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Features of The Hive

You will be using one of the most comprehensive intranet packages available today. The Hive is an
online interactive community and will be your one-stop information center where you will always be on
top of the latest happenings in your company.

Module
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Calendar

Tasks

Knowledge Base
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J
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Features

Each Department in your organization can have their own private area in The Hive
Summary information presented of latest information that has been posted to The Hive for
your Section or Department

Quick overview of what is scheduled for the next 7 days

Share Calendar information with other members and see member availability for
appointments, meetings and events

Use powerful time tracking features and generate Summary Reports of Past and Future
Events

Share Tasks with other users in the system
Use powerful time tracking features and generate Summary Reports of Past and Future
Tasks

Organizations can use the Knowledge Base internally for referring to frequently asked
questions, product or item specifications, for support documents and for reference articles
The Knowledge Base can be used “externally” to support your organization’s customers so
that they can retrieve information regarding your products, services or general information
Using simple reference codes, the Knowledge Base can be “plugged in” to your own
organization’s web site

Supports Global and Personal Contacts
Interacts with the Newsletters and Promotions systems
Ability to Export or Import Contacts

A powerful application that allows users to complete Expense Reports
Keep track of expenses as they occur and save Drafts
Generate PDF Expense Reports

Use Newsletter Templates to create your Newsletter

Create, manage and send Newsletters to customers and contacts

Send Newsletters in text, HTML or PDF format

Interacts with the Contact list to send out Newsletters to specific Recipient groups
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Module Features

News & Views —  Share News with other members in your Department or Section
—  Neuws stories can contain text along with images and hyperlinks

Document Library —  Enhance security by having documents stored in one central location
— Images, presentations, spreadsheets, word processing documents may be posted to the
Library

—  Assign Category Codes for each Library for quick selection of documents.
—  Each Library can be individually secured to authorized access only

Discussion Forum — Anonline Forum allows members to interact with each other
—  Share helpful tips with other members

Administration —  Advanced security features for user access (time and day).
—  Limit user access to Sections and Document Libraries
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Main Menu and Section Home Page

Members are presented with Summary Pages outlining the latest happenings in the company.
e Short Intro Summary of Welcome Page

e News Links — the most current 4 News & Views posted to The Hive

o Document Library Links Display the current 3 files that were posted to the Document Library

o Discussion Forum Links Display the current 7 Topics posted to the Discussion Forum

¢ Coming Events Links Current Month’s Calendar and display of the next 7 days scheduled events
e Upcoming Tasks Links Display of the next 7 days assigned tasks

o On Line Help Available on every page of The Hive

¢ In This Section and Tools Shows the member which modules they have access to.

ABC Company Sectian

Menu
Welcome Site Administrator Main Menu
Section Home

‘Welcome to The Hive Aszign Users
Rename Section
The Hive is @CSonline's Iatest and most comprehensive software product launch yet. ltis a

complete Intranet solution for your company. Similar to beehives, itis a centralized location where In This Section
BVRIYONE More .

News and Yiews

e | D Fora Section Page

Sort Your Contacts List Discussion Forum
S 4 October 2003 b

Calendar
Tasks
Contacts

# Cortacts Useful for Everyone

® Change to "Private” EventsiTasks

Document Library

o Productlist

Expenses

Newsletters
Tod 5 et -
Latest Discussions oo s <2 Bl Admin

® hlarketing of kew Product

Start Date Start Time Subject

Meeting with All-
e AUy WMeeting with A1 I

Actions
4 GoBack
B Print
+[J Exit

Eound Co.
Meeting with Al
31 0ct0s  AllDay Found &0
03hov 03  09:00AM torthly Sales Meeting

Upcoming Tasks

Due Date  Subject Done?

