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LA Employee’s Guide to Webocrat
System

This guide will give you the basic information of using the Webocrat
System. The purpose of this guide is to give you short presentation to
Webocrat and to work as a reference guide whenever you need assist-
ance with specific features of Webocrat.

Note, that this is a general Webocrat guide. Webocrat implementations
may have a different look’'n’feel and also different funtionality. Always
use the localised and customised version of the user guide if possible.
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1 Introduction

Click on one of the links from the navigation menu (on the left) to scroll
down to the more detailed documentation that is available below.

The following user guide is aimed at three users:

» the system administrator — can view all of the system and create the
ontology.

e discussion forum moderator —can only view the discussion forums.

e system publisher — can publish forums, pollings and articles.

The system administrator has access to the whole system. They can view
the System Settings, Users, Categories, Articles, Forums, Pollings, Mes-
sages, Submissions, Forms, Web Resources and Tenders.

The discussion forum moderator can only view the forum details.

The system publisher publishesthe Articles, Forums, Pollings, M essaging,
Submissions, Forms, Web Links and Tenders.

Introduction:
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2 Load Up Home Page
To load up Webocrat home page, follow the steps below:

Step 1: From your Desktop double click on your web browser icon for
example Mozilla or Internet Explorer (see Figure 1). If theicon is
not on your desktop look for the icon through your Start menu.

® €

Mozilla Internet
Explarer

Figure 1: Mozilla and Internet Explorer icons

Step 2: In the Address Bar (Figure 2) type in: <your web site address>/
webocracy/admin.

Step 3: Pressthe ENTER key or click 0N . searen|.

I )%; v wolFarum. arghwebacracyd adrmin _'J

Figure 2: Mozilla's Address Bar

The Admin login box is displayed (see Figure 3).

admin login

user I
password I
e |

Figure 3: Admin Login Box.

Step 4: Enter your username and password.

Step 5: Click on [Lazn] .
The system administration homepage is displayed (see Figure 4).

The discussion forum moderator homepage is displayed in Figure 5. The
discussion forum topics are displayed.

The system publisher homepage is displayed in Figure 6.

Load Up Home Page: 7
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8% Webocrat Administration - Mozilla

grgﬁlle Edit  Wiew Go Bockmarks Tools  Window  Help

LA Employee’s Guide

=10l

4. 2

vgg I\& http:fjdev, webocrat,orgfebocratiadminfindes:. jsp j Q_Searchl ;:it -
rin|

Back Forward Reload  Stop

v '_ﬁHUms‘ V&Euukmarks o The Mozila Organiza... 4 Latest Builds

Z5System Settings
» Database Info
= Search Settings
» Ontology Settings

= Watch Do
bUsers
bCateqgories
b Articles
bForums
Ppollings
bMessages
b Submissions
bEarms
bWeb Resources

bTenders

* Association Statitics

Publishing and Administration

Global settings

Logout

Categories

|Database information

Database information
Database Properties
MName:

Yersion:

JDBEC Driver Properties
Driver:
Connection URL:

Caonnection username:

Database Capabilities
Supports transactions?

Supports multiple connections? Yes

1z in read-only mode?

MySoL
3.23,57

Mark Matthews' MySQL Driver, version 2,0.14
jdbc:mysql: //localhost/webocrat
root

Yes

Mo

% & 2 @ @ |

-l

Figure 4: Administration homepage

Across the top of the homepage are two tabs labelled as. Global Settings
and Categories. The homepage automatically displays the Global Settings

folder.

The Global Settings tab contains eleven main category linkswhich aredis-
played down theleft hand side of the homepage and are labelled as: System

Settings, Users, Cateqories, Articles, Forums, Pollings, Messages, Submissions,

Forms, Web Resources and Tenders.

The Categories tab (acrossthe top of the homepage) and the Categories link
(down the left hand side of the homepage) display identical information.

Load Up Home Page:
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8% Webocrat Administration - Mozilla
Y Flle Edit “iew Go Bookmarks Tools  Window Help
lﬁ( k4 e o] ;%}E I& http:ffdev.webocrat.orgfwebocr atfadminfindex. jsp j 2 _Search ;—ﬁ
| 7%Home | ‘whBookmarks 2 The Mozila Crgariza... 2 Latest Builds
Bublishing and Administration Logout
ZEOrums -]
Forums 1 - 10 (17) |
* Summary
& Content
. show |10 | forums per page Mext 7 »
ID: Forum name L
Threads / Messages
Desciption
5: Making a Healthy City
Modified Date: 12:18:35, Wednesday, November 12, 2003
Threads/Messages: 4/ 14
What wowid you do to improve the health of Wolverhampton?
Content
2: How would you change wolverhampton?
Modified Date: 15:46:37, Friday, October 24, 2003
Threads/Messages: 14 / 60
What would you like to changed in Wolverhampton?
Content =
& 2 F & | =l

Figure 5: Discussion forum moderator homepage

Across the top of the publisher homepage are seven tabs labelled as: Arti-
cles, Forums, Pollings, Messaging, Submissions, Web Links and Tenders.

[B% Webocrat Administration - Mozilla =10 5[
Y File Edit Wew Go Bookmarks Tools Window Help
- e = 4
. o - e e S%u% I& http:f/dew webocrat  orgfWebocrat/adminjindes. jsp j é_Search et -
' ﬂHome‘ ,,!Eookmarls # The Mozila Organiza... 2 Latest Builds
Publishing and Administration Logout
Zarticles -]
artictes 1 - 10 ¢ass5)
® Summary
* Create
e wiew |10 'I articles per page Mext 10 »
= Edit Properties Rerpag
- Beingwe 1D : Title
Subtitle L
Leadin
368 : Hospital Welcomes New Books from Central Supply
Patients at the children's ward at Mew Cross will be swapping their worn out books for an up to
date read thanks to a brand new partnership between the Royal Wolverhampton Hospitals Trust
and Central Library.
Properties | Permissions | Associations | Remowve
367 : Lighting Up the Countodwn to Christmas
Residents in Wolverhampton can get 'switched on' to Christmas next week with the official
ceremony to light up the City Centre.
Properties | Permissions | Associations | Remove
=l
ﬂ}ﬁ&ﬂ\_&@d’]lmna '@Eé

Figure 6: System Publisher homepage

Sections 3, 5 and 6 apply to the system administrator only.

