projects list contain the amount of rows being
displayed which you can increase or decrease and the page number currently being
displayed:

Rows @ (2] ¢| = 11 -

Add New Project

When you have purchased Continuity then this will be blank - as you will be
adding your own Projects. To add a new project right-click in the project list and
select New in the menu that appears. There are two types of projects: Main
Projects and Child Projects . Child projects are to group a number of large,
topically related projects together under one Main Project; they share the same
repositories for example T if you wish to be able to access the same repository
from a number of similar projects.

A window will appear with some empty fields to complete:

Mew Project @
Mame :
Icons Owner Type
Owner : [unassigned J MName : ~
(" Status (¥ Supportive
- Coordinator : [unassigned 3 =2y Ll
-+ ”+ o f" = File Extenstion :
[~ Automatically copy owner to child
(D @ B 55 @ * Field Name |F0rmula
BRNG @ oo
EWMNBEO S I
BG: |
[ virtual )f |:|
Log Expiration Display Option
|None ﬂ Date @ |Mone i
|':' ﬂ days [~ Mumber
Default Tree Node Status in Project View
(" Collapsed " Expanded {# User Defined

Ok Cancel

ap
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The properties that you can set up for your new project are identical to those
offered when creating a new container (see Add New Containerbunder the Tree
Windowés Project View section

When you are happy with your choices pick 'OK". In the Lobby the Project you
have added will appear at the top of the list.

l}'rF'rnjects Favourites
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Modify Project

Modifying/editing of project properties takes place in the Tree Window - this
opens when you double-click on the Project Name in the Lobby.

Once in the Tree Window, select the Project container and right-click. A drop
down menu will appear.

Tutorial Erample - Adding A Project
cds: 4 Tutorial Example - Adding A Project - |

|Categnries [ Filker | Search ',
29 Show All Tasks
3 Public Ir'-.lame ﬂ I j
£ Private

™ Date |z007isepfie x| e |zo07joct1e 7]

[~ Only New Logs
Apply lear

|:| Tutorial Example - Adding &

Mini Tree Change Colars
Tutorial Example - Adding & Projeck Mave Lip
Morve Diown
Zuk
Paste L

Clear Changes
Mark. as Read
Remowe Ffrom Category

Select Sub Modes

Collapse
Expand

Reload

Select Modify .

The Modify Project Box will pop up and lets you modify any of its properties.
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Client: Tree Window

The Tree

The Tree in the right hand side of the Tree Window (the Tree) allows you to view
the Project View, the Coordinate View or the Search View as a hierarchy. To
different extents, you are also able to modify these hierarchies in different way s.

Every entry in the tree makes up a Task. As you click on any Task its Logs, Gantt
chart, time line or other content becomes visible in the Viewer Window

[[] TuTORIALS (D)

E}D Cwerview (0)

----- |:| Welcome ko Conkinuity! (2)
----- |:| Executive Summary (1)
[_]....I:‘ w'alkbhro (00

=[] A First Glimpse (1)

D The Main Yiew of Continuity (1)
D Marvigating within Continuity (1)
(=] ,___| Wiewer Window (0}

I:‘ Logs (1)

] repository (13

] Gantt chart (1)

= ,:| Tree Window (0}

[ ] The Tree (1)

D Filtering Tools (1)
=[] main Windaw (1)

I:‘ Favourites (1)

D Projects (1)

[]—--D Trial Praject (0)

[—]—--D Glossary (07

[ ] viewer Windaw (1)

|:| Tree Window (1)

[ main Windaw (1)

I:‘ Questions (7)

[ Feedback (1)

| Count

Authored by

Hide/Unhide the Tree Window

If you have one monitor you can display one window at a time , in case you want
to view them in full screen mode.

If you choose the full screen option you will need to use F12 as a shortcut key to
hide/unhide the Tree Window on top/behind the Viewer Window and then toggle
between the two.
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Filtering Tools

There are three tools that make it easier to view and work with the Tree: Search ;
Mini Tree and Categories 1 of which some exist in all Tree Window Views
(Project, Coordinate and Search) and some only in a few of them .

These tools can be used independenty or in combination with each other. Each
filters the content in a different way that limits the Tree's display.

Mini -Tree

In the Project View and Search View there is the Mini-Tree.

|Categnries [ Filter % Search

= Show All Tasks
9 Public IName j I j
b Wigwer Windaw (2)
(3] Tree Windaw (2) [pate |z007/Sepf19 7] e Jz007j0ct 19 7]
- Main Window (2}
£ Private

| Mini Tree m

[~ only New Logs

Apply Clear

TUTORIALS
[= CrEryisi
E----'-.-'-.-'elu:u:ume ko Conkinuiky!