23 Ot 03 Pripare for mesting with All o

Prepare for Monthly sales
03 Nov 03 Prepare for Monthly Sales
= Meeting

Mo

& QCS Online Ltd,
Al Rights Reserved
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News & Views

This News module is where information is posted for members to read, such as organizational structure

updates, new product highlights, staffing news, new clients that are now part of your business, etc. News
articles support text, images, captions and hyperlinks.

w Posting News to The Hive eliminates emails being sent to all employees.
@ Everything is centrally located on The Hive and easy to access.

w Everyone can be up-to-date with the latest company news and happenings.

ABC Company

Menu
News Main Menu

S News and Views Summary Page
Sort Your Contacts List 4 Oct02

Do you want the Gontacts sofed in a particular order far yau? There is an easyway for you In This Section
1o do this.

News and Yiews
Full Story

07 Qctdz Document Library

Are you trving to find a client's phone number and cant locate it? Why not add them to the Discussion Forum
Contacts section of The Hive. This infarmation will be at your fingertips when you or others
need it

Tools
Eull Story

Contacts Useful for Everyone

Calendar

Change to "Private” Events/Tasks 30 Sep 03 Tasks

In arder to allow users whao might he sharing your calendar to see whether or not you are
busy duting a particular time, events which you have marked "Private” will now be viewable AT
by those users with a heading of"Private”

Full Story Newsletters

Contacts

Admin

& GCS Online L, Actions
&)l Rights Reserved

4+ GoBack
& Print
+J Exit
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News & Views

ABC Company

9 Menu
On-Line Help Pages 280ct 2003 [MCLLUET

Section Home
Every program in The Hive has an-line help available

Is Secti Sample News Story
There may be a blue box on the screen, providing you with @ short surnmary ofwhat the program is about In T: Section p
News and ¥iews

Faor more detailed instructions ahout using a program, click on the red gquestion mark icon thatis in the
top corner of each page. You may read or print this page. In some instances there is also an area of Document Library
Frequently Asked Guestions as well.

Discussion Forum
Story Added by Site Adrministrator

Tools

@ QCS Online Ltd, Calendar
Al Rights Reserved Tasks

Contacts
Expenses
Newsletters
Admin

Actions
4+ GoBack
= Print
+J Exit
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Knowledge Base

The Knowledge Base (KB) system is an integral part of The Hive. Organizations can use the KB
internally for referring to frequently asked questions, product or item specifications, for support
documents and for reference articles.

The Knowledge Base can also be used “externally” to support your organization’s customers so that
they can retrieve information regarding your products, services or general information. Using simple
reference codes, the Knowledge Base can be “plugged in” to your own organization’s web site. This
allows your organization to provide a consistent look and feel, while offering your own customers and site
visitors the ability to reference relevant articles.

Features:
@ The Hive’s Knowledge Base can be plugged into many web sites for external viewing site

visitors.

@ The Knowledge Base can be used to host articles that provide information with regards to
solutions to situations, frequently asked questions and support notes.

@ The Knowledge Base supports the ability to store and reference Key Words associated with
articles.

w The Knowledge Base contains special “contact” features that enables users to send an e-mail to
the original document creator for more information if necessary.

w Supports Category and/or Sub Categories, providing powerful searches on specific Category /
Sub-Category codes or Key Words or Phrases.

@ The Knowledge Base contains online reporting tools to track Knowledge Base at both the User
and Article creator levels.
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Knowledge Base

Global Mavigation =

Knowledge Base

5 h
T::::c & wards  Fhrase  Search
Category:IAII 'I Sub-Categony | All ~ Clear

Subject Category Last Modified
» Summary of FAG's FAQS 29 Apr 2004
» Client Telephone List Tech Suppert 29 Apr 2004
» Server basic infarmation Tech Support 29 Apr 2004

Show I 50 = l results

Total Humber of Articles in Knowledge Base: 2

@ QCS Online Ltd, Al Rights Reserved
For technical suppart, contact supporti@ghive.corm.