Load Up Home Page: 9
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3 System Settings (System Administrator)
Step 1: If not already displayed click on the Global Settings tab.
Step 2: Click on System Settings (see Figure 7).

bSystem Settings
blUsers

bCateqories
b articles

bForums

bPollings

bMessages
bSubmissions

FFarms
bWebh Resources
b Tenders

Figure 7: System Settings link selected

3.1 Database Information

Step 1: Click on the Database Info link (see Figure 8) (unless it is
already displayed).

ZSystem Settings
s Database Info

Search
settings

. Ontology
settings

Association
statitics

» Watch Dog
Figure 8: Database Info link selected

The Database Info page holds information about the database consisting of
its properties (Name and Version), the JDBC Driver Properties (Driver,
Connection, URL and Connection username) and the database capabilities.

3.2 Search Settings

Step 1: Click on the System Settings link.

Step 2: Click on the Search Settings link (see Figure 3.3).

wSystem Settings
s Database Info

. Search
Settings

. Ontology
Settings

. Association
Statitics

= Watch Dog

10 System Settings (System Administrator): Database Information
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Figure 9: Search Settings link selected.

The Search Settings page adds new resources into the searchable resource
database. How often this takes place can be controlled by adjusting the re-
fresh interval and clicking on the UPDATE button.

3.3 Ontology Settings

Step 1: Click on the System Settings link.

Step 2: Click on the Ontology Settings link (see Figure 10).

wSystem Settings
» Database Info

Search
Settings

. Cntology
Settings

. Association
Statitics

s Watch Do
Figure 10: Ontology Settings link selected.

The Ontology Settings page controls how often the ontology reloads from
the ontology server. Thiscan be controlled by adjusting the refresh interval
and clicking on UPDATE.

To reload the ontology from the server click on __ Reloed ontology bow |,

3.4 Association Statistics

Step 1: Click on the System Settings link.

Step 2: Click on the Association Statistics link (see Figure 11).

System Settings (System Administrator): Ontology Settings 11
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ZSystem Settings
» Database Info

. Search
setfings

. Ontology
Setfings

. Association
Statitics

» Watch Dog
Figure 11: Association Statistics link selected

Thisshowsall the themes and indicates the number of documentslinked to
each theme.

3.5 Watch Dog

Step 1: Click on the Systems Settings link.
Step 2: Click on the Watch Dog link (see Figure 12).

=System Settings
» Database Info

. Search
Settings

Cntology
Settings

. Association
Statitics

s Watch Dog
Figure 12: Watch Dog link selected

Thisisresponsible for updating the submission processing states and han-
dles any new replies.

12 System Settings (System Administrator): Watch Dog
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4 Listing the Items Options

When clicking on the Users, Categories, Articles, Forums, Pollings, Messages,
Forms, Web Resources Or Tenders link there is an option available (see Fig-
ure 13) which allows you to decide how many User's for example can be
viewed per page.

show |10 x| users per page

Figure 13: Icon to select how many users can be viewed per page

Step 1: Click on and a list becomes available (see Figure 14). This
comprises of alist of options, which allows you to decide how many
items (i.e. Users, Categories, Articles, Forums, Pollings, Messages,
Forms, Web Resources and Tenders) can be viewed per page. The
options available are: 10, 20, 30 and 50.

Figure 14: List to select how many items can be viewed per page

Step 2: Click on the preferred number.

Step 3: Also on the right hand side of the screen thereisalink labelled
Next (see Figure 15). Click on this to view other items on the next
page. Likewise when on the next page to go back to the previous
page click on the Previous link (see Figure 16).

Hext 1 »

Figure 15: Link to view other User's

« Previous 10

Figure 16: Link to view Previous User's

Listing the Items Options: Watch Dog 13
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14

5 Users (System Administrator)

Step 1: Click on the Users link (see Figure 7). The User Summary page

isdisplayed (see Figure 17).

¥ webocrat Administration - Mozilla b 131

;Eila Edt Wiew Go Bookmarks Tools  Window  Help |

. | =4
&ﬁ7< - Fo%rd R:%d 5%5; I& http:/fdew webacrat.orgfiebacrat /adminfindesx:. jsp j éﬁearth o -

' ﬂ'HDme| ..,!Bookmarks & The Mozila Organiza.., #2Latest Builds

Publishing and Administration Logout

bSystem Settings

[users 1- 10 (14)

ZUsers
= User Summary
show |10 'I USErs per page Nest 4 »

* Passwords
s Create User

* Remove User ID:Username _
Mame

* Roles Email
bCategories
b articles
bForums 15: leeds
bPollings Narme:
b Email: none

Messages Roles | Remove

b Submissions
bForms

bWeb Resources 14: moderator

bTenders Marne:
Ernail: none
Roles | Remove
=]
G Eb <2 Ed B | -l

Figure 17: User Summary page

5.1 User Summary

The User Summary page displays the User's ID, Name and their Email ad-
dress. The summary page also contains two links. Roles and Remove,
which are explained in more detail in this section.

5.1.1 Assign/Delete User Roles

If you click on the Roles link below the users email address (see Figure 18)
apage containing the rolesfor that particular user are shown. Displayed on
this page are two boxes labelled as: Roles and Assigned Roles (see Figure
19).