. Execubive Surmary
[=} Walkkbru

- i Firsk Glimpse
- iewer Window
- Tree Window

- Main Window
[+} Trial Projeck

[=} Glossary

- Wigwer Window
- Tree Window

- Main Window

- Questions
- Feedhack | Count

| (Unauthorized Login) | Authored by

By clicking one of the Tasks in the Mini Tree, only its sub-Tasks will be displayed
in the Tree. To get to another part of the Project instantly just click another Task
in the Mini Tree.

By clicking the top Task (TUTORIALS' in the example above), everyhing in the
Project that you have access to will be displayed - as long as the Filter Tree is not
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collapsed as above. Toexpand the Tree simply double-click on the Project
name).

While the Mini-Tree in the Search View is dynamically determined by the Users
search criteria, in the Project View the administrating User can drag the most

important Tasks and drop them in the Mini Tree to the very left to set it up for all
Users.

Search

At the top right of the Tree Window, directly above the Tree in all views (Project,
Coordinate and Search)is the Search function indicated below circled in blue. It

allows you to filter your view of the Tree by searching for a Task/Container by
several different parameters.

Bl -

B B B B

| Mini-Tree

e:l ;IFSUb [~ Unfegd
/ Owner : I vl te  Coordinator : I vl e
Icon:l -- Ay — - Type : I—ANY— ;I

ﬁﬁdvano&d. . Q Sear/‘

\ MName fwner

| Filtered: 0, Displayed: 0, Total: 0 Container(s)

Administrator (Authorized signed in) |

67
www.virtual __-workplace.com




Virtual Workplace Limited

Enter the parameters you want to use to filter out/retain certain Tasks by
choosing typing a name, owner, coordinator; picking an icon or .

The other tick-box next to these fields is Unread . If you tick this box, only the
Logs that have been added since you last checked will appear. This is extremely
useful for checking up on new additions without having to work your way through
a large list.

Shown below is the drop down option for searching by Icon.

MNarme : I ;I ¥ sub [~ Unread
Ow F- Coordinator : I vl fe
’ Imn:l - Ay —- - Type:l—ANY— ;I
Clear
g Search
Tow nmmy “I*
me Owner
— MW [ e X
\ |00 [ KD m
7 H
L]
| Filtered: 0, Displayed: 0, Total: 0 Container(s)
Administrator (Authorized signed in) | “
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Once you have selected your search options, clickApply /Search .

MName : I LI W Sub [~ Unread

Owner @ I vI I'TfIE Coordinatar : I vI I'THE

Icon:l - Ay - - Type:I—AN‘r— ;I

% Advanced... ' q Search ’

Ther_

Filtered: 0, Displayed: 0, Total: 0 Container(s)

Administrator (Authorized signed in) |
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For this example, we chose to search by the To-Do Icon. After selecting the Search
icon to initiate the search, the results will be displayed as shown below.

;I ¥ sub [~ Unread

Owner I vl #e  Coordinator : I vl fE

‘. Customer Satisfaction Tcon:: I M1 -To-Do bt Type : I— ANY — ;I

q Search

Mame : I

g& Advanced...

Mame

9 )| 1rstallation (0)
ﬁ InfoXchange (0)
Ié---“.* Customer Satisfaction (0)
- M CustomerA Feedback (0)

Customerf Feedback (0] / esignerB

| Filtered: 3, Displayed: 8, Total: 8 Container(s)

Administrator (Authorized signed in) | Owner : Designerd, Coordinator : Manager&
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Advanced Search If you want to narrow down your search criteria even further,
you can use the Advanced Search option. To launch the Advanced Search, simply
click on the icon circled in blue below at the bottom left of the Search panel.

e

i

.- Customer Satisfaction

F o )

Mame : I

j [+ Sub [~ Unread

. I l + : . I l +
Owner : w| g Coordinator : ~| te

Tcon : I W1 - To-Do - Type : I—.l'-\NY - ;I

9:‘ Advanced... q Search
e Name Owner
78 Projecta (0)

- o Advertisements (0)
- fe AdvertisementA (1)
OO )| 115 tallation (0)
ﬁ InfoXchange (0)
Ié|----3+ Customer Satisfaction ()
----- B Customerd Feedback (0]
o W CustomerB Feedback (01

Designer&
DesignerB

Filtered: 3, Displayed: 8, Total: & Container(s)

Administrator (Authorized signed in) |

Owner : Designerd, Coordinator : Managerﬁ.l
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The below pop up window will appear. Select from the many different options
which search criteria you require and click OK to initiate your search.

Your search results will be displayed. From here you can hit the Clear button to
start a new search, or the Cancel button to take you back to the main view.



