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AMAZON HOME PAGE OVERVIEW

The Home Page is the central hub for managing your DreamTeam implementation. The Home Page allows you to
create new Orgs, invite new users to those Orgs, and manage your Calendar as well as creating Events, To Do's
and Messages. This guide takes you step by step through a variety of common scenarios utilizing the Amazon

Home Page.

Eﬁ Fullscreen __.'—_Eﬂjl Applications « @ Support =

T 5
] dreamfactory

[ = Oras ” v Users H €@ Personal Info I

Users: DreamFactory Software (- [7+]
: Mame | Joined | Email | Group | Role
Anthony Lin Bi13/2008 anthony@dreamf Admins Administrator
Ben Busse 4/28/2008 benbusse@drear Members Full Access
Bill Appleton 412812008 billappleton@d Admins Host
. : Ciara Hanna 5120/2008 ciarahanna@dre: MNewbies Full Access
{SVY A ] Ken MNeff 4129/2008 kenneff@dreamf: Some Group Administrator
Kevin McClellan ~ 5/14/2008 kevin@dreamfact Admins Administrator
Lee Hicks 4128/2008 leehicks@dream Members Administrator
Calendar [ (L) Evants ” % To Dos " ) Messages l
4 May 2008 (3 Messages (- [.# ] +]
sun [ Mon | Tue fwed | Thu | Fri | sat | Name | Body | Sender | Read
1 2 3
4 B 6 T 8 9 10
11 12 13 14 15 18 17
13 19 2] 21 z2fj 23 24
25 28] =2r] 28] =23] =0 31

DreamTeam Definitions

Let’s look at some of the commonly used terms and definitions you will encounter when you use the Amazon

Home Page.

e Org (Organization) - contains groups of Users collaborating together on projects within DreamTeam.

e User-is someone who is a member of an Org and participates on a project team. Users can also be assigned

to a Group.

e ToDo-isasimple task assigned to a User which will appear on the User's Home Page under the To Do's
section. A To Do is not the same as a project task.

e Events - a meeting that Users are assigned to. All Events appear on the Home Page under the Events

section.

e Messages - Threaded discussions that allow Project Teams to collaborate as a group regarding specific
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projects, tasks or documents. All Messages appear on the Home Page under the Messages section.

e Groups - are created as a means of managing multiple users collectively and more efficiently. For example,
you can use a group when sending out a notification email. This allows you to notify the Group without
having to add them to the notification individually.

e Role - determines what type of access a User has in an Org and what privileges they have been assigned.

HomE PAGE USE CASES

How to Create a New Org

Before you get started using Amazon Home Page, you need to create a new Org. To create a new Org, follow
these steps:

1. Click Create Org.

Click the button at right to invite someone to m
join the current organization. Each user can

he given a different role with different

capabilities to access applications and

data.

b
Click the button at right to create anew e
Qrganization. Each Organization is a

secure online place for your data, files,

and projects. An organization can have

any number of users.
o Create Org

The Create New Organization dialog box is displayed.

2. Enterall the information about the new Org in the Create New Organization dialog box. Only the Name field
is mandatory.
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-

|=l Create New Organization

State: | CA

Country: | USA

Postal Code: | 94040

Enter information for the new organization:

Mame: |(MyDemo Org
Phone: |650-641-8227
Street: | 1503 Grant Road

City: [Mountain View

[ Create

| | cancel

3. Click Create to save the information you just entered and create the new Org. The new Org appears
highlighted in the Organizations section of the Home Page.

Applications w @ Support =

fal dre

to invite someone to m
ition. Each user can

with different
Ipplications and

o Irite User

I [=| Orgs " ¢a Lsers " @ Personal Info ‘

- —_—
to create a new 'n"-.._“"_;"_..-"
anization is a

your data, files,

zation can have

Organizations

Mame | Default | Host | Created

DreamFactory Software Yes Yes 42812008
DreamFactory Support Mo Yes 52008
My Dema Org Mo Yes 5{18/2008

How to Edit Org Properties

All of your Orgs appear listed in the Organizations section at the top of the Home Page. At some point you may
need to edit the properties of an Org you have already created. To edit the properties of an existing Org, follow

these steps;
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1. From the Organizations list, select the Org you want to edit.

tions « @ Support »

f’ldreamfa{tow

someone to m

ich user can
‘erent
ans and

= |rvite Lzer

[ (=] Orgs ” oy Users H € Personal Infa I

QOrganizations (=7 +]
Name | Default | Host | Created

DreamFactory Software Yes Yes 412812008

DreamFactory Support Mo Yes 512008

My Demo Org No Yes 51812008

ranew [ ey
lisa -

3, files,

in have

2. Click the pencil icon in the right hand side of the screen. The Organization Properties dialog box is

-

194040

displayed.
- Organization Prnpertms
Edit the properties for the current organization:
Name: |MyDemao Org
Division:
Type:
Primary Contact:
Phone: |650-641-8227 | Fax:
Street: | 1503 Grant Road
City: | Mountain View
State: | CA Postal Code:
Country: | USA

3. Make all necessary changes to the Organization Properties and click OK. Any changes you made will be
saved to the original Org.
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How to Archive an Org

You may want to archive an Org in DreamTeam. To archive an Org, follow these steps;

1. From the Organizations list, select the Org you want to archive.

@ Support -

ﬁ dreamfactory

| (= Orgs " o Users H € Personal Info ‘

(2 | Organizations -
Mame | Default | Host | Created
DreamFactory Software Yes Yes 412812008
DreamFactory Support Mo Yes 512008
Yes 5M18/2003

il My Demo Org Mo

ate Org

2. Click on the Minus (-) icon on the right hand side of the screen. The Archive or Delete dialog box is

displayed.

