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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 

 
Features 

 
 
Section(s) Home Pages 

 
¬ 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 

 
 
 
Calendar 
 

 
¬ 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 
 

 
 
Tasks 

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

Tasks 
 

 
 
 
Knowledge Base 
 

 
¬ 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 
 

 
 
Contacts 

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

 
 
 
Expenses 

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

 
 
 
Newsletters 

 
¬ 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 
¬ News 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 
 

 
¬ An online 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.  
• Short Intro Summary of Welcome Page 

 
• News Links – the most current 4 News & Views posted to The Hive 

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

 
• 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 

 
• Upcoming Tasks Links Display of the next 7 days assigned tasks 

 
• On Line Help Available on every page of The Hive 

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

 
 
 
 
 
 
 
Section Page 
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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.  
 

ϖ Posting News to The Hive eliminates emails being sent to all employees. 
 

ϖ Everything is centrally located on The Hive and easy to access. 
 

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

 
 
 
News and Views Summary Page 
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News & Views 
 
 
 

 
 
 
 
Sample News Story 
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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: 
 
 

ϖ The Hive’s Knowledge Base can be plugged into many web sites for external viewing site 
visitors. 

 
ϖ The Knowledge Base can be used to host articles that provide information with regards to 

solutions to situations, frequently asked questions and support notes. 
 

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

 
ϖ 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. 
 

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

 
ϖ 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 
 
 
 

 
 
 
Sample Knowledge Base 
Summary Screen. 
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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. 
 

ϖ Each Section has its own Document Library. Each Document Library is made of up 10 file 
storage areas. 

 
ϖ Each Library has its own Category Codes, making it easier to locate a group of files in the 

Library with a specific Category. 
 

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

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

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

 
 
 
 
 
 
 
 
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 
 

ϖ 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. 

 
ϖ The system supports Standard Expense features plus Exchange Rates, detailed Hotel 

information as well as mileage calculations. 
 

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

 
 
Summary List of Expense 
Forms 
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Sample Expense Form 
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Discussion Forum 
 
Do you want input from other members? 
 
The Discussion Forum allows users to communicate freely and anonymously. 
 

ϖ Post your view on the Discussion Forum. 
 

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

 
 
Discussion Forum Main 
Page 
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Discussion Forum 
 

 
 
 
 
 
 
 
 
 
Discussion Forum Flat View of a 
Discussion Topic 
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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: 

ϖ 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! 

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

availability before setting up the Event. 
 

ϖ Post Events, share a document that is attached to the Event. Review Event Summaries to see 
what is coming up in the next month. 

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

 
 
 
 
 
 
Event Summary List 
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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.  
 

ϖ 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. 
 

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

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

 
 
 
Calendar Snapshot Screen 
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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. 
 
• Features of Tasks 

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

 
 
 
 
 
 
 
 
Future Tasks Screen 
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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. 
 
• Features of Contacts 
ϖ Create your own custom Contact list using specific search criteria. 
ϖ Able to send emails to Contacts from The Hive. 
ϖ Contact List interacts with the Newsletters and the Promotions modules to set up Recipient 

Groups. 
ϖ Import Contacts. 
ϖ Export Contacts. 

 
 
 

 
 
 
 
Sample Contacts Summary List 
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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. 
 
• Features of Newsletters 

 
ϖ Choose from the Newsletter Templates to create your Newsletter. 

 
ϖ Text and images and url’s can be included Newsletters. 

 
ϖ Able to have more than one story as part of the Newsletter. 

 
ϖ View the Newsletter before distributing it. 

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

 
 
 
 
 
Newsletter Templates available 
for easy creation of Newsletters 
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Newsletters 
 

  
 
 
 
 
 
 
 
Sample of Newsletters 
Summary List 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Sample of a Newsletter 
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Admin Module 
Only members with Administration privileges have access to this area. 
 
• Features of Admin Module 

 
ϖ Add / Edit Users. 

 
ϖ Set up Document Library access for Users. 

 
ϖ Make changes to Welcome Page. 

 
ϖ Rename Sections to be meaningful to your company structure. 

 
ϖ Customization of Calendar Categories and Labels and Contact Categories.  

 
 
 

 
 
 
 
 
 
Admin Menu Screen 
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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: 
 

ϖ Login Name 
ϖ Password 
ϖ Email 
ϖ Time Zone 
ϖ Which Daylight Savings rule that applies to the User. 
ϖ Add to Contacts? Check this box to automatically add the member to the Contacts List. 

 
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. 
• 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. 

 
 
 
 
 
 
Maintain User Screen 