Email:
REoles | Eemove

Figure 18: Roles for a user

Users (System Administrator): User Summary
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-'i# Webocrat Administration - Mozilla . Dlﬂ

grgﬁle Edit Wew Go Bookmarks Tools Window Help

(4.2 3 & @w - : < - [
S L Reoad 5o I& http:/fdev. webocrat.orgfwebocratiadminfindes:. jsp J&ml o,

' _’."‘Hnma‘ .,!Bnnkmarks o The Mozila Organiza,.. 4 Latest Buids

Bublishing and Administration Logout

Global settings Categories

bSystem Settings

User Roles For: mike

ZUsers

- Ll SISy Rolgs: Assigned roles:

* Passwords administrator ;I guest ;I

s Create User guest registerad user

registered user

* Remove User publisher

s Roles moderatar
bCategories Gouncillar

N Chief Executive Office

b articles
bForums
bPollings =zl e =
bMessages Close |

b Submissions
bForms

bieb Resources
bTenders

b &L 2 B8 & | =
Figure 19: User Roles page

The roles are: Administrator, Guest, Registered User, Publisher and Mod-
erator.

If you wish to assign a new role for a particular user click on the desired
role in the Roles box and click on »|.

If you wish to delete arole from auser click on the role you wish to delete
in the Assigned Roles box and click on _«].

When the roles have been assigned correctly click on _Sese |,

5.2 Change a Password

Step 1: Click on the Users link (see Figure 7).

Step 2: Click on the Passwords link (see Figure 20).

Zlsers
e User Summary
s Passwords
s Create User
s Remove User
= Roles
Figure 20: Password link selected

The Change Password page is displayed and this is where the pass-
words can be changed.

Step 3: Enter the required information: admin password (i.e. current
password), username of person to change, new password, and con-
firm new password in the appropriate input boxes.

Users (System Administrator): Change a Password 15
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Step 4: When all the above details have been entered click on

Change Password | .

5.3 Create a User

Step 1: Click on the Users link (see Figure 7).
Step 2: Click on the Create User link (see Figure 21).

ZUsers
s Llser Summar
® Passwords
s Create Lser
s Remove Lser
s Roles
Figure 21: Create User link selected

The page to create a user is displayed. Enter the following informa-
tion in the relevant input boxes: First Name (optional), Last Name
(optional), Email, Username and Password (t0 be entered two
times).

Step 3: The username entered can be the email address entered. If this
isthe caseclick in the use email box ¢ I~ use emai) elseleaveit blank.

Step 4: When all the above information has been entered click on

Create User |

Step 5: If the password no longer needs to be changed click on _Caneel

Step 6: When aUser is created the roles Registered User and Guest are
automatically assigned. To change these or add new roles go to Sec-
tion5.1.1.

5.4 View/Create Roles

Step 1: Click on the Users link (see Figure 7).

Step 2: Click on the Roles link (see Figure 22).

wlsers
s |Jser Summar
* Passwords
e Create User
s Remove Lser
» Roles

Figure 22: Roles link selected

A list of the Roles is displayed consisting of the Roles Name and a
Description.

Step 3: To create aroleclick on _ creaeNewFole.. |

16 Users (System Administrator): Create a User
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Step 4: The create roles page is displayed, here enter the new roles
information in the relevant input boxes: Name and Description.

Step 5. When the above information has been entered click on

Create Role |

Step 6: If the role no longer needs to be created click on _Cancel |,

Users (System Administrator): View/Create Roles 17
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6 Categories (System Administrator)

Step 1: Click on the Categories tab. Or click on the Categories link from
the Global Settings tab (see Figure 7). The Web Categories page is
displayed (see Figure 23).

-'i# Webocrat Administration - Mozilla s Dlﬂ

' File Edit Wew Go Bookmarks Tools  Window  Help ‘

@ ‘ i = 4 m

BﬁT« = Fuﬁ‘;rd Rt,%d S%% I& http:ffdev . webocrat,org\Webocrat/adminjindes:. jsp j & search gt b

' ﬂHome| JBookmarks # The Mozila Organiza... 4 Latest Builds

Bublishing and Administration Logout
Global settings Categaries

bSystem Settings

busers [web Gategories 1 - 10 (231) =
NI show Iﬂ categories per page Next 10 »
* Summar et 22
© Create ID: Category name
= Edit Properties Desciption
* Remaove
e 2 2: WEBOCRAT 1]
PForums
bPollings Properties | Associations | Remove
bMessages
b Submissions 200: Business
bEorms

Properties | Associations | Remove

bWeb Resources

bTenders 201: Community and Living

Properties | Associations | Remove

202: Education and Learning LI
G b N2 E3 o | Fo-lar

Figure 23: Web Categories page displayed

The Web Categories page is displayed showing the Category name and be-
low the name are three links: Properties, Associations and Remove.

6.1 Category Summary
When the Categories link or tab is selected the Category Summary pageis

displayed.
6.1.1 Remove

6.1.2 Properties

6.1.3 Association

6.2 Create

Step 1: Click on the Categories link (see Figure 7).
Step 2: Click on the Create link (see Figure 24).

Categories (System Administrator): Category Summary
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F_ategories
o Summary
e Create

o Edit Properties
s Remove
Figure 24: Create link selected

Step 3: The create category pageis displayed (see Figure 25). To create
a Category enter the following information: Category Name and the
Category Description (optional). Above the Category Description
input box is atext editor where the text style can be changed.

-'i# Webocrat Administration - Mozilla I Dlﬂ
' File Edt “iew Go Bookmarks Tools indow  Help ‘
- ‘ ; = .

Eaick Fnﬁrd R:%d S%% I\& http:fjdev.webocrat. orgfwebocrat/admin/index. jsp J A _Search ot

- _’."‘Hnma| .,!Bnnkmarks # The Mozila Organiza... 4 Latest Bulds

Bublishing and Administration Logout

Global settings Categaries

bSystem Settings -
DU ‘Web Categories : Create Category

ZCateqgaries Category name:
® Sufnmar

= (e Categary description : {optional}:

* Edit Properties [ arial =1t =l[Headngt =] B 7 U | 8§ = x* By } B o o
© LEHmE [E===|ssFEhals]—=000 (@ 20

b Articles

bForums
b Pollings e
bMessages
P Submissions Path: body

bForms

bieb Resources Parents: Childs: (optionaly:

bTenders =

o I_'i

B O B | =l
Figure 25: Create category page

Step 4: Scroll down the page to the Choose Categories section. Decide
which categories require to be added as a Parent and which ones as
aChild.