-

=l Archive Or Delete

e

B

Delete or archive the current organization named: My Demo Org

() &rchive this org and all data [host or admin)

The org owner is given a “read only™ role
Any org admins are given “read only” roles
All other users are given "no access” roles

() Dielete thiz org and all data [host only)

The S3 bucket for this org is deleted
The SimpleDB database for this org is deleted
All organization user and login data is destroyed

Cancel
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3. Select the Archive this org and all data (host or admin) radio button.

- =

- Archive Organization

Delete ar archive the current organization named: My Demo Org

(%) Archive this org and all data [host or admin)

The org owneris given a “read only™ role
Any org admins are given “read only” roles
All other users are given "no access” roles

{1 Delete thiz org and all data (host only]

The 53 bucket for this org is deleted
The SimpleDB database for this org is deleted
All organization user and login data is destroyed

Archive ] [ Cancel

4. Click Archive. The Are You Sure? dialog box appears to check you are sure you want to archive the Org.

Are You Sure?

Are pou zure that vou want to archive the organization
named My Demao Org?

Mo

5. Click Yes to confirm you want to archive the Org. A second dialog box appears to confirm you want to archive
the Org.

Are You Really Sure?

Are pou really sure that pou want o archive the curent
organization? &l the data in thiz org will be archived!

Mo
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6. Click Yes to confirm you want to archive the Org.
How to Delete an Org

You can delete any Orgs from the Home Page. To delete an Org, follow these steps;
1. From the Organization list, select the Org you want to delete.

2. Click on the Minus (-) icon on the right hand side of the screen. The Archive or Delete dialog box is
displayed.

- -,

= Archive Or Delete

Delete or archive the current organization named; My Demo Org

{1 Archive thiz arg-and all data (host ar admin]

The org owner is given a “read only” role
Any org admins are given “read only” roles
All other users are given “no access” roles

{1 Delete this arg and all data [host anly)

The 53 bucket for this org is deleted
The SimpleDB database for this org is deleted
All organization user and login data is destroyed

Cancel

3. Select the Delete this org and all data (host only) radio button.

- -,

-/ Delete Organization

Delete or archive the current organization named; My Demo Org

{1 Archive thiz arg-and all data (host ar admin]

The org owner is given a “read only” role
Any org admins are given “read only” roles
All other users are given “no access” roles

(%1 Delete thiz arg and all data [host anly)

The 53 bucket for this org is deleted
The SimpleDB database for this org is deleted
All organization user and login data is destroyed
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4. Click Delete to delete the Org and all associated data. A dialog box appears to check you are sure you want

to delete the Org.

Are You Sure?

Are pou zure that vou want to delete the organization

named My Demao Org?

Mo

5. Click Yes to confirm you want to delete the existing Org. The Org is removed from the Organizations list.

How to Invite New Users

Once you have created your new Org, you can invite new Users to join it. Follow these steps to invite new users to

the Org you just created.

1. From the Organizations list, select the Org you want to invite new users to join.

Fullscreen _ﬁ] Applications = @ Support *

Click the button at right to invite someone to m
join the current organization. Each user can

be given a different role with different

capabilities to access applications and

data.

QOrganizations

[ = Drgs ” o Users H €9 Personal Info

~ =
Ty

.

Click the button at right to create a new
Organization. Each Organization is a

secure online place for your data, files,
and projects. An organization can have

any number of users.
o= Create Org

{

Name | Default | Host
DreamFactory Software Yes Yes
DreamFactory Support Mo Yes
My Demo Org Mo Yes
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2. Click Invite User. The Invite New User dialog box is displayed.

o n’

 Invite A New User

Enter some information about the user;
Email:

First Name: Last Mame:

Subject Line; | Hello {IName}, Please Join Our Organization

Role: Full Access |3 (#) Send Web Service Emai
Group: Mewbies "1 Launch Dutlook Email Client

|Hello {IName},

Flease join our organization by clicking the link below:
| hitp:lhwww. dreamiactory. netfamazon/enterprise_entrance.html?login={!login}

| Sincerely,
{ISender}

Invite Cancel

From here you can configure all the information contained in the invite to the user.

Field Description

Email Enter the email address of the user you want to invite to the Org.

First Name/Last Name Enter the first name and last name of the user in the First Name and Last Name
fields.

Subject Line Enter the message that will appear in the subject line of the email. This field is
populated by default, but you can edit this message.

Home Page Use Cases - 9
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Field Description

Role Select the role the user will have in the new Org. You can choose from:

¢ No Access - The user cannot access any features in DreamTeam

¢ Read Only - The user can only read data in DreamTeam

¢ Read and Create - The user can read and create data in DreamTeam

¢ Read and Update - The user can read and update data in DreamTeam

¢ Read, Create and Update - The user can read, create and update data in DreamTeam
o Full Access - The user can read, create, update and delete data in DreamTeam

¢ Administrator - The user can edit user properties, edit Org properties, delete users,
invite new users to the Org, archive Orgs, read, create, update and delete all data.

Note: The Administrator role is not available on the Professional version of
DreamTeam.

In addition to the default roles, you can also create custom roles. For more
information, see How to Create Custom User Roles.

Group Select the Group to which you want to add the member. You can choose from;
e Admin

* Newbies

e Members

In addition to the three default groups, you can also create custom groups. For
more information, see How to Create Custom User Groups.

Send Web Service Email | Select this option if you want to send the email invitation through the DreamTeam
application.

Launch Outlook Email Select this option if you want to send an email with adjoining instruction from your
Client Outlook client.

Display Panel The default email message is displayed in this panel. You can edit the entire
message as required.