Pleaze read our Terms & Conditions and Privacy Policy,

The Hive

Menu
Main Menu
Sales
Marketing
Human Resources
Accounting
Section Five
Section Six

Section Seven

Tools
Calendar
Tasks
Contacts
Expenses

Newsletters

Knowledge Base

Show Knowledge Base
Add ta Knowledge Base
Maintain Categories
Knowledge Base Reports

Actions
4+ GoBack
B Print
+[J Exit

Sample Knowledge Base
Summary Screen.

The Hive
Systems Overview
June 2005
Page 8 of 21



THE HIY

S QUINTE COMPUTER
N SERVICES LTD.

Document Library

Never lose a file again. Posting files in the Document Library retains them for reference at any time.
The central location of documents eliminates having to send many emails and attachments to

users.

w Each Section has its own Document Library. Each Document Library is made of up 10 file

storage areas.

w Each Library has its own Category Codes, making it easier to locate a group of files in the
Library with a specific Category.

@ Move a file from one Library to another within the same Section.

@ Open up, print or download any file to your own PC.

@ Advanced user security secures each file storage area to authorized members.

ABC Company

Feports - Systerm

Categories |

Global Navigation = Sales

Hive Storage: 1.24 MB

: 148.76 MB

[7] Menu

New Upload Main Menu

Sales Home

In This Section

SwitchtoList View  Search For: | Ccategony: |4l -]  Search News and ¥iews

tem  Description

sales budget figures

Sales

Sales Reports

This docurnent containg samples and instruction
far creating all ofthe Sales Reparts an the system

Product Reperts

This docurnent containg information on how to
create the Product Reports on the system

Order Reports
Order Reports

Inventory Reports
This document containg instructions for Inventary

Reporting System

Download / File Information

annhual salessls
16 Apr 2004 , 10:01AN , 15K bytes
By Rob

sales reports doc
15 Apr 2004, 115540 , 201K bytes
By Rob

product reports.doc

15 Apr2004, 111340 , 139K bytes
By Rob

order repotts.doc

G Apr 2004, 10:00AM . 122K bytes
By Rob

inwentory reports systern.doc
27 Apr2004, 11:324M , 201K bytes
By: Rob

Cantrol Library Access

@ G5 Online Ltd, All Rights Reserved

For technical support, contact support@ahive com,
Please read our Terms & Conditions and Privacy Policy,

Actions

Document Library

Budgating Information
Reparts - System
Logos ete,

Library 4

Library 5

Library &

Library 7

Library &

Library 4

Library 10

Discussion Forum

Tools
Calendar
Tasks
Contacts
Expenses
Newsletters
Knowledge Base

Admin

BN BN BN BY BN

Actions
4+ Go Back
B Print
+[J Enit

Did You Know? Q
“ou can dovwnlead a

file from the Document
Library to your own PC by
clicking on the link.

Document Library Screen
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Expenses

You don’t have to wait until the end of your trip etc., to do your Expense Report. Keep up-to-date
with Expense entries while you are out of the office

» Using the Expense module of The Hive allows you to enter your expenses at the end of each
day, or as they occur and save Draft Expense Reports.

@ The system supports Standard Expense features plus Exchange Rates, detailed Hotel
information as well as mileage calculations.

w Expenses can be printed directly out of the system or generated as PDF’s for email.

ABC Company

Menu

Summary List of Expense
Your Expense Forms Main Menu ry P
Section Home FOl'mS

All of your expense forms will remain here until you delete them Create Expense Form |

In This Section
Purpose Status Expenses From E: To News and Yiews

Lunch with Sales Reps Submitted 16 Qct 2003 16 Qct 2003 Discussion Forum

Meeting with All-Round Co Draft 30 Qct 2003 31 Qct 2003
Tools
Calendar

@ QCS Cnline Ltd, Tasks
all Rights Reserved

Contacts
Expenses
Newsletters

Admin

Actions
4+ Go Back
Print
+J Exit

Did You Know? Q
“rou can sort though
wour expense forms by
clicking on the arrows.
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ABC Company