Step 5: Once decided about the Parent and Child categories click on the
category name. Depending on whether you want to add the category

asaparent/child click on __Addas parent |or addaccnid |,

Step 6: If aparent or child needs to be removed from a category below
the category description box are two more boxes. Click on the Par-
ent or Child category that needs to be removed then click on

Remaowe

Categories (System Administrator): Create 19
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7 Articles

step 1: Click on the Articles link or tab. If logged on as the system
administrator the Articles summary page is displayed as in Figure
26 but the layout of the system publisher page is dightly different
(see Figure 6).

B¢ webocrat Administration - Mozilla 3 — 13l x|

Ele Edt Miew Go Bookmarks Tools indow Help ‘

4.2 .3 @ ‘ . 5
S - e Rooad  Stop I\&. http:fjdev.webocrat, orgfWebocrat /admin/index. jsp j éSearch et -

' _’.‘}Home| .,!Bookmarks # The Mozila Organiza... 4 Latest Bulds

Publishing and Administration Logout

Global settings Categories

bSystem Settings

[Articles 1 - 10 (a55) =

blsers
bCategories .
hriEEs view |10 =| articles per page MNext 10 »
* Summar 1D : Title
* Create Subtitle ||
« Edit Properties Leadin
* Remove
bFarums 368 : Hospital Welcomes New Books from Central Supply
bPollings Patients at the children's ward at New Cross will be swapping their worn out books for an up to
bMessages date read thanks to a brand new partnership between the Royal Walverhampton Haospitals Trust

and Central Library.

b Submissions Properties | Permissions | Associations | Remowve

bForms

bweb Resources 367 : Lighting Up the Countodwn to Christmas

bTenders
Residents in Wolverhampton can get 'switched on' to Christmas next week with the official
cerermony to light up the City Centre,
Properties | Permissions | Associations | Remowe
B & 2 B B | -

Figure 26: Articles summary page

7.1 Articles Summary
The Articles summary page shows the Article Title, Subtitle and Leadin.

7.1.1 Remove

7.1.2 Properties

7.1.3 Association

7.1.4 Permission

7.2 Create

Step 1: Click on the Articles link or tab.

Step 2: Click on the Create link (see Figure 27).

20 Articles: Articles Summary
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Zarticles
& Summar:
e Create
e Edit Properties
* Remove

Figure 27: “Create Article” link selected

Step 3: The Articles Create page is displayed. To create an Article the
information that needs to be entered is. Title, Subtitle, Picturefile,
Leadin, Article Body and Attachment file. The information for the
items with an asterisk by their side must be entered.

Next to the Picturefile input box is a Browse icon. To insert an
image click on the browse icon and locate to where the picture is
then click on open.

If there are files you wish to attach to the article click on browse
next to the attachementfile input box. L ocate to where thefileis and
click on open.

Enter the above information.

Step 4: When all the above information has been entered click on

Create... |

Step 5: If you no longer need to create an Article click on _cancel |.

Step 6: The Associations Link Resource page is now displayed. Go to
Section 17.

Step 7: For Permissions go to Section 18.

Articles: Create 21
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8 Forums

step 1: Click on the Forums link or tab. If logged on as the system
administrator the Forums summary page is displayed as in Figure
28 but the layout of the system publisher and the discussion forum
moderator pages are sightly different (see Figure 5).

[Hf webocrat Administration - Mozilla — 13l x|
_‘EEiIs Edit  View Go Bookmarks Tools  Window  Help ‘

, | <
B?CTQ % Fo:%;rd P:%d S%E I& http:ffdev. webocrat.orgfwebocrat/adminfinde:s. jsp j é‘Searth et -

- ﬂHnma‘ Jﬁﬂﬂkmarks ¥ The Mozila Organiza... 4 Latest Bulds

Bublishing and Administration Logout

Global settings

bSystem Settings |
BlUsers Forums 1 - 10 {17}
bCategories
__q_ show I]D ¥| forums per page Mext 7 »
b articles
ZEQrums ID: Forum name 1
* SUMMary Threads / Messages
« Croate Desciption
» Edit Properties
O e 5: WMaking a Healthy City
* Content Modified Date: 12:18:35, Wednesday, November 12, 2003
bpollings Threads/Messages: 4/ 14
rofings What would you do to improve the health of Wolverhampton?
PMessages Content

b Submissions

PForms

bWeb Resources 2: How would you change Wolverhampton?

b Tenders Modified Date: 15:46:37, Friday, October 24, 2003
Threads/Messages: 14/ 60
What would vou fike to changed in Wolverhampton?
Content =

S &b 2 (3 @ | -l
Figure 28: Forums Summary Page

8.1 Forums Summary

The forum is where discussions on related topics take place. The Forum
Summary page displays the Forum Name, Threads/M essages and the De-
scription.

8.1.1 Content

Step 1: To view the content of a Forum click on the Content link below
the forum you require from the Summary page (see Figure 29).

Content
Figure 29: Content link

Step 2: Alternatively, click on the Content link (see Figure 30). Click on
=l and select the forum you require from the drop down menu list.

Click on Farum Content.. |,

22 Forums: Forums Summary
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wEorums
o Surmmary
s Create
» Edit Properties
* Remove
s Content
Figure 30: Content link

Step 3: The forum content page is displayed showing the threads for
that particular forum. The threads topic name, the number of replies
and the date it was last modified are displayed. Click on the topic
name to obtain afull description.