3. When you have completed the dialog and are ready to send the email invites, click Invite. An invite is sent to
the named user.

When the User clicks on the URL in the invite email, they will be directed to a login screen where they can register

to join the Org. Once they register they are automatically added to the Org and their name will appear listed in
the User section on the Home Page.
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ions - Support

i ; i
aomeone to join the current .i.

liven a different role with different
15 and data.

= |rwite User

Users: My Demo Org

[ [=| Orgs H oh User

| Email

g -
anew Organization. Each . |

lace for your data, files, and
e any number of users.

o Create Oig

MName | Joined
Bill Appleton 5/18/2008 billappleton
Clara Hanna 5i18/2008 ciarahanna@

How to Edit Personal User Information

After a User has been added to an Org, they can edit their personal information. To edit personal user

information, follow these steps;

1. Click on the Personal Info tab.

f'l dreamfactory

I [~ Oros " o Wsers " €9 Personal Info

This s My []Default Organization

i Save

FirstName | Bill

LastMame |App|emn

Title |

Company Name | My Demo Org

Department |

Division |

=mployee Number |

Home Page Use Cases - 11
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2. Update any information in the appropriate information fields and click Save.

How to Edit User Properties

If you have appropriate privileges you can edit the properties that have been assigned to other users. You can
assign different roles to a user and change the group they belong to. To edit user properties, follow these steps;

1. Select the User you want to edit from the Users list.

E] Applications w @ Support =

u I

ght to invite someone to m

nization. Each user can
role with different
35 applications and

o [rvite User

[ = Orgs “ oy Lsers ” 0 Ferzonal Info l

Users: My Demo Org

ghtto create a new
Drganization is a

for your data, files,
|anization can have

5.

Mame | Joined | Email | Group
Bill Appleton RI118/2008 billappleton@drea Admins
Ciara Hanna 5i18/2008 ciarahannaig@dreamf: MNewbies

2. Click the Pencil icon. The User Properties dialog box is displayed.

-ﬁ User Properties

-,

Edit the propenies for the selected user: Ciara Hanna

Employee Mumber:
Title:

Type:

Home Page Use Cases - 12
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Company:
Department:
Division:
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3. From the available drop-down lists, select a different Role or a different Group. You can also edit the
personal information of the user.

-

..V, User Pru‘pertiés

]

Role:

Group:

Edit the properties for the selected user: Ciara Hanna

Full Access [ Edit Roles ]

| Admins

[<] [<]

Edit Groups ]

Company:
Department:
Division:

Employee Mumber:
Title:

Type:

Ok l [ Cahcel

4. Click OK to save the changes to the user properties. The changes you make can be seen on the User display

list.

_ﬁl Applications @ Support « fl{

ghtto invite someone to m
inization. Each user can

role with different
35 applications and

o [rvite User

[ [=l Oros “ oy Llsers ” ﬂ Perzonal Info l

Users: My Demo Org

ghtto create a new
Organization is a

for your data, files,
|anization can have

5.

Mame | Joined | Email | Group
Bill Appleton RI118/2008 billappleton@drea Admins
Ciara Hanna 5M18/2008 ciarahanna@dreamfz Admins

How to Create Custom User Groups

There are three default user groups in DreamTeam; Admins, Newbies and Members. You can add to this list by

Home Page Use Cases - 13
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creating your own custom user groups in DreamTeam and assigning users to those new groups. To create your
own new custom group, follow these steps:

1. Select a User from the Users list.

» Applications v @ Support w fﬁl{

[ =l Orgs ” oy Users “ ﬂ Ferzonal Info I

ght to invite someone to m USEFE: M}-’ DEI'I'IG Org

inization. Each user can

role with different hickme | Joined | Email | Group
55 applications and Bill Appleton 5/18/2008 billappleton@drea Admins
. Ciara Hanna 51812008 ciarahanna@dreamfz MNewbies

o |rwvite User

b
ghtto create anew e
Organization is a
for your data, files,

janization can have

5.

2. Click on the Pencil. The User Properties dialog box is displayed.

o = -

i User Properties

Edit the properties for the selected user: Ciara Hanna

Role: | Ful Acress | EdiRoes |

Group: | Mewbies EI [ Edit Groups l
Company:
Department:
Division:

Employee Mumber:
Title:

Type:

3. Click Edit Groups. The Edit Groups dialog box is displayed.

The three default DreamTeam groups are displayed in bubbles in the dialog box. The bubble shaded in gray

Home Page Use Cases - 14
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is the group the current selected user is assigned to.

Edit Groups .
Create new groups, or edit the properties of your existing arcups. =
Admins Mewbiss Members
Type: Administrators Type: New Members Type: Regular Members
'<'| | i | BI|

4. Click the Plus (+) icon to add a new group. The Create Group dialog box is displayed.

-

Create Group 2
Name:
Type: Reqular Mernbers
Email: |
Description:
Dk ] [ Cancel

Home Page Use Cases - 15



Amazon Home Page Quick Start Guide

5. Type a new name for the group in the Name field. This field is mandatory.

e =

Create Group

Name: Engineering Group
Type: Active Members
Email:
Description: All members who need to know about new [

engineering decisions

6. Select a group Type from the drop-down list. You new group will inherit the properties of the default types.
There are 5 different types of groups you can create;

e Administrators

e New Members

e Regular Members

e Active Members

e Inactive Members
7. Enter an email address for the group. This is not a mandatory field.
8. Enter a description for the group. This is not a mandatory field.