Menu
Expense Form Main Menu

Section Home
Purpose: IMeeting with All-Round Co Status: | Diraft VI

In This Section
Expenses From: |3D octzons B Expenses To: |31 octzonz B

News and Yiews
A t Allotted in Ad 0.o0 Exitl Sawve | Delete | Dane | Document Library

Discussion Forum

Payee: Type: IHDteI Bill 'l Tools
Description: Amount: ID-DU Ealenday
Task
Exchange: I'I_UUUU ==

Contacts

oo & ekl Spio | - Sample Expense Form

Newsletters

Date Type PayeeDistance Description Amount Admin
» 30 Oct 03 Breakfast Toronto Colony Hote! 10.00

» 30 Oct 03 Lunch Toranta Colony Hote! A0.00

v 30 Oct 03 Dinner Toronto Coiony Hotal Took clientto dinner 75.00 4+ GoBack
v 30 0ct 03 Lodging/Room Toronto Colony Hote! Accomodations 200.00 Print

» 30 Oct 03 MileagelGas My Vehicie Drive to Toronto and return - 350kms @ 0.35 122,80 *'] Exit

perkm

Actions

v 31 0ct03 Lunch Taranto Calany Hotel Taok dlientta Lunch B0.00

+ 31 Oct 03 Breakfast Toronto Colony Hotef 10.00 Did You Know ? 9

Total 537.50 “rou can change the
status of your farm

Less Cash Advance 0.00 whenever you wish.
Amount Due Me 52750

ﬂl Savel Deletel Donel

@ QS Online Lid,
all Rights Reserved
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Discussion Forum

Do you want input from other members?

The Discussion Forum allows users to communicate freely and anonymously.
@ Post your view on the Discussion Forum.

@ The Discussion Forum is a great way to ‘brainstorm’ with others, swap suggestions, helpful hints
etc. for other members of your team.

ABC Company

Menu

Discussion Forum Main Menu

Section Home

Discussion Forum Main
Page

MNew Topic | Searchl

In This Section

Topics Author Last Post News and Yiews

» Marketing of New Product Maureen Tripp 28 Oct 2003
Re: Marketing of Mew Product - (unread) Barhara Bailey 28 Oct 2003

Document Library

Discussion Forum

Collapse Threads Tools

Calendar

Tasks

© QCS Online Lid, Contacts
All Rights Reserved

Expenses
Newsletters

Admin

Actions
4+ Go Back
& Print
+J Exit
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Discussion Forum

ABC Company

0 Menu
Discussion Forum Section Home

Top|  MewTopic | Thread Yiew | Searchl Fravious | PMext In This Section

News and Yiews

Document Library
Marketing of New Product

Discussion Forum
Author: haureen Tripp

Date: 28 Oct 2003 11:31AM

What does everyone think of the new marketing strateqy of getting tne new Product infarmation out to Calendar
our custamers?

Tools

Tasks

Contacts H H H
Re: Marketing of New Product Discussion Forum Flat View of a

Expenses

Author: Barhara Bailsy Newsletters Discussion Topic

Date: 28 Oct 2003
I think that the ideas behind this presentation are really good. Actions

4+ GoBack
B Print
+[J Exit

I can hardly wait to start contacting rmy customers with this information package

Top MNew Topic Thread Yiew Search Previous | MNext

Reply To This Message

Your Hame: John Smith
Your E-Maik: [~ Maotify Me of Replies

Subject: |Re‘ Marketing of New Praduct

=

@ QTS Online Ltd.
&)l Rights Reserved
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The Calendar

Didn’t receive that email advising you about that meeting or seminar? Don’t miss

meetings, seminars, etc. that have been scheduled!

Use The Hive’s Calendar! This will keep you, and members with whom you share your Calendar, on
the same page.

Calendar Features:

w Share your Calendar with other users. Great for Admin Assistants, Managers, etc. Events can be
added to your Calendar while you are out of the office. Check your Calendar from wherever you
are to see what has been added!

w Want to schedule a meeting for your team? The Hive’'s Calendar lets you check members’

availability before setting up the Event.

w Post Events, share a document that is attached to the Event. Review Event Summaries to see

what is coming up in the next month.