-'i# Webocrat Administration - Mozilla =10 5[
# Fle Edt Wiew Go Bookmarks Tools  Window  Help |

BﬁT« hd Fu%;rd R:%d S%u% I& http:)fdey weebocrat orgfWebocrat/adminjindes:. jsp j & search T %

' ﬂHome‘ ,,!Eookmarls .‘The Mazilla Organiza... .‘LatestBul\ds

Publishing and Administration Logout

Global settings Categories

bSystem Settings
|Furums : Manage Forum Content

bUsers
PCateqories
b Articles show [10 =] threads per page
=Forurms Topic

® SUMMmary Replies

» Create Modified Date

» Edit Properties

* Content Modified Date: 15:24:06, Tuesday, Jul 22, 2003
bPollings belote
PMessages Delete
b Submizzions sroking |
bForms Replies: 2

bWeb Resources Modified Date: 12:25:01, Tuesday, Jul 15, 2003

Delete
b Tenders -
Bus services to hospitals
Replies: 0 R
ke &1 2 E3) & | hittp: e webocrat, argWebacrat fadmingdfmforume ontent. jsp#orum=5 '@E v

Figure 31: Forum Content page

Step 4: If you wish to delete athread click on Delete.

8.2 Create

Step 1: Click on the Forums link (see Figure 7).

Step 2: Click on the Create Link (see Figure 32).

ZEorums
o Summary
e Create
» Edit Properties
s Remove
* Content
Figure 32: “Create forum” link selected

Step 3: The create forum page is displayed. To create aforum enter the
following information: Forum Name and Forum Description. From

Forums: Create 23
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the Moderated drop down menu select from: Unmoderated, M oder-
ate Threads, Moderate All Messages.

Step 4: When all the above information has been entered click on
“ceste- | |f you no longer require to create a forum click on _cancel |.

Step 5: The forum has now got to be linked to the Ontology. Go to Sec-
tion 17.
8.3 Remove

8.4 Edit Properties

24 Forums: Remove
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9 Pollings

step 1: Click on the Pollings link or tab. If logged on as the system
administrator the Pollings summary page is displayed as in Figure
33 but the layout of the system publisher page is slightly different
(see Figure 6)

[Hf webocrat Administration - Mozilla i ] 3}
v§Eils Edit  View Go Bookmarks Tools  Window Help |

le . 2 .3 @ Te— -5hr:s-
o et N e I\’; http:tfdev . webacrat . orgfwebocrat/adminjinde::. isp Jﬂl R .

- ﬂHnme‘ “tﬁmkmarks o The Mozila Organiza... 4 atest Builds

Publishing and Administration Logout

Global settings Categaries

bSystem Settings
busers

b Cateqories
sh0w|1D ~| pollings per page
b Articles PRlies e [

[Pollings 1 -1 (1)

bForums ID: Polling Name
<Pollings Description

s Summary

» Create 3: One City News Survey
N . The publishers of One City News are interested in finding out your views on One City News. Please note there are no
» Edit Properties . .
tight or wrong answers, we just want to get an idea of your opinion so that we can produce a newspaper that you and

¢ Remove other people in YWolerhamptaon want to read. Your response will rermain confidential and you will not be identified by
* Questions any of your answers given
PR Starting Date:: 11:55:00, Wednesday, August 27, 2003
Hessages Cloging Date:: 11:55.00, Sunday, September 14, 2003
P Submissions Edit Properties | Associations: | Permissions | Questions | Results | Remove
PForms
biveb Resources
b Tenders
$ & 2D e | -l

Figure 33: Pollings summary page.

9.1 Pollings Summary
The Pollings summary page displays the Polling Name and a Description.

9.1.1 Questions
The Questions link can be located in two ways:

Step 1: Click on the Questions link (see Figure 34) and select the Ques-
tion you wish to Edit.

Step 2: (b) Alternatively, below the Polling Name and Description on
the Polling Summary page are links. Click on the Questions link (see
Figure 35).

FPollings
s Summar

s Create
» Edit Properties
s Remove

& Questions
Figure 34: “Question” link selected
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Questions
Figure 35: Question link selected

Create a New Question

Step 3: To create anew question click on _ CresieNewuesion.. |

Step 4: Enter the Question, Answers and choose the Type. The types
are: yes/no, one predefined answer, many predefined answers and
informal question.

Step 5: Click on st |,

Edit Question Properties

Step 6: To edit a question which has aready been created click on the
Edit Properties link in the same row as the questions Answers (see
Figure 36).

Edit

Properties
Figure 36: Edit Question Properties link

Step 7: Make the necessary amendments and click on _Undste |,

Remove a Question

Step 8: To remove a question from a poll click on the Remove link (see
Figure 37).

Remove
Figure 37: Remove Question link

Step 9: Click on.

9.1.2 Results
Step 1: To view the results of a polling click on the Results link (see
Figure 38).

Results
Figure 38: Polling Results link

9.1.3 Remove a Polling
9.1.4 Edit Properties

9.1.5 Association

26 Pollings: Pollings Summary



Webocrat: Pollings

9.1.6 Permissions

9.2 Create a Polling

Step 1: Click on the Pollings link (see Figure 7).

Step 2: Click on the Create link (see Figure 39).

wRollings
o Summary
s Create
» Edit Properties
* Remove
s Questions
Figure 39: Create link selected

LA Employee’s Guide

Step 3: The Create Polling page is displayed. To create a polling enter
the following information: Polling Name, Polling Description,

Starting Date and Closing Date (Optional).

Step 4: When all the above information has been entered click on

Create... |

Step 5: If you no longer require to create apolling click on _cancsl |.

Step 6: Go to Section 17.

Pollings: Create a Polling
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10 Messages

Step 1: Click on the Messages link or tab. If logged on as the system
administrator the Messages summary page is displayed asin Figure
40 but the layout of the system publisher page is dightly different
(see Figure 6).