9. Click OK to save the properties of the new group. The new group appears in a bubble on the Edit Groups
dialog box.

Home Page Use Cases - 16
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(a
Edit Groups
Create new groups, or edit the properties of your existing groups. -
Mewbiss Mambers Enginsering Group
Type: New Members Type: Regular Members Type: Active Members
4 i 5]

10. Click OK to close the Edit Groups dialog box. The new group is now a selectable option from the drop-down
list. Users can now be easily added to the ’Engineering Group’.

r = -

o2 User Properties

Edit the properties for the selected user: Ciara Hanna

Role: | Full Access [ Edit Rales l

Group: | Engineering Group EI [ Edit Groups l
Company.
Department:
Division:

Employee Mumber:
Title:

Type:

How to Edit a Custom User Groups

After you have created a group, you may want to edit the properties of that group. You cannot edit the properties
of a default group. To edit the properties of an existing user group, follow these steps.

Home Page Use Cases - 17
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1. Select a User from the Users list.

@ Euprates :ul dreamfactory
I [=] Orgs ” o Users “ ﬂ Fersonal Info I
€3 | Users: My Demo Org —[7]+]
Mame | Joined | Email | Group | Role
Bill Appleton 5182008 billappleton@drea Admins Host
Ciara Hanna 5/18/2008 ciarahanna@dreamfz MNewbies Full Access

e Uzer

e

ate Org

2. Click on the Pencil icon. The User Properties dialog is displayed.

= = =

- User Properties
Edit the properties for the selected user: Bill Appleton
Role: | | EdtRoks |
Group: | Admins | EdtGowps |

Company: |y Demo Org
Department:
Division:
Employee Number: ﬁ._U1
Title:

Type:

(]:4 ] [ Caticel
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3. Click Edit Groups. The Edit Groups dialog box is displayed.

Edit Groups .
Create new groups, or edit the properties of your existing groups. = 7] +]
Admins Newbies Members
Type: Administrators Type: New Members Type: Regular Membss
F I I | |}J
0k l [ Cancel

4. Select the Group you want to edit and click the Pencil icon. The Group Properties dialog box is displayed.

-

'Grnup Properties: Admins

-,

Hpe: | Adninktrstors

Email: |

Description:

5. Make any necessary changes to the properties of the group in the dialog box and click OK. Your changes are
saved to the Group.

How to Delete a Custom User Group

You may need to delete a custom user group that you previously created. You cannot delete a default admin,
newbie or members group. To delete a custom user group, follow these steps;
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1. Select a User you want to delete from the Users list.

@ Support - :ul dTEHfE'IfEICT_DI'},’
I [= Orgs ” oy Users “ 0 FPerzonal Info I
ﬁ'ﬁ Users: My Demo Org e
Mame | Joined | Email | Group | Role
Bill Appleton 5/18/2008 billappleton@drea Admins Host
Ciara Hanna 5/18/2008 ciarahanna@dreamfz MNewbies Full Access

& Uger

o

ate Org

2. Click the Pencil icon. The User Properties dialog box is displayed.

"o User Properties '.

Edit the properties for the selected user: Ciara Hanna

Raole: ‘ Full Access [ Edit Rales l

Group: ‘ Mewhies [ E dit Groups l
Company:
Department:
Division:

Employee Mumber:
Title:

Type:

OF. l [ Cahcel
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3. Click the Edit Groups button. The Edit Groups dialog box is displayed.

Edit Groups

Create new groups, or edit the properties of your existing aroups. =
Adrnins Newbiss Mermbers
Type: Administrators Type: New Members Type: Regular Members
VPs
Type: Administrators

£ | il | [E2

4. Select the Group you want to delete and then click on the Minus icon.

a ==
Edit Groups
Create new aroups, or edit the properties of your existing groups. o
Adrins MNewbies Mernbers
Type: Administrators Type: New Membsars Type: Regular Members
VPs
Type: Administrators

& | 1 | (i3]

i)

5. A confirmation dialog box appears, checking you want to delete the selected Group. Click Yes to confirm you
want to delete the selected Group.
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Delete Group?

Are pou sure you want to delete the group WP'?

The Group is deleted from the Group list.

Edit Groups .
Create new groups, or edit the properties of your existing groups. -
Admins Newbies Members
Type: Administrators Type: New Members Type: Regular Membss
ij i | [

How to Create Custom User Roles

A Role determines what type of access a User has in an Org and what privileges they have been assigned. There
are seven default User Roles in DreamTeam. The default user roles are;

e NoAccess - The user cannot access any features in DreamTeam

e Read Only - The user can only read data in DreamTeam

® Read and Create - The user can read and create data in DreamTeam

e Read and Update - The user can read and update data in DreamTeam

* Read, Create and Update - The user can read, create and update data in DreamTeam

Home Page Use Cases - 22
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®  Full Access - The user can read, create, update and delete data in DreamTeam

e Administrator - The user can edit user properties, edit Org properties, delete users, invite new users to
the Org, archive Orgs, read, create, update and delete all data.

You can also create custom roles in DreamTeam. To create a new Custom User Role, follow these steps;

1. Select a User from the Users list.

@ Support v fal dreamfactory
[ [=] Orgs H oy Lsers " 'ﬂ Fersonal Info l
, &1 | Users: My Demo Org =
1 Mame | Joined | Ernail | Group | Role
Bill Appleton RI118/2008 billappleton@drea Admins Host
Ciara Hanna 5/18/2008 ciarahanna@dreamfz Newbies Full Access

site Lzer

—
|y

—_—

zate Oig

2. Click the Pencil icon. The User Properties dialog box is displayed.

- =

o User Properties

Edit the properies for the selected user: Ciara Hanna

Role: | Ful Access EdiiBielas
Group: | Mewbies Edit Groupsz

Company:

Department:
Division:

Employee Number:
Title:

Type:

Q. } [ Cancel
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3. Click Edit Roles. The Edit Roles dialog box is displayed.