@ Create Online Event Summary Reports, Export to spreadsheets, and PDF files.

ABC Company

Events Reporting

Glohal Nawvigation »

7]

Event Display: | EventList ¥|  view Tasks For: | Site Administrator =

Events From: |28 Sep 2003 &=
Events To:  [27 Nov 2003 B

Search For: Search In:

Label:

Category:

© spjeat © Dese. © Location | SeAMch | Beset

All 2
All h2

Start Date

Start Time End Date

End Time

Subject

28 0ct03
30 0ct02
31 Oct03
03 Moy 03
04 Niw 03
06 Now 03
11 Now 03
13 Mow 03
17 Niw 03
18 Niow 03
18 Now 03
19 Now 03
20 Now 03
25 Niow 03

09:004M
All Day
All Day
09:00AM
09:004M
03:00PM
09:00AM
10:004M
All Day
All Day
09:00AM
All Day
All Day
09:004M

28 0ct03

Download PDF Version

11:00FM

12:00FM
11:00FM
04:00FM
11:00FM
12:00FM

11:00FM

11:00FM

Delete |

Wieekly Sales Meeting
Meeting with All- Round Co.
Meeting with All-Round Co.
Manthly Sales Meeting
Wieekly Sales Meeting
Dr.'s appointrment

Wieekly Sales Meeting
Sampson Co

Sales Conference

Sales Caonference

Wieekly Sales Meeting
Sales Conference

Sales Conference

Wieekly Sales Meeting

Download Spreadsheet Version

@ QCS Online Ltd.
&l Rights Reserved

Section

Menu
Main Menu

Section Home

In This Section
News and Views
Document Library

Discussion Forum

Tools
Calendar

Calendar Snapshat
#dd/show Evert
Showe Vear
Shaw Month
Shaw Day
Events Reporting
Share Calendar
Export Calendar
Erase Calendar

Tasks

Contacts

Expenses

Newsletters

Admin

Actions
4 GoBack
Bl Print
[ Exit

Did You Know?

*You can narrew your

list of euents by choosing
a specific label

Event Summary List

The Hive
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Calendar SnapShot Features

Click on the Calendar module, and you will see the Calendar Snapshot. This screen gives you a
summary information about upcoming Events and Tasks. Each of these Summary areas are available
as options under the Calendar Module.

@ View and/or Edit another Member’s Calendar
If a member has given you permission to View and Edit their calendar, you may Add Events to their
Calendar, as well as Add Tasks to that member’s Calendar. A great feature to allow assistants or
organizers to manage other people’s schedules.

@ Upcoming Events
This is a Summary List for the upcoming 7 days of Events that are scheduled.

@ Upcoming Tasks
This is a Summary List for the upcoming 7 days of Tasks that coming due.

ABC Company Section

Menu
\Welcome to Your Calendar! Main Menu

Section Home

Calendar Snapshot Screen

Time Zone View Calendar For:

IGMT -05:00 LS /Canada Eastern j ISltB Administratar x In This Section

News and Yiews

Upcoming Events B Tentative [ Busy  [] Out of Dffice 4 October 2003 P P —

Su Mo Tu We Th Fr Sa Discussion Forum

Start Date Start Time Subject o1 o3
28 Oct03  09:00AM  Veekly Sales Meeting

Tools

30 0ct03 Al Day Meeting with All-Round Ca. Calendar

a1 octnd Al Day hieeting with All-Round Co Calendar Snapshot
AddfShow Event
03 Wov 03 09:00AM  Monthly Sales Meeting - Show fear

Shaw Month
04 Mov 03 09:00AM  Wieekly Sales Meeting Show Day

Events Reparting
Add Event | Share Calendar
Upcoming Tasks Bt iy

Erase Calendar

Tasks
Contacts

Due Date  Subject
[T 290ct03 Prepare for meeting with All-Round

Expenses
[T D3Mov03 Frepare for onthly Sales meeting

Newsletters

Admin
Delete Mark Done Mew Task

Actions

Go Back
@ QS Online Ltd, + Go Badl
&l Rights Reserved B print

+J Exit

Did You Know? (;
This sereen shows

vou the events and tass
forthe nextsewen days.
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Tasks

The Task module is where you can keep track of your “To Do’s” and update the progress of a Task.
Check out and update the progress of each Task that you have on your list.

o Features of Tasks

Quickly Review Status of Tasks.