-}‘é Webocrat Administration - Mozilla I Ellﬂ

- Eile Edit “ew Go EBookmarks Tools ‘Window Help ‘
< - = -3 W : | =
- - R e Stbp I& http:/fdev. webocrat, argfiwebacr stfadminfindex. jsp j asaarth et -
M “}Home ‘ “!Bookmarks # The Mozila Organiza,.. 4 Latest Buids
Publishing and Administration Logout
Global settings Categories
bSystem Ssettings |
bUsers Messages 1 - 10 (497)
bcategories
%q; show [10 =] messages per page Mert 10 »
b articles
bForums 1D : Channel : Headline L
bPaollings. Creation Date
wMessages Text
= Summary
* Send 522 : 1 : Hospital welcomes New Books from Central Supply
b Submissions Creation Date @ 10/11/03 12:11
b Eams Patignts gt the children's ward at Mew Cross will be swapping their worn out books for an up to
o date read thanks to a brand new partnership between the Royal Wolverharmpton Hospitals Trust
biwveb Resources and Central Library.
b Tenders Remave
521 : 1 : Lighting Up the Countodwn to Christmas
Creation Date : 10/11/03 09:18
Residents in Wolverhampton can get ‘switched on’ to Christmas next week with the official
ceremony to light up the City Centre. ~|
S b N2 B o | -l

Figure 40: Messages Summary page

10.1 Messages Summary
The summary page contains the Message Headline and a Description.

10.1.1 Remove

Step 1: Located on the Messages summary page below the message
description is a Remove link (see Figure 41). Click on this if you
wish to remove a Message.

Remove
Figure 41: Remove message link

10.2 Send a Message

Step 1: Click on the Messageslink (see Figure 7).
Step 2: To send a message click on the Send link (see Figure 42).

Plessages

s Summary
s Send

Figure 42: Send message link selected

Messages: Messages Summary
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Step 3: The Send message page is displayed. Enter the following infor-
mation: Message headline, Message Text (Optional) and choose the
Recipients from the list provided.

Step 4: Once all the above information has been entered click on Send |,

Step 5: If you no longer wish to send amessage click on  cancel |.

Messages: Send a Message 29



Webocrat: Submissions

30

LA Employee’s Guide

11 Submissions

Step 1: Click on the Submissions link or tab. If logged on as the system
administrator the Submissions summary page is displayed asin Fig-
ure 43 but the layout of the system publisher page is slightly differ-
ent (see Figure 6).

Figure 43: Submissions summary page

11.1 Submissions Summary
The submissions summary pageis displayed

11.2 Remove

Step 1: Click on the Submissions link.

Step 2: Click on the Remove link (see Figure 44).

ZSubmissions

. Submission
Summary

. Remove
Submission

Figure 44: Remove Submission link selected

Step 3:

Submissions: Submissions Summary
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12 Forms

Step 1: Click on the Forms link if logged on as the system administrator
the summary page is displayed in Figure 12.1. If logged on as the
system publisher the form link can be located from the Submissions
tab and the layout of the page is dlightly different from Figure 12.2

(see Figure 6).
“ﬂ Webocrat Administration - Mozilla = =] 1[
M File Edit M“iew Go Bockmarks Tools Window  Help |
<« .2 .3 & e webccrt, — 7 psewa| S - [
5 i Roned cn I\& http:j/dev.webocrat.orgiwebocrat fadminfindes:. jsp J s2_Seard e
: % Home ‘ .,!Bnnkmarks ¥ The Mozila Organiza... 4 Latest Builds

Publishing and Administration Logout

Global settings

bSystem Settings
busers

b Categories
show | 10 'I farms per page
P articles = e

|Forms 1-2(2)

PForums
bPollings

PMessages 2:test
B Submissions Edit Form | Associations | Permissions | Remove Form | Show Form

ID: Form Name

Eorms

* Farm Sumrmar: 1:fdddf
Edit Form | Associations | Permissions | Remove Form | Show Form

= add New Form

» Edit Form

= Remove
byveb Resources
bTenders

% O 2 | -l
Figure 45: Form Summary page

12.1 Forms Summary

12.1.1 Show Form

Step 1: To view aform click on Show form link from the form summary
page.
12.1.2 Remove
12.1.3 Edit Form

12.1.4 Associations

12.1.5 Permissions

12.2 Create a New Form

Step 1: Click on the Forms link (see Figure 7).

Forms: Forms Summary 31
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Step 2: Click on the Add New Form link (see Figure 46).

ZEorms
s Form Summar
o Acdd MNew Form
» Edit Form
s Femove
Figure 46: Add New Form link selected

Step 3: To add a new form enter the following information: Form
Name, Form Description and Form Template.

Step 4: Click on ada|.

Step 5: Go to Section 17.

32 Forms: Create a New Form
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13 Web Resources

Step 1: Click on the web Resources link or tab. If logged on as the sys-
tem administrator the Web Resources summary page is displayed as
in Figure 47 but the layout of the system publisher page is slightly
different (see Figure 6).

£ webocrat Administration - Mozilla 2 i =[]

M File Edit VYiew Go Bookmarks Tools  Window  Help

+« .2 -3 @ ‘ = < . (]
o St Sl el IJ; httpe fidew.webocrat.orgfWebocrat fadmingfindesx. jsp le o

: ﬂHome| JBookmarks o The Mozila Organiza... 4 Latest Builds

Publishing and Administration Logout

Categaries

bSystem Settings
BUsers
PCategories

[ Articles

[External links 1 - 10 (221)

Wiew | 10 =] web resources per page Next 10 »
bForums ID: Name

BPollings Description

bMessages URL L

b Submissions
234: Diabetes UK

BE . - "
forms Leading charity working for people with disbetes. Funds research, campaigns and help people to live with the
Z\Weh Resources condition.
» Summar: Bt diabetes. org uk
- Properties | Perrnissions | Associations | Rernove

» Edit Properties
233: Wolverhampton Centre for Engeneering Excellence

© BEmmEE Set up by the City Council, it promote excelience in Jocal engineering and manufactuning corpanies through the
b Tenders adoption of the most appropriate practices in manufacturing technology, business systems and management
technigues.
http: e cenengex co. uiv’
Froperies | Permissions | Associations | Rernove
&l
G &L N2 EE B | [

Figure 47: Web Resources summary page

13.1 Web Resources Summary

13.1.1 Remove

13.1.2 Properties

13.1.3 Associations

13.1.4 Permissions

13.2 Create

Step 1: To create a Web Resource click on the Create link (see Figure
13.2).