'Edit Roles
Create new roles, or edit the properties of your existing roles. =
Create new privileges, or edit the properties of your existing privileges. =

4. Click the Plus (+) icon in the upper right side of the screen. The Create Role dialog box is displayed.

!

[Create Role'

Name: ||

DefaultAccess: | Full Access

Description:

Home Page Use Cases - 24
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5. Type a name for the custom role in the Name text box.

-

Create Role

Name: Frimary Role
Diefault Access: Read, Create, and Update
Description:

6. Select the level of access you want to set for the role from the Default Access drop down list.

7. Click OK to save your settings and close the dialog box. The new custom role is displayed in the Edit Roles
dialog box.

Edit Roles

Create new roles, or editthe properties of your existing roles. = +

F'rirn:ar;. Role: Bead, Create, and Update

Create new privileges, or edit the properties of your existing privileges. = 7] +]

()4 l [ Cancel

8. Click OK to save all your changes to the custom role and close the dialog box.
How to Edit a Custom User Role

After you have created a custom user role, you may want to change the properties or privileges associated with
it. You cannot edit the properties of a default user role. To edit a custom user role, follow these steps;
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1. Select the User Role you want to edit from the first section of the Edit Roles dialog box.
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2. Select a User from the Users section.

@ Support =

ﬁ dreamfactory

-

[ [=] Orgs " o Users " € Fersonal Info l

I fﬁ Users: My Demo Org -
Mame | Joined | Ernail | Group | Role
Bill Appleton RI18/2008 billappleton@drea Admins Host
Ciara Hanna 511812008 ciarahanna@dreamfz MNewbies Full Access

tite Lzer

-

zate Oig

3. Click the Pencil icon. The User Properties dialog box is displayed.

¢

User Properties

Edit the properies for the selected user: Ciara Hanna

Role: | Ful Access | EdiRoks |

Group: ‘ Mewbies l Edit Groupsz ]
Company:
Department:
Division:

Employee Number:
Title:

Type:

ok | [

Cancel
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4. Click Edit Roles. The Edit Roles dialog box is displayed.

Edit Roles

Create new roles, or edit the properties of your existing roles. b +

'ri|'|‘|:3r;- Ro

e

Create new privileges, or edit the properties of your existing privileges. =

5. Select the role you want to edit and click the Pencil icon. The Role Properties dialog box is displayed. All the
properties for the existing role are displayed in the dialog box.

= -

Role Properties: Primary Role

Name: Primary Rale
Default Access: Read, Create, and Update
Description:
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6. Edit the role properties you want to change, (for this example, the role Name) and click OK.

-

A

Role Properties: Primary Role

Mame: |Secondan{Role

Default Access: | Read, Create, and Update

Description:

0K Cancel

You have successfully edited the properties of the existing custom role.

How to Delete a Custom User Role
You can delete any custom user role, but you cannot delete any default user roles. To delete a custom user role,

follow these steps;

1. Open the Edit Roles dialog box.

Note: To open the Edit Roles dialog box, select a user from the User list and click the Pencil icon. Then click
Edit Roles on the User Properties dialog box.

Edit Roles

Create new roles, or editthe properties of your existing roles. b &

ondary Role: Read, Create, and Update
| Contractor Role: Read Only
{Primary Role: Full Access

Create new privileges, or edit the properties of your existing privileges. =

OF. l [ Cancel
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2. Select the User Role you want to delete from the list and click the Minus (-) icon.

Edit Roles

Create new roles, or edit the properties of your existing roles. = +

ESecnndary Role: Read, Create, and Update i
{Contractor Raole: Read Only

|Primary Role: Full Access

Create new privileges, or edit the properties of your existing privileges. =

OF. I [ Cancel

3. A confirmation dialog box appears to confirm you want to delete the custom role. Click Yes to confirm
deletion.

Delete Role?

Are pou zure you want to delete the role 'Contractor Role'™?

Mo

The custom role is deleted from the Edit Roles dialog box.
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Edit Roles

Create new roles, or edit the properties of your existing roles. =t

?Secnndan«' Role: Read, Create, and Update
Frimary Role: Full Access

Create new privileges, or edit the properties of your existing privileges. =

ak Cancel

How to Create New Privileges

There are three applications included with DreamTeam. These are Project Manager, Collaborative Calendar and
Document Manager. When you create a new role, the Edit Roles dialog box also allows you to create new
privileges that can determine if a User has access to a specific application and what type of access they have, for
example; No Access, Read Only, Read/Create, and so on. To create new privileges for a DreamTeam application,
follow these steps:

1. Open the Edit Roles dialog box.

Edit Roles

Create new roles, or editthe properties of your existing roles. -

Secondary Role: Read, Create, and Update
Primary Role: Full Access

Create new privileges, or edit the properties of your existing privileges. =7 ] +]
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2. Click the Plus (+) icon beside the lower Privilege display panel.

Edit Roles

Create new roles, or edit the properties of your existing roles. e +

-

I=econdary Role: Read, Create, and Update
Primary Role: Full Access

Create new privileges, or editthe properties of your existing privileges. =

The Create Privilege dialog box is displayed.

3. From the Application drop down list, select the application you want to enable access to,

ra =

Create Privilege

Application: | Project Manager

Arccess: | Full Access

4. From the Access drop down list, select the level of access you want to grant for the application.
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5. Click OK to close the Create Privilege dialog box.

Edit Roles

Create new roles, or edit the properties of your existing roles. =

EiEIZ:EII’IIjEF:. Role: Read, Create, and Update
|Primnary Raole: Full Access

Create new privileges, or edit the properties of your existing privileges. = +

IC ollaborative Calendar: Full Access

OF. l [ Cahcel

The new privilege is displayed in the Edit Roles dialog box.