Create Reports from Tasks based on specific selection criteria.
Download a PDF or Spreadsheet version of your Tasks to your PC.
Share Tasks with other members.

Import Tasks.

Erase Tasks.

g a g4 4 8

ABC Company
9 Menu

Show All Tasks Task Display: | 5165 7] Wiew Tasks Far:| Site Administraior v] WL

Section Home
Tasks From: I = Status: All -
asks From: |31 Oct 2003 In This Section
Tasks To:  [30 Dec 2003 = Categony: | Al i News and Yiews

Document Library
Search Fur:l Searchin: © Subject ¢ il Info { Company = S8arch | Resetl S ———— Future Tasks Screen

Due Date Subject Status % Complete

Tools

03 Mov 2003 Prepare for Monthly Sales Meeting I Mot Started j % Calendar

04 Mow 2003 Prepare for meeting vwith A1-Round |In Progress j kS lasks

Tasks Reporting
14 blov 2003 Prepare for Sales Conference I Mot Started j % AddfShow Task.
Share Tasks

Erase Tasks
Delete Mark Done | Updatel Add Task | Contacts

Expenses
Download PDF Version Spr: Yersion Newsletters

Admin

@ QS Online Lid,
&l Rights Reserved Actions
4+ GoBack

& Print

*J Exnit

Did You Know? Q
Tasks which are

overdue are marked late
and camy owerto the nest
day. Find out more.
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Contacts

The Contacts module contains the list of people that you are regularly in contact with. Contacts may be
Global, meaning everyone sees this list, or Personal, meaning they are your own private names that
only you see on your Contact List.

e Features of Contacts
w Create your own custom Contact list using specific search criteria.
Able to send emails to Contacts from The Hive.

@ Contact List interacts with the Newsletters and the Promotions modules to set up Recipient
Groups.

@ Import Contacts.
@ Export Contacts.

g

ABC Company

Menu
Contacts Main Menu

Section Home

show: (" p | Al Contact Cat Al - Search A
antacts oo [searh | 1n This Section Sample Contacts Summary List
SE"":hF""I & allFields € LastName © FistName © Company Add New | News and Yiews

Document Library

Discussion Forum
Last Hame Firet Hame Company

Phone Humber Email
v v v Tool
Bailey Batbara ABC Company =2 ou’s
. Calendar
Bell Canada Cisto Cisto Routers - Bell 1 800-267-5267 i |

Tasks
Bell Canada DEL Bell Canada DSL Technical Supp.. 1 800-565-0567

Bell Canada T1 Bell Canada T1 Support 1 B00-267-9502
Srnith John ABC Compary

Contacts

Show Contacts
Add Contact
Export Contacts

Show |50 ~| results Expenses
Newsletters

Admin

@ QCS Online Ltd.
21l Rights Reserved

Actions
4— GoBack
& Print
*J Enit
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Newsletters

Create Newsletters to send to clients and keep them up to date on Company Events, Seminars, Sales
Promotions, etc. Save costly mailing expenses, return of newsletters due to incorrect addresses, etc.

o Features of Newsletters
@ Choose from the Newsletter Templates to create your Newsletter.
w Textand images and url’s can be included Newsletters.
@ Able to have more than one story as part of the Newsletter.
w View the Newsletter before distributing it.

@ Create your own Recipient Group from the Contacts to send the Newsletter to.