Web Resources: Web Resources Summary 33
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wufeh Resources

s Summary
s Create

» Edit Properties
s Remove
Figure 48: Create link selected

Step 2: The information required when creating a web resource is.
Name (title), URL, Mime/Type and Description. Once this has been

entered click on  create... |

Step 3: Go to Section 17.

34 Web Resources: Create
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14 Tenders

14.1 Tenders Summary

Step 1: Click on the Tenders link or tab. If logged on as the system
administrator the Web Resources summary page is displayed as in
Figure 49 but the layout of the system publisher page is dightly dif-
ferent (see Figure 6).

-}‘é Webocrat Administration - Mozilla =10 ﬂ

- Eile Edit M“ew Go Bookmarks Tools ‘Window Help ‘
: =5 m

Bﬁ’k hd Fuﬁrd R\e%d S%gp I\& http:j/dev.webocrat.orgwebocr atfadrinfindex . jsp j éSearch it -

: ﬂHDms| ..,!Buukmarks o The Mozila Organiza... 4 Latest Bulds

Publishing and Administration Logout

Global settings Categories

bSystem Settings
bUsers

bCateqories
bﬁ_ show |1I] 'I tenders per page
rticles

|Tem:ler5 List 1 -1 (1)

bForums Reference; Tender name
Prollings

bMessages 1: Test

b Submissions Active: No

BFarris Awarded: Yes

bWeb Resources
=Tenders
* Tender Summar

= Create

S &b 2 @ @ | =
Figure 49: Tenders summary page

14.1.1 Award

Step 1: Once the Tender has been awarded these details have to be
entered into the system. Below each Tender name is an Award link.
Click on this.

Step 2: A page is displayed where the details regarding the Award can
be entered. Enter these details in the input box and click on

Create... |

14.1.2 Close

Step 1: When the Tender close date has been reached click on the Close
link.

Step 2: A pageisdisplayed asking if you are sure that you wish to close
this Tender. If so, click on Clese | . And if not, click on _Canes! |,

14.1.3 Remove

Tenders: Tenders Summary 35



Webocrat: Tenders

36

LA Employee’s Guide

14.1.4 Edit

14.1.5 Associations

14.1.6 Permissions

14.2 Create

Step 1: Click on the Tenders link (see Figure 7).

Step 2: Click on the Create link (see Figure 50).

ZTenders

., Lender
summary
* Create
Figure 50: Create Tender link selected

Step 3: To create a Tender the following information needs to be
entered: Title, reference Number, Deadline Date, Person to Contact,
Contact Email, Contact Telephone, Tender Summary, Document
Name, Location of Document, Document Type.

step 4. When all the above information has been entered click on

Create... |

Step 5: Go to Section 17.

Tenders: Create
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15 Remove: Users, Categories, Articles,

Forums, Pollings, Forms, Web Resources
or Tenders

Step 1: Click on one of the links from the list down the left hand side of
the screen that needs to be removed (see Figure 7).

Step 2: For Forums and Submissions click on the Remove link. Go to
step 4.

Step 3: Alternatively for Users, Categories, Articles, Polling, Mes-
sages, Forms, Web Resources and Tenders there is also another
method. For example if you wanted to remove a particular Article,
click on the Articles link (see Figure 7) and a summary of the Arti-
cles will be displayed. Below each Article description is a link
labelled Remove, click on this. Go to step 7.

Figure 51: Figure 15.2 Alternative way to select Remove link

Step 4: If in step 2 the Forums link was selected the Remove page is
now displayed which contains alist box. Click on the of the list box
(see Figure 52).

|H0wwou|d wou change Wolwerhampton? j
Figure 52: List box

Step 5: A list should appear (see Figure 53) that lists all the Forums (or
Articles, Categories, Pollings, Forms, Web Resources, Tenders)
content. From the list click on the item that needs to removed.

IHwaouId wou change Wolverhampton? j

fiml Ld wou chan
The Built Erviranment
llike Walverhampton because...
L and Order

MNeighbourhoods and Communities
Road Safety

Local Area Farums

Figure 53: List showing all the Content

Step 6: Click on Remave This Farum.. |

Step 7: The Remove page is displayed. Make the necessary changes
and click on update |. If the item no longer needs to be updated

click on cancel |.

Remove: Users, Categories, Articles, Forums, Pollings, Forms, Web Resources or Tenders: Create 37
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16 Edit Properties: Categories, Articles,

Forums, Pollings, Forms, Web Resources
or Tenders.

Step 1: Click on one of the links from the list down the left hand side of
the screen that needs to be edited (see Figure 7).

Step 2: For Forums and Tenders click on the Edit Properties link. Go to
step 4.

Step 3: Alternatively for Categories, Articles, Pollings, Forms and Web
Resources there is also another method. For example if you wanted
to edit the properties of a particular Article, click on the Articles link
(see Figure 7) and a summary of the Articles will be displayed.
Below each Article description is alink labelled Properties, click on
this. Goto step 7.

Step 4: The Edit Properties page is displayed which contains alist box.
Click on = of thelist box (see Figure 52).

Step 5: A list should appear (see Figure 53) that lists all the Categories
(or Articles, Forums, Pollings, Forms, Web Resources, Tenders).
From thelist click on the item that needs to edited.