6. Click OK to close this dialog box.
How to Edit Existing Custom Privileges

You can edit the privileges of any existing custom role. To edit existing privileges, follow these steps;
1. Open the Edit Roles dialog window.

Note: To open the Edit Roles dialog box, select a user from the User list and click the Pencil icon. Then click
Edit Roles on the User Properties dialog box.
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Edit Roles

Create new roles, or editthe properties of your existing roles. b b

ISecondary Role: Read, Create, and Update
|Primary Role: Full Access

Create new privileges, or edit the properties of your existing privileges. =

E.Cnllabnrative Calendar: Full Access

()4 l [ Cancel

2. Select the privilege you want to edit from the lower display panel on the Edit Roles dialog box.

-

Edit Roles

Create new roles, or editthe properties of your existing roles. i

._ condary Role: Read, Create, and Update
|Primary Role: Full Access

Create new privileges, or edit the properties of your existing privileges. = +

OF. I [ Cancel

Home Page Use Cases - 33



Amazon Home Page Quick Start Guide

3. Click the Pencil icon. The Privilege dialog box is displayed.

-

.Pri!ilege: Collaborative Calendar: Full Access

Application: | Collaborative Calendar

ACCesS: | Full Access

Cancel

The properties for the privilege you selected are displayed on this dialog box.

4. Make any necessary changes to the selected privilege by selecting an alternative from the drop-down lists.
In this example, we will change the Access privileges.

= =

.Privilege: Collaborative Calendar: Full Access

Application: | Caollabor ative Calandar

Access: | Read and Update
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Click OK to save the changes you made. The changes are displayed on the Edit Roles dialog box.

-,

5.

Edit Roles

Create new roles, or editthe properties of your existing roles. = +

ISecondary Role: Read, Create, and Update
|Primary Role: Full Access

Create new privileges, or edit the properties of your existing privileges. =

ollaborative Calendar. Read and Update

| ok | | Cancel

How to Delete Privileges

You can delete any of the privileges you created. To delete privileges, follow these steps;

1. Open the Edit Roles dialog box.

Edit Roles

Create new roles, or editthe properties of your existing roles. = o

|Secondary Role: Read, Create, and Update

|Primary Role: Full Access

Create new privileges, or edit the properties of your existing privileges. =

?.Cnllabnratiue Calendar: Read and Update

Ok, l [ Cancel
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2. Select the privilege that you want to delete from the lower display panel on the Edit Roles dialog box.

m |

Edit Roles

Create new roles, or edit the properties of your existing roles. = |7 ] +]

'''

;Primarj-' Role: Full Access

Create new privileges, or edit the properties of your existing privileges. -

C ollaborative Calendar: Read and Update

I 0k } [ Cancel

3. Click on the Minus (-) icon in the upper right hand corner. The Delete Privilege? dialog box is displayed.

Delete Privilege?

Are you sure you want to delete the selected privilege?

Mo

4. Click the Yes button to confirm you want to delete the selected privilege.

How to Use the Calendar

The Calendar resides at the bottom left corner of the Amazon Home Page. Days on the calendar shaded in gray,
denote an event that occurs on that day. When you click on a date with assigned events, a list of events will
appear on the Events section directly to the right of the Calendar. For information on creating events on the
Calendar, see How to Create an Event.
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Click the button at right to create a new

Crganization. Each Qrganization is a

secure online place for your data, files,
and projects. An organization can have
any number of users.

[ (L) Events H %, To Dos " =

Mame | Date

Calendar
4 May 2008 2 Events
Sun Man Tue ‘Wed Thu Fri Sat
1 2 3
4 5 8 T B2 a9 10
11 12 13 14 15 18 17
18 19 20 21 22 23 24
25 28 27 28 29 30 31

How to Create an Event

An event is a meeting that Users are assigned to. All Events are listed on the Home Page under the Events
section. You can create an event for yourself or create events for other users in your Org, provided you have the
relevant privileges. To create an Event, follow these steps;

1. Click on the Events tab on the Home Page.

Ken Meff

mram A R aas wrnmEr s ssammmmmEnr  mawrses

_— -
kenneff@dreamfactory Some Group

412912008 Administrator
Kevin McClellan 51412008 kevin@dreamfactory.cc Admins Administrator
Lee Hicks 412812008 leehicks@dreamfactor Members Administrator
Ciara Hanna bi20/2008 ciarahanna@dreamfac MNewbies Full Access
Org
[ (LX) Events " %, To Dos “ ) Messages I
o4t MNarne | Date | Location | Duration 4
2 3
3 10
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2. Click on the Plus (+) icon on the right hand side of the page. The New Event dialog box is displayed.
[~ New Event
Assignedto: | il Appleton &  [Imuliple Users
Subject: ||
Location: '
Date: |5/20/2008 | & [5/202008]
Time: | | [FAIDay [226PM)

Duratinn:| 1 Hours Minutes
Show time as: | Busy

Comments:

Save l [ Cahcel

3. Enterall the information for the new event in the appropriate fields. The Assigned To, Date, Time and
Duration fields are mandatory fields.