ABC Company Section

7] Menu

Choose a Newsletter Template Main Menu

Section Home

You can use one of the ternplates below as a starting point for your Newsletter. Add or delete stories and
images from these templates as you see fit

I This Section Newsletter Templates available
News and Views for easy creation of Newsletters

Three Stories With PO ey

an Image
The image in this template
is associated with the first
rnain story.

Three Stories

A simple template
containing three stories
without sidehars or
images

Discussion Forum

Tools

Calendar
Tasks

Contacts

Sidebar With an Expenses

Image Newsletters

The image in thiz template [
is associated with the Add/Edit Nawslatter

sidebar stary Send Mawslatter
Maintain Recipient Groups
Eissign Users

Two Stories With a
Sidebar

A gidebaris a smaller
stary which appears on the
right side ofthe page ina
shaded bax

| | o)

Admin

Actions
4+ GoBack
Print
+J Exnit

@ QCS Online Ltd,
Al Rights Reserved
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Newsletters

ABC Company

Newsletters

Newsletter Second Edition
Mumber of Stories: 1

What's the Buzz About The Hive?
Mumhber of Staries: 1

Newsletter First Edition
MWumber of Stories: 2

F Show
F show

/ Show

Global Navigation =

Add a Newsletter |

31 Oct 03
il Delete

29 Oct 03
1l Delete

29 5ep 03
il Delete

@ QTS Online Ltd,
Al Rights Reserved

ABC Company

ABC Company

What's the Buzz About The Hive?

Global Mavigation =

29 Oct 2003

Get Connected to The Hive

Do you want everyone on the same page?

Do you want up-to-date information, news, calendar and tasks at your fingerips?

The Hive is just what you are looking for.

THE
Interactive Online
Community

@ Q2S5 Online Lid,
All Rights Reserved

Section

Menu

Section Home

In This Section
News and Yiews
Document Library

Discussion Forum

Tools

Sample of Newsletters
Summary List

Calendar
Tasks
Contacts
Expenses
Newsletters

Add/Edit Mewsletter
Send Mewsletter
Maintain Recipient Groups

Actions
4 GoBack
El Print
*[J Ewit

Section

Menu

Section Home

In This Section
News and Yiews
Document Library
Discussion Forum sam ple Of a Newsletter

Tools
Calendar
Tasks
Contacts
Expenses
Mewsletters

Add/Edit Mewsletter
Send Mewsletter
Maintsin Recipient Groups

Actions
4 GoBack
Print
+J Exit
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Admin Module

Only members with Administration privileges have access to this area.
e Features of Admin Module

@ Add/ Edit Users.

w Set up Document Library access for Users.

w Make changes to Welcome Page.

@ Rename Sections to be meaningful to your company structure.

@ Customization of Calendar Categories and Labels and Contact Categories.

Global Mavigation hd Administration

Menu
Admin Menu Main Menu
Admin Menu
Add User Add User

Set up new User Profiles and Access Privileges Search/Edit Users

Rename Sections

N Assign Administrators Ad min Men u Scree n
Search/Edit Users
System Setup
Change information, reset pasawords, change Access
Frivilages

Actions

Rename Sections - EmlE:
Print
+J Exit

Choose section names to mateh your erganization

Assign Administrators

System Setup

Rename sections, customize Calendar and Contacts

@ QCS Online Lid,
All Rights Reserved
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Features Available When Setting Up New Users:

Only Members with Superuser privileges have access to this area.
The User Profile contains the basic information for the User which is:

Login Name

Password

Email

Time Zone

Which Daylight Savings rule that applies to the User.

Add to Contacts? Check this box to automatically add the member to the Contacts List.

g 8 49 4d 4 8

The Choose Section Access for the User defines the Access Level for each Section of The Hive. The
User may have the following Access choices from each Section drop down box:

¢ Administrator of a Section: Perform administrative functions in the Section.
e Yes: The User has access to the Section.
¢ No: The User does not have access to the Section.

The Advanced Security section determines the days and times that members may have access to The
Hive.
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