Step 6: Click on [ EditProperies.. |

Step 7: The Edit Properties page is displayed. Make the necessary

changes and click on _Update |. If the item no longer needs to be
Updated CI'Ck OoN cancel |,

The Articles and Categories link contains a Text Editor (See Figure
54) where for example the font and the size can be changed. The
Text editor also allows the text to be seen in HTML Source view if
you click on <.

Arial =

Jtiapt) =||Headnal =| B 7 U | & = < By 4 B v o
SEE s | —epOo | @A 2 [

1
H
E

Fatients at the children's ward at New Cross will be
swapping their worn out books for an up to date read
tharks to a brand new partnership between the Royal
Wolverhampton Hospitals Trust and Central Library.

Path: body = hbml

Figure 54: Text editor

Edit Properties: Categories, Articles, Forums, Pollings, Forms, Web Resources or Tenders.: Create
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17 Associations: Categories, Articles,
Pollings, Forms, Web Resources and
Tenders

The content for the Categories, Articles, Pollings, Forms, Web Resources

and Tenders have to be linked to the Ontology via associations. For exam-
ple, click on the Articles link (see Figure 7).

Step 1: Below each Articles description is a link labelled Associations,
click on this.

Step 2: The Associations Link Resource page is displayed.

-}‘é Webocrat Administration - Mozilla e I Ellﬂ
- Eile Edit “ew Go EBookmarks Tools ‘Window Help ‘
, | =
&ﬁl - F:%;rd R:%d 5%% I& http:/fdev. webocrat, argfiwebacr stfadminfindex. jsp j asaarth et -
M ﬂHome‘ “!Bookmarks # The Mozila Organiza,.. 4 Latest Buids
Publishing and Administration Logout
Global settings Categories
bSystem Ssettings |
|Assuciatiuns : Link Resource
buUsers
b Cateqories Associations for: Hospital Welcomes New Books from Central Supply
Zarticles
Update Cancel
* Summary p_l —I
¢ Create Assigned associations
» Edit Properties |
o
* Remove
PForurns
P Pollings =
bMessages =l
b Submissions
Femove
bForms —I
Pieb Resources L
I EEE— Browse associations
b Tenders
Add Checked
+ [T _GBWEBOCRAT
S &b N2 | hitpsjjdev.webocrat.org/Webocratjsdminfini]...edrect=doc/docResources.jspbrange=10Bstart=0 Lo-F

Figure 55: Association Link Resource page

Step 3: If there are any Associations that have aready been assigned
then these will be displayed in the Assigned Associations box. If
any of the assigned associations need to be removed, click on this

association in the Assigned Association box and click on _Remave |

Step 4: To assign an Association navigate to the link shown in Figure
56.

+ [ cRWEBOCRAT
Figure 56: Browse Associations

The link headings highlighted in blue can be clicked on to obtain
further associations. Once the associations required have been
decided on click on the check box — to the left of the Association
heading. Once clicked on it should look like .

Step 5: Click on _Addchecked |,

Associations: Categories, Articles, Pollings, Forms, Web Resources and Tenders: Create 39
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Step 6: If you are already aware of the Association required type this
into the input box (see Figure 57) below the Find associations

according to name heading and click on  Find.. |.

Find associations according to name

| Find ... |

Figure 57: Input box to find Association Required

Step 7: The results from the search are displayed in the Search Results

box. Click on the Association required and click on _ Addselected |, If
all the Associations from the search are required click on

Acld All |

Step 8: Whenever any changes have been made always click on

Update |

40 Associations: Categories, Articles, Pollings, Forms, Web Resources and Tenders: Create
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18 Permissions: Articles, Pollings, Forms,
Web Resources and Tenders

For certain items in the system their is a restriction regarding who can see
what. Thisis assigned viathe Permissions link.

Step 1: Permission applies to Articles, Pollings, Forms, Web Resources
and Tenders, click on anyone of these links (see Figure 7).

Step 2: The summary page is displayed which contains a link labelled
as Permissions. Click on thislink.

Step 3: The Assign Permissions page is displayed (see Figure 58).

-}‘é Webocrat Administration - Mozilla . | m] ﬂ
b Ele Edit “ew Go Bookmarks Tools ‘Window Help |
. =k
&ﬁl - F:%;rd R:%d 5%}5 I\& http:ffdew. webacrat.orgiwebacrat fadminfindex. isp j ﬂl o -
M 2} Home ‘ “!Bookmarks # The Mozila Organiza... P Latest Buids
Publishing and Administration Logout

Global settings Categories

bSystem Settings
|Assi|_:|n Permissions :

bUsers
b Cateqories Create Permissions For: Hospital Welcomes MNew Books from Central Supply
whrticles create permissions by assigning roles and operations
SR operations: roles:
* Create docresource.access =| |administrator -
= Edit Properties gue_st
om registerad user
Remave publisher
BForums rmioceratar
bPollings Z| |Gouncillor =

PMeszages Grand

b Submissions

bForms administrator:docresource.access =
— guestdocresource.access
biweb Resources registered userdocresource.access
bTenders publisherdocresource.access
|

Fewvoke | Close =

-
ik dh 2 EE &3 | hitp:/fdev, webocrat, orgiwebocrstfadminfedits. . direct=doc/docResources. jsplrange=108start=0 '@E 4

Figure 58: Figure 18.2 Assign Permissions page

Click on the Operation and the Role you want to assign. For exam-
ple, Figure 59 shows the Permissions for an Article..

guestdocresource aCcess
administratordocresource. access
registered userdocresource access
publisherdocresource.access
moderatordocresource.access

Figure 59: Permissions for Articles

Step 4: When the Roles and the Operations have been highlighted click
on [Grend].

Step 5: If any of the assigned permissions is no longer required high-
light this permission and click on _Reveke |,

Step 6: Click on Cose |,

Permissions: Articles, Pollings, Forms, Web Resources and Tenders: Create 41
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19 Logout
When you have finished making all the updates click on Logout.

42 Logout: Create
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