- New Event

Assigned to: | ill Appletan &, [IMultiple Users

Subject: | Conversation

Location: f-Main Boardroom |

Date: 52012008 | & (50008
Time: | | [Daiby  [226PM)
Duration: |_3 . Hours o Minutes
Show time as: | Busy

Comments: | Meeting with Engineering team

Save ] [ Caticel

4. Click Save to save the new Event. The Event is displayed on the assigned Users Home Page and the date of
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the events appears grayed out on their Calendar.

s e emmeea s S e s wrmna B —
Ken MNeff 41292008 kennefi@dreamfactory Some Group Admini
Kevin McClellan 5412008 kevin@dreamfactory.cc  Admins Admini
Lee Hicks 42812008 leehicks@dreamfactor Members Admini
Ciara Hanna 512012008 ciarahannag@dreamfac Newbies Full Aoy
[ (Y Events ” %, To Dos " ) Messages ]
Thu Fri Sat MName | Date | Location Duratic
Conversation 512012008 Main Boardroom 180 Mi
1 2 3
2 ] 10
15 18 17
27 23 24
bei:] 30 31

How to Edit an Event

If you have the appropriate privileges you can edit the properties of an existing event. To edit the properties of an

Event, follow these steps;

1. Select the Event you want to edit from the Event List.

Ken Meff
Lee Hicks
Ciara Hanna

Kevin McClellan

42912008
51412008
42812008
5f20/2008

T — e — -
kennefi@dreamfactory Some Group
kevin@dreamfactory.cc  Admins
leehicks@dreamfactor Members
ciarahanna@dreamfac MNewbies

y 2008 3 Events

I (L) Events " %, To Dos " ) hMessages l

wed | Thu | Fri | sat | Name | Date | Location
Conversation Bi20/2008 Main Boardroom
1 2 2
¥ - ] 10
14 15 18 17
21 22 23 24
oo o0 an L
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2. Click the Pencil icon on the right hand side of the screen. The Event Properties dialog box is displayed.

Y Event Properties

Assigned to: | Bill Appleton = Mulkiple Users

Subject: | Conversation

Location: il'-.l'lain Boardroom

Date: ?'Sfédrz'udé' | & (5/2012008]
Time: §1':'00Ar'¢1' | Daipay  [2sPm
Duration: | 3 - Hours i Minutes
Show time as: | Busy

Comments: | Meeting with Engineering team

——

3. Make any necessary changes to the properties of the Event. For this example, we changed the event Subject.

Y Event Properties

Assigned to: | Bill &ppleton &, hfultiple Uszers

Subject: | ERE]

Location: | Main Boardroom

Date: |5/202008 | & oo
Time: | 1:00 AU | Dby [2:28PM)
Duration: |_1 . Hours ‘_I:l - Minutes
Show fime as: | Busy

Commenis:

Delete l [ (] 4 l l Cancel
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4. Click OK to save all your changes. The new edited event appears on the Event List.

e e e S . -
Ken Meff 412912008 enneff@dreamfactory Some Group
Kevin McClellan 511412008 kevin@dreamfactory.cc  Admins

Lee Hicks 4/28/2008 leehicks@dreamfactor Members
Ciara Hanna &5l20/2008 ciarahanna@dreamfac MNewbies

[ (Y Events " % To Dos ” ) Messages l

wed | Thu | Fri [ sat | Name | Date | Location
Email 512042008 Main Boardroom
1 2 3
¥ T k- 9 10
] 14 18 18 17
1 21 22 23 24
F 28 29 30 31

How to Delete an Event

If you have the appropriate privileges you can delete and existing event. To delete an event, follow these steps;

1. Select the Event you want to delete from the Events list.

I _- orgs ” a Users “ o Personal Info I

Users: DreamFactory Software

MName | Joined | Email | Group

= |rwite User Anthony Lin 51312008 anthony@dreamfactory  Admins
Ben Busse 4/28/2008 benbusse@dreamfact Members
Bill Appleton 4]2812008 billappleton@drean Admins
Ken Meff 412912008 kenneff@dreamfactory Some Group
Kevin McClellan 5142008 kevin@dreamfactory.cc Admins
Lee Hicks 4/28/2008 leehicks@dreamfactor Members
Ciara Hanna 52012008 ciarahanna@dreamfac Mewbies

I (L) Events " % o Dos H ) Messages I

py 2008 3 Events
wed | Thu | Fri [ sat | Name | Date | Location
Email BI20/2008 Main Boardroom
1 2 3
T 3 9 10
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2. Click on the Minus (-) icon on the right hand side of the screen. The Delete Event? dialog box is displayed.

-

Y Delete Event?

Would you like to delete the event ‘Email™?

Delete Cancel

3. Click the Delete to confirm you wan to delete the Event. The Event is removed from the Events list.

[ = Orgs H o Users ” € Personal Info ]
Users: DreamFactory Software
Mame | Joined | Email | Group
e |rvite User Anthony Lin 5/13/2008 anthony@dreamfactor, Admins
Ben Busse 412812008 benbusse@dreamfact Members
Bill Appleton 412812008 billappleton@drean Admins
Ken MNeff 412912008 kenneffi@dreamfactory Some Group
Kevin McClellan 1442008 kevin@dreamfactory.cc Admins
Lee Hicks 4/28/2008 leehicks@dreamfactor Members
Ciara Hanna 5/20/2008 ciarahanna@dreamfac Newbies
[ (L Evenis ” % To Dos " ) Messages l
ay 2008 3 Events
wed | Thu Eri Sat MName | Date | Location
1 2 3
7 g a 10
14 15 18 17
21 22 23 24
28 29 30 3

How to Create a To Do

ATo Do is a simple task assigned to a User. All To Dos appear on the User's Home Page under the To Do's
section. The Home Page allows you to create To Do's for Users in your Org. To create a To Do, follow these steps;
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1. Click on the To Do's tab in the To Do List section.

I (Y} Events " % To Dos ” ) Messages ‘

_ To Do List [7] Show &l Cipen A TG
i oot Subject | Date | Status | Done
Fhone Call 5(14/2008 Mot Started Mo

2 3

3 10

16 T

23 24

20 31

2. Click on the Plus (+) icon on the right hand corner of the To Do's section. The New To Do dialog box is
displayed.

% New To Do
Assigned to: | Bill &ppletan ),
Subject: |
Due date: | 5/15/2008 €& [5M912008]

Priority. | Mormal
Status: | Mok Started

Comments:

Save 1 [ Cancel

3. Choose an assignee for the To Do from the Assigned To drop down list. You can also set a subject for the To
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Do, set a due date, set priority and status for the To Do.

“. New To Do
Assigned to: | Ciara Hanna &
Subject: ! Call Customers
Due date: | 5/20/2008 & [5M9/2008]

Priority: High
Sfatus: I Mok Started

Comments: | Call customer to help install DreamTeam|

Save Cancel

Click Save to save all the properties you set and close the dialog box.

=

[ (L) Events ” % To Dos H ) Messages l

‘2
_ To Do List [7] Show &1l Open il

Fri o4t Subject | Date B | Status | Done

Fhone Call 51412008 Mot Started Mo
Call Customer 512012008 Mot Started No

1 2 3

5 9 10

5 18 17

2 23 24

3 30 31

The To Do you created is displayed on the To Do List.
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How to Edit a To Do

You may need to make changes to an existing To Do that is assigned to yourself or to another user. To edit the
settings of an existing To Do, follow these steps;

1. Select the To Do you want to edit from the To Do List.

L

[ (L Events “ % To Dos ” ) Messages \
’ To Do List [Z]5how &l Open g )

Subject | Date e | Status | Done

Fhone Call 51412008 Mot Started Mo
Call Customer 5I20/2008 Mot Started Mo

i
ha s = L
o I o =] )

2. Click on the Pencil icon on the right hand side of the screen. The To Do Properties dialog box is displayed.

==, |

% To Do Properties

Assigned to: Bill Appletan E

Subject: | EETICHERINE

Due date: | 5/20/2008 C&  [5/20/2008)

Friority: | Maormal
Status: | Mok Started

| \
Comments; | Call customer about DreamTeam insall

Delete l [ )4 l [ Cancel
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3. Make any necessary changes to the current To Do settings in the dialog box. In this example, we will change
the Subject and Description of the To Do.

% To Do Properties

—

Assigned to:

Subject:

Due date:

Priarity:

Status:

Comments:

l Bill Appleton &

| Visit Customer Onsite

5/20/2008 E,E [5/20/2008]
[ Marmal EI
l Mok Skarted

Yisit customer to advise on DreamTeam install

Lo ) [oe

4. Click OK to save all the changes to the To Do. These changes will be updated on the users To Do List.

How to Delete a To Do

If you have the appropriate privileges, you can delete an existing To Do. To delete a To Do, follow these steps;

1. Select the To Do you want to delete from the To Do List.

ere caprprmames e eaas raepe g s e T -
Ken MNeff 47292008 kennefii@dreamfactory Some Group
Kevin McClellan 51412008 kevin@dreamfactory.cc Admins
Lee Hicks 412812008 leehicks@dreamfactor Members
CiaraHanna 52002008 ciarahanna@dreamfac Mewbies
[ (L) Events ” %, To Dos " ) hMessages l
y 2008 (3 To Do List [7] Show &l O
wed | Thu | Eri | sat | Subject | Date a | Status
Phone Call 51442008 Mot Started
1 e 2
7 8 =] 10
14 15 18 17
21 22 feic) 24
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2. Click on the Minus (-) icon on the right hand side of the screen. The Delete To Do? dialog box is displayed
checking if you want to delete the To Do.

-~

“ Delete To Do?

Would you like to delete the to do listitem "Phone Call*?

Delete l [ Cancel

3. Click the Delete to confirm deletion. The To Do is deleted from the To Do List.

ren s e S T -
Ken MNeff 412912008 kennefi@dreamfactory Some Group
Kevin McClellan 51412008 kevin@dreamfactory.cc  Admins

Lee Hicks 4/28i2008 leehicks@dreamfactor Members
Ciara Hanna &i20/2008 ciarahanna@dreamfac Mewbies

[ (Y Events H % To Dos " ) Messages l

y 2008 (3 To Do List [/] Shaw &1l O

wed | Thu | Fri | sat | Subject | Date a | status
1 2 3
T 2 ) 10
14 15 18 17
21 22 23 24
28 28 30 31

How to Create a Message

Messages are threaded discussions that allow Project Teams to collaborate as a group on specific projects, tasks
or documents. You can create messages or on the Home Page. To create a Message, follow these steps;

1. Select the Message tab on the Home Page.
2. Click the Plus (+) icon on the right hand side of the screen. The New Messages dialog box is displayed.

3. Enterall the information for your new message in the appropriate fields.
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4. Click Save to save your changes. Your new Message is displayed on the User's Message list on the Home
Page.

H ow to Edit a Message

If you have the appropriate privileges, you can edit an existing Message. To edit a message, follow these steps;
1. Select the Message from the Message list on the Home Page.

2. Click the Pencil icon on the right hand side of the screen. The Message Properties dialog box is displayed.
3. Make any necessary changes to the existing Message.

4. Click OK to save all your changes to the existing message. The edited message is displayed on the Message
list.

How to Delete a Message

If you have appropriate privileges, you can delete a message from the Home Page. To delete a Message, follow
these steps;

1. Select the Message you want to delete from the Messages tab on the Home Page.

2. Click on the Minus (-) icon. The Delete Message? dialog box appears checking you want to delete the
selected Message.

3. Click Delete to confirm deletion. The Message is removed from the Messages tab.
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